Windows SharePoint

Services 3.0:
Basic SharePoint

Student Manual

May, 2010



Windows SharePoint Services 3.0: SharePoint
for Users

President & Chief Executive Officer: Michael Springer
Vice President, Product Development: Charles G. Blum
Vice President, Product Development: Adam A. Wilcox
Vice President, Operations: Josh Pincus
Director of Publishing Systems Development: Dan Quackenbush
Series Designer: Adam A. Wilcox

COPYRIGHT © 2008 Axzo Press. All rights reserved.

No part of this work may be reproduced, transcribed, or used in any form or by any means—graphic, electronic, or
mechanical, including photocopying, recording, taping, Web distribution, or information storage and retrieval
systems—without the prior written permission of the publisher.

For more information, go to www.axzopress.com.

Trademarks

ILT Series is a trademark of Axzo Press.

Some of the product names and company names used in this book have been used for identification purposes only and
may be trademarks or registered trademarks of their respective manufacturers and sellers.

Disclaimer

We reserve the right to revise this publication and make changes from time to time in its content without notice.



Contents
SharePoint for Users

SharePoint for Users i
Introduction i
Topic A: About the MANUAL..........cocviiiiiiiei e iii
Topic B: Setting your eXpectations ............occueiverieiiiieniieiieeieesee e iv
The SharePoint site — Review 1-1
Topic A: SharePoint Component REVIEW ............ccveiieriiiiieiienieeiee s 1-2
Topic B: Component modifiCations ...........cccoiveriieiiiiiieiiesie e 1-7
Unit summary: The SharePoint Site — REVIEW..........ccceeviiiiiiiieiic e 1-15
Team Web Part Pages components 2-1
Topic A: WEeD Part Pages.........ooviiiieiiiiiieiie e 2-2
Unit summary: Team Web Part Pages components...........cccceevveeiiieeesveeenne, 2-11
Libraries 3-1
Topic A: Document HBrarieS.........oouveiiiee i 3-2
Topic B: Wiki Page lIDraries.........cccovveveeiiii e 3-10
List management 4-1
TOPIC Al TASKS lISES ..vviiiiieiiiee st 4-2
Topic B: Issue Tracking lists ........cccovviiiieiiiiiiie e 4-9
Topic C: Content APProval.........ccccccvieiiiiiiie e 4-14
Unit summary: LiSt Management..........cccveiiieeiiieeeiiee e 4-19
Discussions and surveys 5-1
Topic A: DISCUSSION DOAIAS ........eeeiiiieiiiee e 5-2
TOPIC B: SUINVEYS ..ttt ettt et e et e e s e e areeeees 5-12
Unit summary: DiSCUuSSIONS and SUMVEYS......c..eeivreeiieeiireeitieeesieeesireeesnee e 5-25
Course summary S-1
Glossary G-1

Index -1



ii Windows SharePoint Services 3.0: SharePoint for Users

Introduction

After reading this introduction, you will know
how to:

A Use ILT Series manuals in general.

B Use course objectives to properly set your
expectations for the course.



Topic A:

Introduction 0-

About the manual

ILT Series philosophy

We believe strongly in the instructor-led class. During class, focus on your instructor.
Our manuals are designed and written to facilitate your interaction with your instructor,
and not to call attention to manuals themselves.

We believe in the basic approach of setting expectations, delivering instruction, and
providing summary and review afterwards. For this reason, lessons begin with

objectives and end with summaries. We also provide overall course objectives and a
course summary to provide both an introduction to and closure on the entire course.

Manual components

The manuals contain these major components:
e Table of contents
e Introduction
e Units
e Appendices (optional)
e Course summary
e Quick reference (optional)
e Glossary (optional)
e Index
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Topic B:

Setting your expectations

Properly setting your expectations is essential to your success. This topic will help you
do that by providing a list of the objectives for the course.

Course objectives

These overall course objectives will give you an idea about what to expect from the
course. It is also possible that they will help you see that this course is not the right one
for you. If you think you either lack the prerequisite knowledge or already know most of
the subject matter to be covered, you should let your instructor know that you think you
are misplaced in the class.

After completing this course, you will know how to:

Identify components of the Windows SharePoint Services environment and the
default team Web site.

Use Web Part Pages

Use the default components of a Windows SharePoint Services team Web site.
Create and manage Wiki Page libraries.

Create and manage discussion boards and surveys.
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Unit 1
The SharePoint site — Review

Complete this unit and you’ll know how to:

A Review components of a Windows
SharePoint Services 3.0 Team Web site.

B Modify Team Web site components.
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Topic A:

Explanation

SharePoint Component Review

You can use Windows SharePoint Services to organize, manage, and share information.
SharePoint stores information at a central location within a database. This information
can be accessed by multiple users, regardless of their geographical location. You can
access this information by using either a Web browser or desktop applications, such as
Microsoft Office.

To view the information from a Web browser, you connect to a SharePoint Web site.
There are various templates you can use to create a SharePoint Web site. The default
template is the Team site. On a SharePoint Team site, some of the basic tasks you can
perform include:

e Posting documents that you want to share with other users.
e Controlling the versions of the documents you create.
e Conducting discussions.

e Creating events and announcements to let other users know about team
activities.

e Creating libraries to store documents, images, and forms.
e Creating tasks and assigning them to team members.

The Team Web site

The default Team Web site has a similar layout and contains many of the same
components as the Central Administration Web site.

Quick Launch bar Announcements Search bar
| Top link bar | Calendar |
l
e S Emn‘?l_SiteActions
s Hrn menu
ctve srevuacements. To a8 3 em annesncanee, e "Add e anrfncement below f 'I;,- o
Windows | Site image
. SharePoint Services.
fy o et ks o o o ada | Links

Exhibit 1-1: The Home page of a Team Web site

The Quick Launch bar contains links to other components of the Team Web site. You
can use the links to navigate quickly to other pages of the Web site.

