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Chapter 1: Overview

What is a collobrative Site?

This document will give potential users an overview of all the functions which can be provided for
your SharePoint Collobarative site. It will also explain how these items can be customised to suit
your needs.

How do | use it?

This user guide has been prepared to give users with contribute permissions guidance on the tools
provided as standard on a SharePoint collborative workspace.

This document will cover briefly how to view (with read only access) content placed on a collobrative
site and then go into more details on how a colloborative users can interact with the site and add
and edit contents with the appropriate permissions.

How do | get it?
You should consider the features outlined in this document and define which you would find
appropriate for your collaborative space.

Sites can be created for collaborative within or across university departments for university use
only. Personal sites will not be created!

Initially site will be created for University staff but if there is a requirement to introduce external
users to access the site this will be considered as part of the application for the site.

Appendix one includes some questions regarding your requirment for a colloborative site. If you can
fill in these details and pass to the XXXX team for assessment the creation of your site can begin.
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Chapter 2: Colloborative Site Functions

This section will outline the standard features of a collaborative site, how they can be modified.

Further chapters will explain the features in more details.

Document Libraries

One or more document Libraries can be created and titled as required. Document Libraries allow
users to create folder structures, upload and create new documents and provide version control

View All Site Content
Documents

s Administration

s Ideas & Innovation
= Presentations

= Research Literature
= Developing Papers
= Photos

a Videos

Lists

s Resources

a fews

= Calendar

a Taszks

| Discussions

s Digcussion Board

Sites
People and Groups

5! Recycle Bin

A typical SharePoint menu will include the following:

Document Libraries specific to the collaborative site. These
will be available to store and view documents and media of
any kind. Each document Library can be made up of
documents and sub folders.

Other web Resources relating to the collaborative space can
be added and made available.

News items can be added and viewed from the News list or
the site home page.

Calendar appointments relating to the site can be viewed in
the calendar list

Completed and Outstanding Tasks can be viewed in the task
list

Discussion Boards can be viewed under the discussions
Sections.
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Chapter 2: Viewing Document Libraries and Lists on SharePoint

To view any content on a SharePoint Collaborative site the left hand menu (See below) can be used to
navigate through all the high level content on the site.

1. To View the site:

view All Site Content
Documents

= Administration

n Ideas & Innovation
= Presentations

» Research Literature
= Developing Papers

a Photos

= Yideos

Lists

a Resources

s Mews

» Calendar

| = Tasks
Discussions

= Digcussion Board
Sites

People and Groups

| & Recycle Bin

3

A typical SharePoint menu will include the following:

Document Libraries specific to the collaborative site. These
will be available to store and view documents and media of
any kind. Each document Library can be made up of
documents and sub folders.

Other web Resources relating to the collaborative space can
be added and made available.

News items can be added and viewed from the News list or
the site home page.

Calendar appointments relating to the site can be viewed in
the calendar list

Completed and Outstanding Tasks can be viewed in the task
list

Discussion Boards can be viewed under the discussions
Sections.

Once you have selected what you wish to view you can do so simply by clicking on the title of the
required task, discussion, News item etc and it will open. The same is also true when selecting a
document to view, although collaborative users will also be asked if they want to only Read the
document or check it out and edit it. This relates to using version control on the site which will be

covered in the next Chapter: Document Libraries.

Microsoft Internet Ex;i,lorer

%

MName: SENAS FORM.doc
From:  spoint.abdn.ac.uk

?/ You are about ta open:

How would you like to open this file?
" Read Only
" Edit

x|

Some files can harm your computer. If this information looks
suspicious, or you da nat fully trust the source, do not open the file.
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2. Getting email Alerts to changes on the site.

Users can set themselves up to recieve email alerts to any changes on the site. This can be done
at the doucment library level or on an individual document level.

To set up an alert:

e Navigate to the document library, document, or other item you wish to be alerted
about.

For whole Document Libraries or any other List item you should select ‘Alert Me’ from the
actions toolbar at the top of the screen

University of Aberdeen Sharepoint Service > Colirge of Arts and Socia
News

MNew ~ ;Acﬁons ol }

Edit in Datasheet
Bulk adit items using a detasheet

format, ate a new item, did

There are ne
Export to Spreadsheet

Analyza ibems with a spreadshest
appiicstion,

Open with Access

Works with items in & Microsoft Office
Ace=ss datebase,

View RSS Feed
Syndicate items with an RSS readsr.

AN Alert Me
T rns ‘ Receive e-mail notifications when
- items change,

For individual Items you should select ‘Alert Me’ from the drop down menu against that item.

University of Aberdesn Sharepoint Sarvice = Coilege of Arts and Social Sciences > School of Education » PICTAL » Administration

Administration

Mew ~ : Upload + | Actions ~

Type  Mame wodited
1  Administrative Files 17{03/2009 10:18
) [ Test Document number 2 { New +} 17/03/2009 10:56

View Properties

Edit Properties

Editin Migosoft Cffica Word
Delete

Send To »
cha&k OLVI'(V e

5
g

i XBEU

Version History

@

Vorkflows

Alertbe

Once you select to recieve alerts you will be asked to confirm how you want these alerts to be
recieved.