The Top link bar is customizable and can contain hyperlinked tabs to allow you to
navigate between parent and child sites in your site collection—the site hierarchy. By
default, child sites are listed on the top link bar of the parent site, and child sites inherit
the top link bar of the parent site.

The Announcements section is where you can post messages on the home page of your
Team Web site.

The Calendar section is a customizable list of upcoming meetings and events.
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The Links section is empty by default but is customizable, allowing you to add URL links to
resources both outside and within your organization.
The Site Actions menu gives you quick access to creation, editing, and other management tasks.
The Search bar allows you to search within a site, or if allowed, across multiple sites.

How to Begin To request a SharePoint site, go to this web page for contacting the Business Solutions group:
http://www.hcintranet.net/wss/

™ - ul&l:-."..i, i i:
B, | Harris County = 1|
- SharePoint Services WSS 3.0 | : o
N . % -

|
by

Home

Features - .
Geml:)q Started ]/ WlndOWS X \\.\\; 30
Policy y SharePoint Services WY s

ITC ANNOUNCES NEW TOOLS TO COLLABORATE WITHIN
HARRIS COUNTY DEPARTMENTS

Now a versatile, powerful tool is available for your use. Leamn to develop shared
sites to increase productivity and communication in your projects. Exchange
large documents, manage meetings, calendars, events, data, and more.

oA
To begin using SharePoint Services for your department or team please contact
Ed Pereira, The ITC Business Solutions Manager. Ed will match your request with ﬁ
the appropriate Business Analyst. The Business Analyst will contact you directly B 3
to help you organize, plan and implement SharePoint Services.

See Gatting Started for more information @A
,,

The site will provide you with information about SharePoint features, how to begin the process of
implementing your site, and policies that apply. Ed Pereira is the contact for SharePoint. He will
assign a Business Analyst to help you structure your SharePoint site.

For the Sharepoint policy, go to Usage Policy>
http://www.hctx.net/CmpDocuments/33/SharePoint/SharePoint%20Policies%20v1.0.pdf
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The Quick Launch bar

The Quick Launch bar, as shown in Exhibit 1-2, contains links to Team Web site
components, such as document libraries, lists, discussion groups, subsites, people and
groups, and the Recycle Bin.

Wiew All Site Content
Documents

» Shated Documents

Lists
= Calendar
= Tasks

Discussions

= Team Discussion

= Discussion on Market
Fesearch

Sites
= Internet Sales

= Mational Sales
People and Groups

=] Recycle Bin

Exhibit 1-2: The Quick Launch bar

The following table describes the default links of a Team Web site’s Quick Launch bar.

Link Description

Documents Displays a page that lists the shared documents on the Team Web site. You can
use the links on this page to upload files to the site.

Lists Displays lists where you can store various types of information, such as
announcements, calendar items, links, and tasks.

Discussions Displays the list of message boards on the Web site. The team members in an
organization can use message boards to discuss various topics.

Sites Displays a list of subsites and workspaces that have been created as part of the

People and Groups

Recycle Bin

site. If you have appropriate rights, you can use the Create link on this page to
create a subsite or workspace.

Displays the groups and users who are members of this Web site. If you have
appropriate rights, you can use these pages to manage the permissions assigned
to groups and users.

Similar to the Windows Recycle Bin, you can use this page to restore or
permanently delete items that have been removed from the site. Items older
than 30 days are automatically permanently deleted from the Recycle Bin.
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The SharePoint Services hierarchy

A SharePoint team site can have one or more subsites. These subsites can be organized
further into subsites. A site that doesn’t have a parent site is called a top-level site. The
structure of a top-level site and its subsites is called a site collection. This structure is
similar to the file and folder structure in Windows. Maintaining a hierarchical structure
helps you organize information.

For example, the company, Outlander Spices, has a top-level Web site. The site has
subsites for the divisions, such as Sales, Support, and Acquisition. Each of these sites is
further organized into sites for the subdivisions, such as National Sales, Internet Sales,
Technical Support, Spices, and Food. The hierarchy of sites and subsites is the site
collection for Outlander Spices. This site collection example is shown in Exhibit 1-3.

Outlander Spices

Sales Support Acquisition

National Sales Internet Sales Technical Support Spices Food

Exhibit 1-3: Example of a site collection
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Contact List

Explanation You can create a Contacts list to store personal information, such as addresses and
phone numbers, of people with whom your team works—for example, customers,
vendors, and external partners. You can use it as a one-point reference to communicate
with them. As with the Issues list, Windows SharePoint Services doesn’t create an
empty Contacts list by default. You need to create the list and then add items to it. To
create a Contacts list:

1
2

Click Site Actions and choose Create.

Under Communications, click Contacts. This action opens the dialog box. In the
Name box, enter a name for your Contacts list.

If desired, in the Description box, enter a description of the list.
Specify whether or not the list should appear on the Quick Launch bar.
Click Create.

Explanation You can export SharePoint Contacts list items into your Outlook Contacts list.

1

Click the down-arrow next to the Contacts list item that you want to export to
Outlook.

Choose Export Contact.

Click Open. This action opens Outlook with the Contact information
automatically filled in from SharePoint.

In Outlook, click Save & Close.
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Explanation
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Component modifications

A Team Web site is made up of components called Web parts. You can use Web parts
to add images, documents, and lists to the site. By default, there are four Web parts on
the Team Web home page: Announcements, Calendar, site image, and Links. You can
add additional Web parts to the home page, such as Tasks and Surveys.

Modifying the default Team Web site

The default team Web site has a title and a description, a Top link bar, a Quick Launch
bar, tree view, and site theme applied. You can customize all of these items by using the
Look and Feel category on the Site Settings page, shown in Exhibit 1-4.