The options you have to consider are:

e The title of the alert — this can be decided by the user but a suggestion is always made.
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e The Type of change you want alerted to (Only available when being alerted to multiple
items in a list/library), options are: All Changes; New ltems Added; Existing Items

Modified; Items Deleted; Web Discussion Updates.

e Alerts for changes made when: Anything Changes; Someone else changes a document;
Someone else changes a document Created by Me; Someone else changes a document

last modified by me.

e  When to Send Alerts: Immediately; Daily Summary; Weekly Summary.

Making your choices and clicking OK will set up the alert.

University of Aberdean Sharepeint Sarvice > Cellege of Arts and Secial

New Alert

iis2 this page to creata an e-mak dert notifying you when there are dhangas 1o tha spedfisd item, dotument, Est, or library,

Alert Title

Enter the tite for this ai2¢t, This s indudsd in ihe wbect of the e-mai notification sent for this
sert,

Send Alerts To

This dert i bz sent to the 2-mail address indizated,

Change Type

Spadify the type of changes that you want to b2 lersd to.

Send Alerts for These Changes

Spadify whether to fit
indude itams that shov

a<ific ariteria, You may &eo rastrict your aiarts to only

When to Send Alerts

Spadfy how frequently you want io be alerted,

haol of Education > PICTAL > Adminictration » New Alert

oK Cancel

lpdministration

E-mail sddress:
com2812zbdn.acak

Oriy send me alerts whent

) A& changes

ns r¢ added

trg items are madifisd

O items are deleted

Cvieb dscussion updates

Send me anglartwhen:

& Anything changzs

O some
O some:

lze danges a decument

e changes & documsnt aeated by me

() Somecr= else canges & documant st medifed by ma

{3 Send e-mad immeciately

O send a daily summary

o

nd a weakly summary
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Chapter 3: Document Libraries

1. Creating New folders and documents

By navigating to the required document library users can add folders and documents to a library by using
the ‘New’ and ‘Upload’ options available to them in the document Library.

To create a new folder or document select the ‘New’ drop down menu and choose either Folder

()
or document to add.
= Umiversity of Aberdesn Sharepaint Service > Colls
¥ | )—.7 | . - =
| =H Administration
Yiews All Site Content § New ,z Upload =  Actions
Documents E‘ . Mew Document
s Administration T2| Creste s new document in this ibrary. trati
» Ideas & Innovation - ... MNew Folder
T = I-:t«:ir:!ra new folder to this document
] y’,
= Research Literature

If you choose ‘New Folder’, you will be prompted to enter the folder a name before clicking OK.

school of £ducstion » PICTAL > Administ

*ndcatesareq

155 Speifing...

Name * [administrative Files]

The folder will then be added to the document library to be popﬁlated with documents and/or
additional subfolders.

University of Aberdean Sharepoint Sarvice > College of Arts and Social Sciencas » Schoo! of Education > PICTAL > Administration

Administration

New ~ i Upload ~ @ Actions v

LR

Type  bMame h {
3  Administrative Files 17/03/2009 10:18 Bruce, K.d,

If you choose ‘New Document’ you will be presented with a blank Word Document (this is the
standard template although others such as excel or braded documents can be created if
required). You will then be able to write in the document before saving it directly into the

SharePoint folder.

1

University of dberdaan Sharepoint Service » Collage of Arie and Social Sciences » Schoof of Education > PICTAL » Adminictration

Administration
vew: AllDocuments v

{New v Uplad v  Actions v

odified
Admiristrativa Fles 17/03/2009 10:18
Test Document {iew 17/03/2009 10:18 @ Bruce, Kerny D,
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2. Uploading documents.

Users can upload single or multiple documents from an existing drive. To do this, navigate to the
document library and folder within which you wish to upload the document:

e Select the ‘Upload’ drop down menu and choose upload a single or multiple documents.

University of aberdeen Sharepoint Service > College of Arts and

Administration

New ~+ Upload iv ~ Actions ¥

@ Upload Document
o {Ej Upload a document from your
0O Ad computer to this library,

Type  Ha

'Upload Multiple Documents
Upload multiple documents from your
computer to this library.

e Choosing ‘Upload document’ will allow you to browse you document drives to select the file you
wish to upload. Similar to adding an attachment to an email.

Choose fila
‘dS Look ire I;g homes on ‘Samba Server (fs1)' (H:) _V_f 4 ﬁ( v CH’C?‘\”S e e i
eey = Activetados rp— : nistration > Administrative Files > Upload Document
) Activstudio $)Project Management
cy ‘) Colligo Reader 3.1 £7Project Register
CRM £Research Management System
'~“jDocument Managament £5)5afeNet Sentinel
*Downloads Etc £ 5harePointReadingMaterials Mame!
nty “)General Uni Admin £33 Toshiba i E
‘hftp £ visual Studio 2008 -
ies . Uplead Midiple Fles...