Site Settings

Site Information

Site URL: http: ffoutlander/salesandmarketingC)
Mabile Site URL: http: ffoutlander/salesandrarketingof
Wersion: 12.0.0.4518
Users and Permissions Look and Feel
8 People and groups 8 Title, description, and icon
a Advanced permissions a Tree view
@ Sjte theme
a Top link bar

8 Quick Launch

8 Reset ko site definition

Exhibit 1-4: The Site Settings page of a Team Web site

You can use the “Reset to site definition” link to remove all customizations from a
single page or from all pages in the site.

Site title, description, and icon

When you create a Team Web site, you must enter a title for the site. There’s also a
space for an optional description. You can edit the title, and add or edit a description by
using the “Title, description, and icon” link. This feature also lets you change the icon
that appears next to the site title on your page. By default, it’s a graphic of a hammer
and wrench crossed like an X.
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Do it!

B-1:
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Here’s how

Modifying the site description and icon

Here’s why

1

10

11

12

13

14

15

16

Click on the Sales and Marketing tab
on the Top Link bar. Under Pictures
on the Quick Launch bar; click the
icon photo

Under Preview, click the photo again

In the Address box, select the address
of the photo

Press (GiL) +

Click the back arrow

On the Top link bar, click Sales ##,
where ## is your assigned student
number

On the Top link bar, click Site
Actions and choose Site Settings

Under Look and Feel, click Title,
description, and icon

In the description box, type This
Team Web site contains
information pertaining to the Sales
department of Outlander Spices
division ##.

In the Logo URL and Description
section, in the URL Place your cursor

in the field, and press +
Click

Close the Internet Explorer window
containing the graphic

In the Enter a description box, type
Outlander Spices Logo

In the URL name box, type sm##

Click OK

On the Top link bar, click Sales
##

A red pepper graphic is saved in a shared
directory on the class server.

To copy the URL for the photo to the Windows
clipboard

This Team Web site was created during class
setup for you to work with.

From this page, you can edit the title of your
Team Web site, add a description, change the
site icon, and edit the URL for your site.

Use your assigned student number for ##.

To paste the URL for the photo in the Address
box.

The URL is tested and the logo successfully
opens in an Internet Explorer window.

Use your assigned student number for ##.

Users find short URLSs easier to remember and
use than longer ones.

To return to your Team Web site’s home page
and view the changes.

The new URL displays in the address box of
Internet Explorer. The red pepper icon displays
next to the site title instead of the default
hammer and wrench graphic. The description
you entered is shown at the top of the content
area.
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Do it!

Tree view
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When you enable tree view on your Team Web site, a Site Structure section is added to
the Quick Launch bar, as shown in Exhibit 1-5. Users can use these links to navigate
quickly to other content on the Web site or its subsites.

Site Hierarchy
=4 Internet Sales

4] Calendar
= Links
] Tasks

H §H national Sales

%] announcements
78] Calendar

=] Links

] Tasks

[ Budget
[ Objectives
[ Timetables

A g Team Discussion

=3] Shared Documents

E_'] Announcements

@] Team Discussion

23] shared Documents

=l g Discussion on Market R

[ Twpes of Market Re

B-2: Enabling tree view

Here’s how

Exhibit 1-5: Tree view with some items expanded

Here’s why

1 Access the Site Settings page of
your Sales ## Team Web site

2 Under Look and Feel, click Tree

view

3 Check Enable Tree View

4 Click OK

(From the Top link bar, click Site Actions and
choose Site Settings.)

Enable Tree Yiew
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Explanation

Do it!

5 Return to your Sales ## home (Click Sales ##.)

page Site Hierarchy

23] Shared Documents
£ | Announcements
8] Calendar

= | Links

2] Tasks

| Team Discussion

The graphical Site Hierarchy is added to your
Quick Launch bar.

Top link bar

When you create a Web site, you choose whether or not it inherits the Top link bar of its
parent site. The default setting is for sites to inherit the Top link bar of their parent site.
You can disable this setting at any time by using the “Top link bar” link in Site Settings.

If the Team Web site isn’t inheriting its Top link bar from its parent site, you can
customize it with links to site content on any other internal or external URL, making it
easier for users to access frequently used resources. Using the Top link bar, users can
navigate from any page of the Team Web site to these links.

B-3: Customizing the Top link bar

Here’s how Here’s why
1 Go to the Site Settings page
2 Under Look and Feel, click Top This Web site is inheriting its top link bar from
link bar its parent site—Central Administration.
3 Click Stop Inheriting Links S Stop Inheriting Links
Your Sales ## Team Web site now has a single
link on its Top link bar. This link takes you to
the home page of the Sales ## Team Web site.
4 Click Snew Link You’ll create a Top link to the Team calendar
page.
5 In the “Type the Web address” box, type
http://hcsharepointtl1:34763 /sm## /lists/calendar
6 In the “Type the description” box,
type Team Calendar
7 Click OK A new link is added to the Top link bar. It reads
“Team Calendar.”
8 On the Top link bar, click Team To navigate quickly to the Calendar page of the

Calendar Team Web site.

10
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9 Return to the Site Settings page
Click Top link bar

10 Add a new link to http:/ /support.microsoft.com
Use Microsoft Support for the description

This is the URL to Microsoft’s Help and
Support Center.

11 Test the link (Click Microsoft Support in the Top link bar.)
This takes you away from your Team Web site
and to Microsoft’s site.
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12

13

14

15

16

Click [ ., -

Click =P Change COrder

Change the Team Calendar link
order to 3

Click OK

Next to Microsoft Support, click

Click Delete

Click OK

To return to the Sales ## Web site.

Sales and Marketing 01

Home Microsoft Support  Team Calendar

The Microsoft Support link displays before the
Team Calendar link on the Top link bar.

To open the Edit Link page.

To remove this link from the Top link bar.

12
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Do it!

Quick Launch bar

The SharePoint site — Review

1

By default, the Quick launch bar on a Team Web site contains links to the following
Web site components: Documents, Lists, Discussions, Sites, People and Groups, and
Recycle Bin. Using the Quick Launch link under Look and Feel in Site Settings, you
can add or remove links from the Quick Launch bar, create a new heading, and change
the order in which the links appear on the Quick Launch bar.

B-4: Modifying the Quick Launch bar

Here’s how

Here’s why

13

1 Go to the Site Settings page

2 Under Look and Feel, click
Quick Launch

3 Click Change Order

4 Next to Discussions, change the
number to 1

5 Next to Tasks, change the number
tol

6 Click OK

7 Return to your home page

8 Observe the Quick Launch bar

9 Go to the Site Settings page

Click Quick Launch

You can use this page to change the links and
headings that are displayed on the Quick Launch

bar.

To place Discussions first in the list on the

Quick Launch bar.

To put Tasks before Calendar in the list under

Lists.

(Click Home on the Top link bar or click Sales

## above the Quick Launch page title.)

Wiew All Sike Conkent
Discussions

= Team Discussion

Docunients

® Shared Documents

Lists
= Tasks

® Calendar

Sites
People and Groups

Site Hierarchy

"Discussions" is displayed first on the bar, and
Tasks is displayed before Calendar under Lists.
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10

11

12

13

14

Next to People and Groups, click

In the “Type the description” box,
type Team Members

Click OK

Return to your home page

Choose Tools, Internet
Options...

Click Use Current

Click OK

Close Internet Explorer

Sites
Team Members

Site Hierarchy

The People and Groups link now reads Team
Members.

You’ll be setting your Sales Team site’s home
page as your Internet Explorer home page to
make navigating to this page easier.

You can now click the Internet Explorer Home
button to get to your Sales ## site.

14
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Unit summary: The SharePoint site - Review

Topic A

Topic B

In this topic, you learned how to navigate within the Windows SharePoint Services 3.0

environment and the Windows SharePoint Services 3.0 hierarchy.

In this topic, you learned how to modify the default information on a Windows

SharePoint Services 3.0 Team Web site.

Review questions

1 In the following graphic, identify the components of the Windows SharePoint Team
Web site.

}‘Vsé Sales and Marketing This Site |V

Home  Operations  Application Sales and ing Sales and Marketing 01 Sales and Marketing 02 Sales and Marketing 03 Sales and Marketing 04 Sales and Marketing 00 Site Acti
Views All Site Content Central Administration = Sales and Marketing

Documents -

= Shared Documerts I

There are currently no active To add 2 new dlick "add rw " below. l "l

Lists @ Add new announcement —

= Calendar Windows

O lees Calendar - SharePoint Services

Discussions There are currently no upcoming evenks, To add 2 new event, dick "Add new event” beiow.

= Team Discussion @ Add new event Links hd
= Discussion on Market There are currently no Favorite links to display. To add a

Research v link, dlick "Add new link” below.

Fr5 @ add new link

® Internet Sales

= Mational Sales

People and Groups

&] Recycle Bin

2 What are some of the basic tasks you can use a Windows SharePoint Team
Web site to do?
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3True or False? By default, child sites are listed on the top link bar of the parent site.

4 True or False? By default, child sites inherit the top link bar of the parent site.

5 Which menu do you use to complete page creation, editing, and management tasks?

6 True or False? Once deleted, a Windows SharePoint Services item can’t be restored

7 The structure of a top-level site and its subsites is called what?

Independent practice activity

In this activity, you’ll be practicing the skills necessary to navigate with a SharePoint
services 3.0 Team Web site, as well as identifying the components of a Team Web site.

1 Access the Administration Team Web site at http://outlander/administration.

2 How can you determine if this Web site has any subsites?

3 Does this site have any subsites? If so, what are they?

4 How can you access the discussion boards on the site?

5 Are there any discussion boards on this site?

16
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Unit 2
Team Web Part Pages components

Complete this unit and you’ll know how to:

A Create and use Web Part Pages.
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Topic A:

Explanation

Web Part Pages

A Web Part Page is a custom page that can hold Web Parts, such as announcements,
tasks, and events. A Web Part Page is divided into sections called zones. You place the
Web Parts into these zones.

An advantage of using a Web Part Page is that you can assemble various Web Parts that
are relevant to the team in one place. For example, if you create a Web Part Page for the
Media team in an organization, then the Web Part Page might contain only the Image
Web Part and image libraries that the team has created for various projects.

Creating Web Part Pages

To create a Web Part Page, from the Site Actions menu, choose Create. The various
types of pages you can create on your Team Web site are listed by category. The
categories include:

e Libraries

e Communications
e Tracking

e Custom Lists

e Web Pages

Under Web Pages, click Web Part Page to open the “New Web Part Page” page, as
shown in Exhibit 2-1.

New Web Part Page

A Web Part Page is a collection of Web Parts that combines list data, timely information, or useful graphics inko a dynamic Web page, The layout and content of a Web
Part Page can be set Far all users and optionally personalized by each user,
Name Name:

Type 3 file name For your Web Part Page, The file name appears in headings and links |

throughout the site. a5pX

[ cverwrite if file already exists?

Layout Choose a Layaut Template:

Select a layout template to arrangs Web Parts in zones on the page, Multipls web Full Fage, Yertical

Parts can be added ko each zone, Specific zones allow Web Parts ko be stacked in a Header, Left Column, Body
horizontal or wertical direction, which is ilustrated by differently colored Web Parts, 1F Header, Right Colurmn, Bod

you do nat add & \Web Part ko & zone, the zone collapses (unless it has a fixed width) Header, Footer, 3 Columns

and the other zones expand ko fill unused space when you browse the Web Part Page. Header, Footer, 2 Columns, 4 Rows

Header, Footer, 4 Columns, Top Row
Left Column, Header, Footer, Top Row, 3 Columns
Right Column, Header, Footer, Top Row, 3 Columns

—_—
EE=S
L

Save Location Docurnent Library

Select the document library where you wank the Web Part Page ko be saved. chared Documents ¥

Exhibit 2-1: The New Web Part Page page



Do it!