Cveryzite existing files

4 ITIL
My D. N
'y Documents 1o My Documents B2 patabase Val.cab
— 23y Music b2l I7 Webisite < Projectinformatior vil [ ok ][ cancel
. 1!:53 )My Pictures Ej DSC00471.0PG
M 1My Received Files 1B _retention_by_programmeyear
My Computer | =" = _bY_prog Year_
T3My Videos !:3_?]IBA_vetention_nextyear_outcome_e
€ ;
D
M}'PN'aelwmk File name: IDIT Website - Project information v1 1kdb.doc v | Open
CES

Files of type: EAI! Files (%) L] M

e Double clicking on the file and selecting OK will upload the document to the required folder.

Daiversity of Aberdeen Sharepont Service > Coilegs »¥ aric and Social Sciences > School of Educaton > PICTAL » Adminisbation > Adminishative Filee
Administration

Naw v Upbad v @ Achons v

vier: All Documents

fleafed i sptpcfed By

ype M

@ DIT \Website - Project nformation w1 1-kdb § ngw 17/03/2009 10:31 Bruce, K.d.

e Choosing ‘Upload Multiple Documents’ will allow you to select a number of documents from a
folder in an existing drive
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Upload Document: Administration

Upload Document
Browse to the doaument you ntend o upiesd,

University of Aberdesn Sharzpeint Sarvica > Coilege of Arts and Sccial Sciances » Schooi of Educaticn > PICTAL > Administration » Admipistrativs Filez »

Cvarants eisting fies

dpicad Document

: # {7 Budget

DMS-Application-Serenget
DMS-Set-Up

= Completed Test Scripte
Curient Issues

Test

i3 testl

Training Materials

G208.2008 0354
200720061308
04-07-2006 16:21
19-02-2007 15:55
20072007 THUZ
18-02-2007 15:55

ppedal ookt 2006 pdft 2 I31Z KB 02082006 1204
4KB

28-07-2006 1244
24-08-2006 10:06
2706 1433
20-12-2007 15:56
13022007 15,55
21-08-2006 09:43

folder.

Highlighting all required documents and clicking OK will upload the documents to the required

sity of Aberdeer Sharapnint Service > Coliege of Arts and Social Sciepcss > Schoaol of Education » PICTAL > Administration > Admir

Administration
Mew ~  Upload ~ Actons v Vizw: All Documents
Type lams =] <4 8y
'{21] DIT Website ~Project informatiors v1 1-4db £ niew 17/03/2009 10:31 Bruce, K.d.
5] Erroriog ! 1w 17/03/2009 10:34 Bruce, K.d.
[ iFsStarting and Stopping  Mew 17/03(2009 10:34 nce, K.d.
@] Intreduction to Sodelogy { NEw 17/03/2009 10:34 Bruce, K.d,
i1 cpenday_boodet_2006 ! new 17/03/2009 10:24 Sruce, K.d.
@) scncoleurtestfriew 17/03/2009 10:34 Bruce, X.d.
@) workflowTest2 ! hew 17/03/2009 10:34 Bruce, X.d,

3. Editing document and folder properties

Once you have created documents and folders in a document library you have the ability to edit the

properties of a document or a folder.
To do this:

available on the item

Admi)nistration

Select the required document or folder and choose ‘Edit Properties’ from the drop down menu

Mew <~  Upload ~  Actions ~

ame

Type

04 i Administrative Files

v

| 17/03/2009 10:18

Test Document § Mew

2 Delete

-3

™

Alert Me

View Properties

- Edit Properties

Connect to Outlook

17/03/2009 10:18
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e You can then choose to change the name of the document or folder as needed.

University of Absrdeen Sharapoint Service > College of Arts and Sacial Sciences » Schoal of Education » PICTA

Administration: Test Document

[ oK H Cancel ]

}( Dzlete Item | ’fﬁ’Spelliﬁg.t, ' *indicates a required field

Name * ]‘re,stDocument number 2! R .docx

! l

Document Name |
¢ Name of Applicant for Promotion or Contribution Award

Created at 17/03/2008 10:18 by Bruce, Kenny D, @ [ oK ] [ Cancel ]
Last modified at 17/03/2009 10: 18 by Bruce, Kenny D, & -

e  Changing the name and selecting ‘OK’ will make the required changes to the item.

Liniversity of Aberde=n Sharepcint Service » College of Arts and Social Sciences » School of Education » PICTAL = Adminisi

Administration

} Mew ~ Upload v  Actions v

Type  Mams - Jodif
™M Administrative Files 17/03/2009 10:18
IUEI_:] Test Document number 2 { HEW 17/03/2009 10:56

ed

4. Deleting documents or folders

Documents can be deleted by selecting the ‘Delete’ option on any folder or document and selecting OK.
You will be given a warning and asked to confirm the action.

Administration

MNew v - Upload ~  Actions ~

~ 1 17/03/2009 10:13
17/03/2009 10:56

Type  Mamz

0 } Administrative Files

o Test Document riumber 2  HEw Yiew Properties
Edit Properties
Connect to Outlock
Alert Me

Windows Internet Explorer

\“? r/ Are you sure you want to send this folder and all its contents to the site Recycle Bin?

OK J[ Cancel ]
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5. Creating new versions of documents and viewing version history

Users with the appropriate permissions can edit the content of documents. Moreover, by checking out
the documents and making comments on the changes made a version history of changes can be kept. To
edit a document:

e Navigate to file you wish to amend and select ‘Check Out’ from the drop down menu against the
document.

=
A 3. Approved by Head of College
Content SENAS Forms wizch have to be acproved by the Head of Callece
;
vcipprovel e Type Medad Hefad By Auadar wovel  Acades
edby Hesd 10/28/2008 10:11AM  IDs, Visitor
Temp
edby Hazd Postoraduste  11/5/2003 11:S7AM Bruca,
Kerny D.
? Wiew Properiizs

+ |2} EcitPropersas

A3 Mansge Permissons

#) Editin Migosoft Office Werd
K Delete

b SendTo

b chedost
&) Version History

(4 viccfons

Alert e

e Then select the OK when asked to confirm. See Below.

Microsoft Infernet Explorer

l)\,
\\:/

You are about to check out:
Name: SENAS FORM.doc
From:  spoint.abdn.ac.uk

¥ Use my local drafts folder

7 Cancel !

‘Check Out’ document

suspicious, or you do not fully trust the source, do not open the file.

e Checked out documents are marked as seen below and will allow other users to view the current
document, but will not allow anyone else to make changes.

University of Aberdesn Sharepoint Service » SEMNAS Approval » 3. Approved by Head of Ccllegs

3. Approved by Head of College

SEMAS Forms which have to be aporoved by the Haad of Coffege
Mew ~ : Upload ~ ! Actions v : Settings ~
Typz  Mame Change Tvpe  Colzge Schodol Course Cads Level Type Hodified E
3 CASS 10/28/2008 10:11 AM 1Ds, Visitor
Temp
SENAS Course - CASS Business CC1234 Postgraduate  11/5/2008 11:58 AM Bruce,
FORM ! rew Amendment School Kenny D.

‘Checked Out’ document

e To open the document for editing click the title of document it will be opened.

e Make any changes to the document as required and then select ‘Check In’ to confirm you are
finished making changes. See below.
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IO AT, REE— T AU I SN e I T L A i 8l == oxp § e Wttt S e gt o s 7 |

1) ) Favores~ [ Go~ | 7 | http:f{spoint.abdn. ac.uk/SENAS{4%/20Approved+20by%20Acat ~ ﬁ

< N
[ESCTE EURERNRT SRS RERP SRR RNRY RN g---s-l-s-_--m--;n---12---13---14-|-1s-|-1sv|-175 48+ 1:19° A | Ghared Workspace v x

University of Aberdeen

PROPOSAL FOR CHANGES TO COURSES OR PROGRAMMES i gt SENAS Approval

LM Open site in browser

CUIDANCE NOTES are availahle on-line by fIlowing the link at the relevant Quastion or at:
Tdip iAwmvabdn aodvregistrvisaadsaad pridance shiml

This fHrm may he used to propose changes to more than one coure orprogramme: in such cases, the rationale forthe
changes and the implications of the changes for other courses/progranumes nust be made clear for each course/programme to

be changed. Status
Some changes i courses will necessitaie a change in Course Code (see the Guidance Notes). __E ’LIJ Document checked out to:
- 1 = 7 Bruce, Kenny D,
i 1. Course/Prc Title(s): Change Title 2 | Ao 4
Checkin...

1 2. Course/P: Code(s): [ Amendments to Form | |

3. Coure/Programme Co-ordindta(s): | ]

i 4 Sponsoring School(s): ) [ ]
i 5. Academic Year fromwhich the proposed change(s) will be effective [z2e Guidance Note]:

6. Give details of the proposed change(s) below and indicate the rationale for the change(s) [see Guidance Mote]:

Amending and ‘Checking In’ a document

e You will be prompted to add any comments on the changes you have been made. These can be
entered in the Version Comments box.

e Select OK to confirm changes and check the document back in.

Check In

Version Comments

Some amendments made to X, Y and Z

[[] Keep the document checked out after checking in this version.

ok || cancel

Version Comments and Confirm

e The revised document is now available for others to view and the changes and any comments
will be logged in the documents version history.

To View the Version History select ‘Version History’ drop-down menu next to the document.