When you create a Web Part Page, you:

A-1:

Specify a name for the page.

Team Web Part Pages components 2-3

Specify if you want to overwrite the Web Part Page each time you create a Web

Part Page with the same name.

Select a layout template for the page. The layout you select determines how the
zones are arranged on the Web Part Page.

Specify the location where you want to save the Web Part Page. By default, a
Web Part Page is saved in Shared Documents.

Here’s how

Creating a Web Part Page

Here’s why

1

Click Site Actions and choose

Create

Under Web Pages, click Web
Part Page

In the Name box, type
Marketing

Check Overwrite if file

already exists?

Verify that under “Choose a
Layout Template,” “Header,
Footer, 3 Columns” is selected

Verify that under Save Location,
Shared Documents is selected

Click Create

To open the “New Web Part Page” page.

If you don’t check this option, you get an error
message if another Web Part Page with the same
name exists.

You’ll use this layout template for the Web Part
Page. This layout has a header, footer, and three
zones: left, right, and middle.

This indicates that the shared Web Part Page
will be saved in Shared Documents. You can
access this Web Part Page by clicking Shared
Documents on the Quick Launch bar.

To create the Web Part Page. You can add Web
Parts to this page by using the Add a Web Part
link in one of the zones.
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Adding Web Parts

Explanation After you create a Web Part Page, as shown in Exhibit 2-2, you can add Web Parts to it.
A new Web Part Page has a title bar and zones. The empty sections on the Web Part
Page are zones. Each zone has a name, such as Header, Footer, Left Column, and Right
Column. The number and placement of the zones vary, depending on the layout
template you selected when you created the Web Part Page.

To add Web Parts to the Web Part Page, you click the “Add a Web Part” link in the

desired zone. Check the Web Part or Web Parts you want to add to the zone and click
Add.

Left column Middle column Right column

Title bar Header Footer

Yersion: vou fare editing the fhared Yersion of this fpage Exit Edit Mode X
sales and Mafksting 01 = Shired Documents > Mafketing

Marketing

Edit Title Bar Properties

This Tearn Web site contairs information pertainig to the Sales and Marketing depdrtment of Qutlander pices division ##,
Heafler

&, add a pweb part

Left Calumn Middle Column Right Column

&L, Add a Web Part &l Add a Web Part &l Add a Web Part

Footer

5, add a wieb Part

Exhibit 2-2: The new Web Part Page, Marketing
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Do it! A-2: Adding Web Parts to a Web Part Page

Here’s how

Here’s why

1

10

11

12

13

In the Header zone, click Add a
Web Part

Under Lists and Libraries, check
Announcements

Click Add

In the Left Column zone, click
Add a Web Part

Under Lists and Libraries, check
Calendar

Click Add

In the Middle Column zone, click
Add a Web Part

Under Lists and Libraries, check
Links

Click Add

In the Title Bar, click Edit Title
Bar Properties

In the Image Link box, type

You’ll add the Announcements Web Part to the
Header zone.

You’ll add the Calendar Web Part to the Left
Column zone.

You’ll add the Links Web Part to the Middle
Column zone.

(See instructions on pg. 1-8; 1-10)

Click OK

Exit Edit Mode

The pepper icon resides in a shared directory on
the classroom server.
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Explanation

Do it!
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Modifying Web Parts

After you add Web Parts to a page, you can modify them at any time. For example, if
you chose, initially, to add announcements, calendar, and a title bar image to the Web
Parts page but later decide you want to change the title of a particular Web Part or swap
one Web Part with another one, you can do that by entering Edit Mode. You access Edit
Mode by choosing Edit Page from the Site Actions menu for the Web Part Page you

want to modify.

A-3: Modifying a Web Part Page

Here’s how

Here’s why

1 Go to your Home Site

2 On the Quick Launch bar, click
Shared Documents

3 In the Shared Documents list,
click Marketing

4 Click Site Actions and choose
Edit Page

5 Next to Calendar, click edit and
choose Modify Shared Web
Part

6 Observe the task pane at the right
side of the page

You use Edit Mode to add, remove, or update

Web Parts on this page.

< calendar ¥
List ¥iews b

You can edit the current view or select
another view,

Selected Yiew
<Current views W
Edit the current view
Toolbar Type

Summary Toolbar

+| Appearance
+ Layout

+| Advanced

[ [o]'4 ][ Cancel ][ apply ]

The task pane displays options, such as
Appearance, Layout, and Advanced, that you
can use to modify the Web Part. The options on
the task pane change, depending on the Web

Part you choose to modify.



10

11

12

From the Selected View list,
choose Calendar

Click OK

Click Apply

In the task pane, expand
Appearance

Edit the title to read Marketing
Master Calendar

Click OK

Click Exit Edit Mode

Team Web Part Pages components 2-7

To acknowledge that this change might disable
Web Part connections you established in this
zone.

To view your change on the page.

The Calendar is now shown in Calendar view,
instead of in List view, and the title of the
Calendar zone now reads “Marketing Master
Calendar.”
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Explanation

Do it!
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Moving Web Parts

You might need to change the layout of a Web Part Page. For example, you might have
Announcements in the header zone, Calendar in the right zone, and Links Web Part in
the middle zone. Later, you might want to move Announcements to the middle zone or
Links Web Part to the right zone. You can do this when the Web Part Page is in Edit

Mode.

You access Edit Mode by choosing Edit Page from the Site Actions menu for the Web

Part Page you want to modify.