13 |Page



Administration

Mew ~ = Upload ~  Actions ~

("1  Administrative Files

17/03/2009 10:13

@) ] Test Document number 2 { New

~ | 17/03{2009 10:56

| Edit Properties

i Check Qut

View Properties

Editin Microsoft Cffice Word
Delete
Send To »

Yersion History

Workflows

- Alertie

This will allow the viewer to see all versions of the document (By selecting the date). It will also show any
comments made when documents have been checked in and show any changes to the documents

properties.

f

4.0 11/5/2008 12:14PM
3.0 114572003 12:03PM
20 11/5/2008 11:57 AM

Change to Title
Courze Cods CC1334
1.0 11/5/2008 11:53 AM

Canient Typa SENAS

Title SENAS3

Changa Type  Course - Amendment
Coilege CASS

Scheol Business School

Levsl Type Postgreduate

;2 of any changed properbes.

Bruce, Kenny D.
Bruce, ¥enny D,

Bruca, Kenny D,

8Sruce, Kenny D,

University of Aberdeen Sharepoiot Service » SENAS Approwal > 30 Apgroved by Head of Colizge > SEMAS FORM » Yarsion History

Versions saved for SENAS FORM.doc

43KB Some amendmants made to X, Yand Z

Version History View
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Chapter 4: Resources

Resource Lists contain links to web addresses which contain information that is considered of
interest to the SharePoint Site audience. This could relate to external resources or other areas of the
SharePoint system.

Resource Lists can be created within a folder structure in the same way as document libraries and
folders can be cretaed by selecting the ‘New’ then ‘New Folder’ from the drop-down menu using the
same process.

University of Aberdeen Sharepeint Service > Collega of Arts and Secial Sciences » Schoo! of Education » PICTAL » Rescurces

I New b Actions ~

= Hew Item £ URL
=1 add anew item to this fist,
B S - i urces™ list. To aeate a new item, dick Mew™ above.
"~ HNew Falder
I Add anew folder to thislist.

To add a new resource ltem you can:
o Select ‘New Item’ from the ‘New’ drop down menu.
o Enter the details required

URL: This is the web address required to access the site. You can use the (Click here to test)
function to ensure the details have been entered correctly.

Description: This is how the link will be displayed, rather than a potentially meaningless URL

Notes: Any details that might be of interest to the audience can be added here.

development » Demo » Resourcas > New Item

Resources: New Item

[ OK ] [ Cancel

@]
€3

"? oelling... *indicates a required fleid

URL * Tyoe the Web address: {(Click here to test)

Notes This is the univerisity home page which might be of interest to
some.

| OK][ ”Cancel ]

o  Clicking OK will add the link to the site.
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Resources

New ~  Actions v Settings ~

URL

Proposal Doc

‘Welcome to Google Notes
Aberdeen Lini Site Note
1 i2 Uniwebsite View this
| 2 Link to Policy Please review of interest,

| _j J University of Aberdeen HomePage | This is the univerisity home page which might be of interest to some.
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Chapter 5: News Items

News Items can be used to highlight items of interest to the SharePoint Site Audience. This could
relate to evnts or updates and can also contain attachements.

News Items can be by selecting the ‘New’ then ‘New Item’ from the drop-down menu in the News
List. :

development » Demo = Mews
News

§ New ' Actions ~ Settings ~

et New Ttem
= add a new item to this list,

To add a new resurce Item you can:
o Select ‘New Item’ from the ‘New’ drop down menu.
» Enter the details required

Title: This is the title of the News ltem

Body: The details of the News leem you wish to publish.

Expires: You can seklect an expiry date from the calendar which will remove the News Item
when it is considered to be out of date.

Attach File: You can attach a file you already have available to be part of the new item in the
same way you would attach a document to an email.

EESTENRY

s b » it tram
News: New Item

i § ek R 1 Psperg, *irceatas arsc.ied fels

Tate {Kew News lrem

Eady

= Coral

vie: Al Rems

VDI 120
7NY0s 1822
130272003 1355
OB 45
1102209 1105
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Chapter 6: Calendar

The Site Calendar can be used to highlight dates of interest to the SharePoint Site Audience.

New Calendar dates can be by selecting the ‘New’ then ‘New Item’ from the drop-down menu in the
Calendar List

development = Demo > Calendar

Calendar

Mew 3'; Actions * Settings ~

D ”New Itemi
= Add anew item to this list.

- '

To add a new calendar item you can:
o Select ‘New Item’ from the ‘New’ drop down menu.
o Enter the details required
The Title, Location, Time and Description of the meeting.
You can select whetehr the meeting is an all day event or a recurring meeting.

Workspace: You can slect to set up a seprate web space where the results of the meetingcan be
added.

Attach File: You can attach a file you already have available to be part of the new appointment
in the same way you would attach a document to an email.