A-4: Moving a Web Part

Here’s how

Here’s why

1 Click Site Actions and choose
Edit Page

2 Place your mouse pointer over the
Links Web Part

3 Drag this Web Part to the Left
Column

4 Drag the Marketing Master
Calendar to the Middle Column

5 Click Exit Edit Mode

5l Add a Web Part

Links‘% edit - X
o Online dictionary
o Maps and directions

add new link

To move the Links Web Part to the Left
Column.

Middle Calumn

Cl, add & web Part B

Marketing M%&r Calen...

Links is now on the left side of the page and the
Calendar on the right.




Explanation

Do it!
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Removing Web Parts

If you no longer require a Web Part on your Web site, you can delete it. To delete a
Web Part, open the page in Edit Mode. Click edit next to the title of the Web Part and
choose Delete.

A-5: Removing a Web Part

Here’s how Here’s why

1 Open the Marketing page in Edit
Mode

2 Next to Links, click edit

3 Choose Delete

4 Click OK To verify the deletion.
5 Exit Edit Mode

6 Return to the Home page
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Team Web site image

Explanation By default, the Microsoft Windows SharePoint Services graphic displays on the Home
page of Team Web sites. You can replace that graphic with one of your own by
modifying the Home page.

1 From the Team Web site home page, click Site Actions.

2 Choose Edit Page.
3 Inthe Site Image box, choose Edit, Modify Shared Web Part.
4 Inthe Image Link box, enter the URL or path to your image file.
5 Click Test Link to verify the URL or path is correct.
6 Click OK.
Do it! A-6: Changing the Team Web site image
Here’s how Here’s why

1 Observe the site image

.
Y 4

Windows
SharePoint Services

By default, the site image is Microsoft’s
Windows SharePoint Services logo. You can
replace this image with one of your own.

2 Click Site Actions and choose You can edit the default Team Web site pages,
Edit Page just as you can edit ones you create.

3 Next to Site Image, click edit and

choose Modify Shared Web

Part
4 See instructions on pg. 1-8; 1-10 to Copy Logo 01
5 Click Test Link

6 Close the Internet Explorer
window containing the image test

7 Click OK

8 Click Exit Edit Mode The Outlander Spices logo is displayed on the
Home page in place of the Microsoft logo.

9 Close Internet Explorer
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Unit summary: Team Web Part Pages
components

Topic A In this topic, you learned how to create Web Part Pages. You also learned how to add,
modify, and remove the Web Parts in a Web Part Page.

Review questions

1 What’s a Web Part Page?

2 How’s a Web Part Page divided?

3 What’s the advantage of using Web Part Pages?

4 The various types of pages you can create on your Team Web site are listed by
zones. What are the zones?

Independent practice activity

1 Create a Web Part Page called Spices ##, using the Header, Footer, 2 Columns, 4
Rows template. Place the new Web part in the Shared Documents library.

2 Add Calendar, Announcements, Tasks, and Links to the Web Part Page.
3 Change the title of the Announcements section to Important Announcements.

4 Add the image, icon.jpg, to the Title Bar. Icon.jpg is in the Images share in the Sales
and Marketing Picture Library.

5 Remove the Calendar Web Part from the Web Parts Page.






Unit 3
Libraries

Complete this unit and you’ll know how to:

A Create and manage document libraries.

B. Create and manage Wiki libraries.
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Topic A:

Explanation

Document libraries

A library is a central repository that you can use to store and share files, images, and
forms. A Windows SharePoint Services Team Web site has four types of libraries:

e Document library—Used for sharing a collection of documents or other files.
e Form library—Used for managing XML-based business forms.
e Picture library—Used to share image files.

e Wiki Page library—Used to manage interconnected Wiki pages. A wiki is
software that allows users to create, edit, and link web pages using a Web
browser.

Libraries are similar to lists, but they have additional features depending on the library
type, such as thumbnails and slide show views for picture libraries. Libraries also have a
version control feature.

Creating document libraries

A document library is a collection of files, such as Word, Excel, and PowerPoint. Using
document libraries, you can perform tasks, such as:

¢ Creating subfolders in which to group files within a document library
e Controlling the versions of files
e Checking in and checking out files

When you create a SharePoint Team Web site, a document library called Shared
Documents is created by default. The name of the library doesn’t convey anything about
the documents in it. Therefore, you should create a library with a descriptive name and
store documents in it. For example, you can create a library, Sales Report Templates, to
store templates for all types of reports related to sales. This helps team members
identify the documents that a library contains.



To create a document library:

1 Choose Site Action and click Create.

2. Under Libraries, click Document Library. The new Document Library page
appears, as shown in Exhibit 3-1.

3. Enter the desired information for your new document library.

4. Click Create.

Libraries 3-3

New

Mame and Description

Type a new nams as you want it ko appear in
headings and links throughout the site, Type

docurment library,

Mavigation

Specify whether a link to this document: library
appeats in the Quick Launch.

Document Yersion History

Specify whether a version is created each time
waol edit a filz in this docurment library,  Learn
about versions,

Document Template

Select a docurnent template bo determine the

libr ary.

descriptive text that will help site wisitars use this

default For all new files created in this document

Mame:

Description:

. Displary this document library on the Quick Launch?

@ Yes O Mo

Create a version each time vou edit a File in this document library?

O Yes @ Mo

Document Template:
Microsoft Office Word 97-2003 docurment

Create

] [ Caniel

Exhibit 3-1: The New Document Library page

The following table describes the sections in the New Document Library page.

Section Description

Name and Description  Specify a title and a description for the library.

Navigation Specifies whether or not this library should appear as a link on the
Quick Launch bar.

Document Versions Specifies whether or not you want to create versions of the
documents in the library.

Document Template Specifies an application that SharePoint uses for creating a new file
in the library. For example, if you specify Microsoft Office Word
Document as the document template, then the default blank file is a
Word document.
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Do it! A-1:

Here’s how

Creating a document library

Here’s why

1

Open Internet Explorer

Click Site Actions and choose
Create

Under Libraries, click
Document Library

In the Name box, type Business
Documents

In the Description box, type This
document library contains
sample business

documents and templates.

Under Navigation, verify that Yes
is selected

Under Document Version History,
verify that No is selected

Under Document Template, verify
that “Microsoft Office Word 97-
2003 document” is selected

Click Create

The home page is set to your Sales ## Team
Web site home page.

To place a link to this document library on the
Quick Launch bar.

This choice specifies that you don’t want to
create a new version of the file in the library
each time you make a change.

To use Microsoft Word as the default document
type for all new files created in this library.
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Explanation A document library has a default template, which is used to create new documents when
users choose New, New Document in the library. The default template is a blank
document in the application you selected when you created the library. However, you
can edit the contents of this template, if you want to set a different format for new
library documents. To change the library’s default document template:

1 Click Settings and choose Document Library Settings.

Do it! A-2:

Click Advanced Settings.

Close the editing application.

~N o oA WODN

Here’s how

In the Document Template section, click Edit Template.
Make the desired changes to the template.
Save the template, overwriting the existing file.

Click OK on the Document Library Advanced Settings page.

Editing a document library’s default template

Here’s why

1

Click Settings and choose
Document Library Settings

Under General Settings, click
Advanced Settings

In the Document Template
section, under Template URL,
click (Edit Template)

Click OK

Click t‘ln
)

Choose Open

Browse to the Student Data folder
for this unit

Select Proposal.dotx
Click Open

Copy the contents of
Proposal.dotx to the template.doc

In template.doc, click

Close both Word files

Template LRL:

Business Documents/Forms/termplate .

(Edit Temglat?

To open the blank template in Word.

(In Proposal.dotx, press Ctrl+A, then Ctrl+C.
Switch to Template.doc and press Ctrl+V.)
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Explanation

10 On the Document Library
Advanced Settings page, click OK

11 Above Customize Shared

Documents, click Business
Documents

12 Click New and choose New
Document

Click OK

13 Close Word

File uploads

Sales and Marketing 01 > Business Documgents = Settings
Customize Business Dﬁu ments

To return to the Business Documents document
library.

To confirm that you trust the source file and
want to open it.

The new blank document is no longer a blank
Word document. It’s now the Proposal template.

In addition to creating new documents in the library, you can upload existing documents
to share. To upload an existing file to the library:

1 Click Upload and choose Upload Document to upload a single document.

Select the file.
Click Open.

o O A WD

Click OK.
To upload multiple files to the library:

Click Browse and navigate to the folder where the file is located

Check or clear the check box for overwriting existing files.

1 Click Upload and choose Upload Multiple Documents. A page with an interface
similar to that of the Windows Explorer appears on the Upload Document:
<document library> page, as shown in Exhibit 3-2.

g b~ WODN

Click OK.

Use the left pane to navigate to the location of the files.
In the right pane, check the files in this folder that you want to upload.
Repeat steps 2 and 3 for files in other folders.
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Upload Document: Business Documents
Upload Document
Browsse to the document you inkend ko upload, Overwribe existing Files
= Deskiop [ Wame Size | Modified
T -é My Computer [ |Il;i]Business Letter.docx 16 KB 1/9/2008 254 PM
# i  Flopey (4] O 5] cakesipg FIKE  7/25/2005 8:27 &M
= Local Disk (L] ) O |IlWi][:ommunication Basics.docy 14 KB 1/9/2008 257 PM
t j D ocumerts and Settngs O (£ cookiesipg 30KB  7/26/2005 821 Ak
+105) Program Files O Ewpenzes.«ml 4KB 741342005 519 AM
-3 Student Data O #]Fax Cover Page.dos 22KE  1/9/2008 300 PM
) Unit_07 O] 5] logo0t.jpg 18KB 7/2/2005 1:07 PM
) Urnit_02 O 5] logo02.jpg 13KB  7/12/2005 B:56 AM
= Unit:D3 O %Proposal.dotx 21KB  1/9/2008 3:.04 PM
) Unit_04 ] &S ales Propozal.dotm B0KE  1/9/2008 2:04 PM
09 Unit_05 [ 1] 5uppaort Information docx 12KE  1/9/2008 258 FM
) Urit_0§
) Unit07
+ ) WIND WS
5) WSS3I0BAS screens
+)- 4 CD Drive (D]
+- % My Netwark Places
+-[_) My Documents
Ok ] [ Cancel

Exhibit 3-2: The interface for uploading multiple files

To navigate the interface for uploading multiple files, you browse through the folders
using the left pane. When you select a folder in the left pane, a list of files stored in that

folder displays in the right pane.
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Do it! A-3: Uploading existing documents to a document library

Here’s how Here’s why

1 Click the down-arrow next to
Upload and choose Upload
Multiple Documents

2 In the left pane, navigate to the
Unit 5 data folder on your desktop
as your instructor directs

3 In the right pane, check
Communication Basics.docx and Fax Cover Page.docx

| Mame | Size | Modified
(] ] Business Letter. docx 16KE  1/9/2008 2:54 PM
] |f.| cakesjpg FAKE  FA2E2008 827 AM
EI Communication B a i 14 KB 14342008 257 PR
O |f.| cookies.jpg ANKE  FA2ES2005 327 AM
] Ewpenzes. wml 4 KB FA3A2005 519 Ak
I Fax Caver Page.docy 22KB 14942008 3:00 PR
] .’l_:_l logo01.jpg 18 KB 74252005 1:07 PM
] .i_:_l logo02.jpg 13KB  7A12/20085 B:5E Ak
] @ Fropozal. dotx 21 KB 1/9/2008 2:04 P
] @ Sales Propozal dotm AOKE 14942008 3:04 PR
] 'l_!'l'_)l Suppaort [nformation. docs 12KB  1/9/2008 2:58 P

4 Click OK To upload these two documents.

5 Click Yes To verify that you want to upload these two files

to Outlander.
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Deleting document libraries

Explanation You delete a document library on a Windows SharePoint Services Team Web site in the
same manner you delete a list.
1 Access the document library you want to delete.
2 Click Settings and choose Document Library Settings.
3 Under Permissions and Management, click “Delete this document library.”
4 Click OK to delete the list and move it to the SharePoint Recycle Bin.