Calendar: New Item

§ atach rle | Fspeling.. = ndcates 3 cacured fiels |
Title *
Location
Start Time *
End Time *

Description

All Day Event [IMake this an all-day activity that deesn't start or end at a spacific
hour,

Recurrence [IMake this a repeating event.
Workspace [use a Meeting Workspace to organize attandees, agendas,

documents, minutes, and ather details for this event.

o Clicking OK will add the Appointment to the calendar.
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Chapter 7: Tasks

Tasks can be used to set actions and owners of actions to help the monitoring of required activities.

New tasks can be added by ‘New’ then ‘New Item’ from the drop-down menu in the Task List

w

development » Demo » Task

Tasks

New 5 v Actions ~ Settings ~

—— " HNew Item ; . Assigned To Siabus Pricrity Doz Data
= add a new item to this list,

& Bruce, Kenny D. Completed (2) Normal 12/02/2009

Then by enetring the required details:
The Title and Description of the task.
The Priority, Status and % Complete for the task can be added and edited as required.

Assigned to: Users can select any user to assign the task to by location then using a name search
or enetering the user id. You are advised that thiose the task is assigned to will be notified by
email

Attach File: You can attach a file you already have available to be part of the new appointment
in the same way you would attach a document to an email.

davelspment > Demo > Tashs » New Item

Tasks: New Item

7 The content of this itam will be sent as an e-mail message to the person or group assianed to the item.

[ oK ] [ Cancel

0 Attach File | “Fspelling...

* indicates a required fie

Title * |
Priority (2) Normal v}
Status "Nt Started Vi

% Complete

Assigned To

Description

Start Date

Due Date

o ) o)

o Clicking OK will add the task to the list and notify the assigned task memebrs by email
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Editing a task:

Users with tasks assinged to them can edit the status of a task at any time by slecting ‘Edit Item’

from the drop down menu next to the task.

! test task
Please approve TEST View Item
A change has been requg (7 Editltem

Manage Permissions
Delete Item
Version History

- AlertMe

The task properties can then be updated.

- | & Bruce, Kenny D.
@) Bruce, Kenny D,

@ Bruce, Kenny D.

7 The content of this item will be sent as an e-mail message to the person or group assigned to the item.

sttach File | K Czlets Item

f};Spelling..,

Mot Started {2) Mormal

Completed {2) Normal 26/02/2009

In Progress {2) Normal 26/02/2009
OK ] [ Cancel ]

* indir:at;s Varrequired field

I

1

%test task
Priority | (2) Normal
Status | Not Started

% Complete
Assigned To

Description

Start Date 125/02/2009

Due Date

i

Yersion: 1.0
Created &t 25/02/2003 12:17 by Bruce, K.d,
Last modified at 25,02/2009 13: 17 by Bruce, K.d.

The updated task is then made available on the task list.

oK

]r Cancel V ]

Tasks

Mew v Actions v | Settings v

g Tz Statun Pranly Duz Date )
Develop Proposal for SharePeint Site Template Completed (2) Normal 12/02/2009 100%
Do Demo Demo Completed {2) Normal 19/02/2009 100%
Test Demo a5k added freom outiook Mot Started (2) Normal 50%

[ test task Completed (2) Normal 100%
Please spprove TEST Completed {2) Mormal 26/02/2009 100% TEST  Change Requested of Bruce, k
A change has bean requestad on TEST InProgress (2) Normal 26/02/2009 50% TEST
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Chapter 8: Discussion Boards

Discussion Boards can be used create discussion threats on any particluar topic of interest to the
SharePoint Site audience or members.

New Discussions can be added by ‘New’ then ‘Discussion’ from the drop-down menu in the
Discussions List

development = Demo > Discussion Board

Discussion Board

lew : '§ Actions ~ Settings ~

: Discossion
s~  Create a new discussion topic,

Lewis, Mark

New Discussion Bruce, K.d.

Then by enetring the required details to kick of the discussion:
Subject: the matter to be discussed.
Body: The details of the discussion or an opening remark to get the discussion started.

Attach File: You can attach a file you already have available to be part of the new appointment
in the same way you would attach a document to an email.

development > Demo > Discussion Board > New Item

Discussion Board: New Item

e e e i 4
i

! {] Attach File | "g’épelling.; - . - *indicatésarequired ﬁeidi

Subject *

Body

{ OK H Cancel ]

Enetring the details and selecting ‘OK’ will added the new discussion to the list
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Viewing and replying to a discussion:

Discussions can be opened and viewed by slecting the relevant discussion from the discussion list.
The thread can then be read in chronological order by default.

development > Demo > Dis

sssion Board

Discussion Board

Actions ~ Settings ~

Share Point collaborative environments v Lewis, Mark 6 06/03/2009 10:53

12/02/2009 14:51

New Discussion

Bruce, K.d. 4]

development » Deme > Diccussion Board > Share Point celiaborative anvirsnments

Discussion Board

{DE{200¢ 15:20

View Properties | g Reply

Shars Peint is obvicusly a powerful tool for coilaborative groups to use, the question is how and what. So Ideas ars welcome.

¢ a bit fike a blegg site and for discussicn bstween znyene whe has acce

55, 50 maykbe its for 3 Managment t=2m to use rather than pushing

wing managers for their consideration.

thanks sark

Ideas welcome.,

sted: 12/02/2662 1453

View Properties | /g Reply |

Paui didn't have an alsrt set up for this discuszion beard! He's on the case now!

¥ Show Qucted Messeges

Bruce, K.d.

Replies can be made to the discussion by slecting the ‘Reply’ icon against any post. You can then add
your comments to the discussion and submit them by selcting ‘OK’ when finished.

development = Damo » Discussion Board > Share Point coliaborative environments » Mew Item

Discussion Board: New Item

[ oK ][ Cancel ]

] Attach File | %5 Sp=lling...

Body Lodpid @ e B EE
AAlB I U EEE IS A B m

Addition to the post!| ~

From: Bruce, K.d.
Posted: 12 February 2009 14:53
Subject: Share Point collaborative environments

Paul didn't have an alert set up for this discussion board! He's
on the case now!

From: Lewis, Mark
Posted: 11 February 2009 15:20
Subject: Share Point collaborative environments
v

QK ][ Cancel ]
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You post will then be added to the bottom of the thread for others to view and reply to.

| Posted: 17/03/2003 13:54

View Properties | . Reply |
iHon to tha post’?

¥ Show Quoted Messages

EBruce, Xanny D, #
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fact sheet

Notes for SharePoint Site Owners
Created 30 November 2011

Introduction
Now you are a SharePoint Site Owner you are responsible for:

creating and maintaining user permissions

creating new spaces within the SharePoint site e.g. sub-sites

ensuring accuracy and up-to-date information on the site

performing the role of site owner for all sub-sites created by you, or delegation of this
responsibility

e dealing with queries from users regarding your site (if you are unable to answer a query
regarding your site please log a call with the Service Desk, servicedesk@abdn.ac.uk,
273636)

NOTE: as the Site Owner you are responsible for the content on the site and who has
permission to access to it, please be aware of this when considering the type of content
you wish to store on SharePoint, if it is highly confidential, we would recommend storing
this on a shared drive where the permissions are managed centrally.

Within SharePoint, a standard template called “Team Site” is available for all projects (staff
requiring a variation of this should request this via the Service Desk)

A Standard Team Site Includes the following:

Document Libraries for Storing Documents
Task Lists

Resources List

Announcements

Calendar

Discussion Forum

This fact sheet aims to describe the most basic functions a Site Owner will need to perform in
the most common features:

Site Users & Permissions
Site Structure & Functionality
Site Navigation

Look & Feel

Site Management Tools
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Site Users & Permissions

Access to a SharePoint site is managed via the process of you, the site owner, granting
permissions either to individual users, to groups of users, or by the site inheriting permissions
from a parent SharePoint site:

Inheriting permissions: this is the default SharePoint position (e.g. CASS site has a
sub-site called Research — Research would inherit permissions from the CASS parent
site unless over-written by you, the site owner

User Groups: User groups can either by manually created by you, the site owner, or
automatically generated from the HR database. Automated lists are called ILM (ldentity
Lifecycle Management) lists. Please note, ILM lists can only be based on certain
attributes within the HR database. It is recommended that, wherever possible,
permissions are handled by ILM groups, enabling permissions management to be
automated. New |ILM groups can be requested via the Service Desk.

Individual Users: users can be added by selecting them from a list that links to the
University’s IT user list in Active Directory. This ensures that users are recognised in
SharePoint and can pick up information from other Microsoft Systems (e.g. presence
information from Outlook).

There are also three default permission groups already set up for each new site (Owners,
Members, and Visitors), and it is recommended that where possible, these are utilised as they
will simplify your site management:

e Owners: have full control over site functionality, structure, and content and
should be restricted to a small number of individuals

e Members: can contribute to the site (add, amend, delete documents) but do not
have any control over site functionality or structure

e Visitors: can access all site content but have read only access

Before setting up your site, you should therefore consider who (which groups and/or individuals)
will be accessing your site and what level of access you would like to give them. Completing a
diagram, as per below, will help you with this task:
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Owners (FulliControl)

The overall site Owner

Another person in your
area who could act as
your deputy/take
responsibility for this site
in your absence

Any other member of staff
you wish to give full
control of the site to)

DIT Staff who will support
your site

. Members (Contribute Access)

Visitors (Read Only)

Any of the following
depending on scope of
project/nature of the site:

e All University staff
managed via the
automated ilm list
“UOA\iIm_staff”.

e All staff in your College
managed via an ilm list

e All staff in your School
managed via an ilm list

‘e All core staff in your

School managed via an
ilm list

e All honorary staff in your
school managed via an
ilm list

o All temp staff in your
School managed via an
ilm list

e Existing SharePoint
Groups (see People and
Groups)

e A group or groups you
create to help manage
access to your site

e Individual members of
staff

e Stakeholders external to
UoA via Guest Accounts

Any of the following
depending on scope of
project/nature of the site:

o All University staff
managed via an ilm list

e All staff in your College
managed via an ilm list

e All staff in your School
managed via an ilm list

e All core staff in your
School managed via an
ilm list

e All honorary staff in your
school managed via an
ilm list

e All temp staff in your
School managed via an
ilm list

e Existing SharePoint
Groups (see People and
Groups)

e Group or Groups you
create to help manage
access to your site

e Individual members of
staff

e Stakeholders external to
UoA via a Guest Account

Applying Permissions:

Please note that, as well as applying permissions at site level, permissions can also be
managed at sub-site, folder, and document level. However, it is recommended that, wherever
possible, permissions are handled at the site level to limit their complexity and minimize
permission issues.
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Adding Individuals or groups to “Members” (contribute access) or “Visitors” (read only)

permission groups to your site (e.g from an ILM group)

5.
Setting new permissions for owners, members, or visitors

s

; School Sites

From the Quick Launch bar, click on People and Groups

| View AllSite Content
College Calendar
User Guide

College Commiittee
Documents

= Comittee 1papers

Discussions

= College discussion

People and Groups I
i Recycle Bin

Click on the New button toward the top of the screen, and choose Add Users

New Group
Create a new SharePaint oroup.

Click on the Browse button

Users,/Groups:

Enter name, group or ILM into t
Find box and click on the Sear:
button. Choose the individual,
group or ILM group from the
returned list and select Add

Under Give Permissions select the appropriate permission group — by default this will be

set to Members [Contribute]

By default an email will be sent to the added users. If you do not wish to send an email,

untick the box.

Click on OK

From the Quick Launch bar, click on People and Groups
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View Af Site Centent
College Calendar
User Guide

College Commiittee
Documents

= Committee 1 papers
Discussions

= College discussion
School Sites
People and Groups I
% Recycle Bin ]

2. Click on Site Permissions on the left

Groups

‘n DC_sPitMembers
= DC_s Pit Owners

e DC_s Pit Visitors

= More...

All People

Site Permissions

3. The next screen lists the default permission levels for each group

e Members: contribute
e Owners: full control
e Visitors: read

4. Click on the name of any one group to see (or edit) the permissions
5. Check and uncheck the permissions on the right, and then click on OK

NOTE: Make sure to leave Visitors as Read Only

Set individual user permissions

1. To set permissions for an individual that is different from the group he or she belongs to
(e.g. members), start by clicking on People and Groups in the Quick Launch bar

2. Click on Site Permissions on the left
3. From the New button, click on Add Users

Click on the Browse and enter the last name into the Find box and click on the Search
button. Choose the person from the returned list of names and select Add button

Under Give Permission select the second option: Give users permission directly
Choose which level of permission you wish the

user(s) to have and select whether or not to
Notes for SharePoint Site Owners gend a new welcome message, click OK



Site Structure & Functionality

Creating sub-sites

By default, a new sub-site uses the URL of its parent site as the first part of its URL. A sub-site
can inherit the permissions and navigation of the existing site, but you can also specify unique
permissions and navigation if you wish. For example, a new sub-site uses the existing top link
bar and home page by default, but you can specify that it uses its own top link bar and home

page.

Before creating a site, make sure that you are at the location on your site where you want to
create a new sub-site.

1. Click BIELEOIESH  and then click Create.

2. Under Web Pages, click Sites and Workspaces.

3. Inthe Title and Description section, type a title for your site. The title is a required field.

Titles The title appears at the top of the
e /Web page and appears in
| navigational elements that help
Description: - users to find and open the site.

“\Type a description of the purpose
N of your site in the Description box.

The description is optional.

4. Inthe Web Site Address section, type a URL for your site. The first part is provided for
you.
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LRL name:
https: ffap.abdn. ac.ukfsandpit/depit/

To avoid potential problems with updating or modifying the site, do not enter any of the
following special characters as part of the Web address.

Special characters to avoid

/ \ : :
" < > |
\t { ) %

5. In the Template Selection section, click the tab that you want, and then select the site
template that you want. (n.b. the Team Site option has been setup to give you a default
starting position:

Select g template:
§Co|]aboraﬁon . Meetings  Enterprise ~ Application Templates
Publishing * Custom

Tecm e 5 ! : =3
Blank Site

Document Workspace

Wiki Site

Blog

6. Inthe Permissions section, select whether you want to provide access to the same
users who have access to this parent site or to a unique set of users.

If you click Use Unique Permission
you can set up permissions later afte
you finish entering information on the
current page.

Liser Permissions:
(@ Use same permissions as parent site

£y Use unique permissions

7. In the Navigation Inheritance section, specify whether you want the site to inherit its
top link bar from the parent site or to have its own set of links on the top link bar.
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