If necessary, you can restore the document library from the Recycle Bin.

Note: You can delete all other types of libraries in the same way. In the steps above,
substitute the type of library for Document Library.

Do it! A-4: Deleting a document library

Here’s how Here’s why

1 On the Business Documents page,
click Settings and choose
Document Library Settings

2 Under Permissions and
Management, click Delete this

d t lib 8 Delete this document Ii?ar}i
izt el & Save document library & Lenplate

8 Permissions for this document: library

Permissions and Management

8 Manage checked out files

3 Click OK The Business Documents document library is
deleted. It no longer appears on the Quick
Launch bar under Documents, nor does it appear
on the All Site Content page under Document
Libraries.
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Topic B: Wiki Page libraries

Explanation A Wiki is a piece of software that allows users to create, edit, and link web pages easily.
Wiki Page libraries on a SharePoint Services Team Web site support rich text, pictures,
tables, and hyperlinks. No external application is necessary to create a page with all
these elements.

Creating a Wiki Page library

Just like all other libraries in Windows SharePoint Services, you create a blank Wiki
Page library first, then you add content to it. Because Wiki Pages are new to Windows
SharePoint Services 3.0, when you create a Wiki Page, an introduction page with a link
to Help displays, as shown in Exhibit 3-3.

Home _jEdit History | Incoming Links
Welcome to yvour wiki library!

Wou can get started and add content to this page by clicking Edit at the top of this page, or you can learn more about wiki
libraries by clicking How To Use This wiki Library,

What is a wiki library?

Weiteiwitd means quick in Hawaiian, & wiki library is a document library in which users can easily edit any page. The library
graws arganically by linking existing pages together or by creating links to new pages. If a user finds a link to an uncreated
page, he or she can follow the link and create the page,

In business enwironments, a wiki library provides a low-maintenance way to record knowledge. Information that is usually
traded in e-mail messages, gleaned from hallway conversations, or written on paper can instead be recorded in a wiki

library, in context with similar knowledge,

Other exarnple uses of wiki libraries include brainstorming ideas, collaborating on designs, creating an instruction quide,
gathering data from the field, tracking call center knowledge, and building an encyclopedia of knowledge.

Last modified at 1/11/2008 9:26 AM by Student 01

Exhibit 3-3: A new Wiki Page library

Do it! A-1: Creating a Wiki Page library

Here’s how Here’s why

1 Click Site Actions and choose
Create

2 Under Libraries, click Wiki
Page Library

3 In the Name box, type
Newsletters ##

Click Create

4 Click How To Use This Wiki This help page has basic information on Editing
Library wiki pages, Creating links to pages, Creating
pages, Managing your wiki library, Restoring a
page, and Viewing incoming links.

5 Above How To Use This WiKi To return to your Wiki page.
Library, click Newsletters ##
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Wiki pages
Explanation Once you’ve created a Wiki Page library, you can add Wiki pages to it. You can add
many types of components to a Wiki page, such as text and text formatting, images,
links to other pages, and tables, without needing an external program, such as Microsoft
Office. All the editing is done right in the browser window. The advantage of a Wiki

page is that it’s not limited to the original author. Others can contribute content to the
page.

Newsletter June 6

Image from a file in a Picture library on the site

i S

| AT
L

Please welcome our new Sales WP, Jane Smith } Text
There has been an update to the sales incentive program. Click for more details.

Incentive Announcermsnt Link to an Announcement item on the site

The new sales data is in for last month,
Product United States Canada Mexico

Spices 1,568,513 1,497,688 968,557 . i i
ails 494,506 538,695 73a,566— 1able with text formatting applied
Marinades 35,959 63,452 100,633

Last modified at 1/15/2008 1:49 PM by Student 01

Exhibit 3-4: An example of a Wiki page
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Do it!
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A-2: Creating a Wiki page

Here’s how

Here’s why

1

Click New and choose New
Wiki Page

In the Name box, enter
Newsletter {today’s date}
Click in the Wiki Content box

Observe the toolbar

Open a new IE window

In the new IE window, on the
Quick Launch bar, under Pictures,
click Employee Photos

Click the NewEmployee photo

Under Preview, click the photo
again

In the Address box, select the
address of the photo

Press +

Switch back to the IE window
with the Wiki page

Click| g

In the Alternative text box, type
New Sales VP

Place your cursor in the Address

box, and press +

Click OK

You’ll create a new Wiki page in your library.
Leaving the default Home and Help pages for
users to read.

Mame * |Mewsletter June 5

A9

: 2 &
AAlB U

== 25| A B T

-

You use the toolbar to add items to the Wiki
page.

Sometimes, it’s easier to copy and paste URL
addresses when creating a Wiki page. You’ll use

this second window to copy URLS to the
Windows clipboard.

You’ll be putting this photo on your Wiki page.

To copy the URL for the photo to the Windows
clipboard

To insert an image on the Wiki page.

To paste the URL for the photo in the Address
box.
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11

12

13

14

15

16

17

18

19

20

21

22

Press and type Please
welcome our new Sales VP
Jane Smith

Press twice

Type There has been an
update to the sales
incentive program. Click
for more details

Press

Switch to the second IE window
Click Back

Click Sales##

Under Announcements, click
Change to the incentive
structure

Select the contents of the Address
box and press -

Switch back to the IE window
with the Wiki page

Click

In the Text to display box, type
Incentive Announcement

Place your cursor in the Address

box, and press +
Click OK

Press twice

Type The new sales data is
in for last month.

Press
Click

Libraries 3-13

To copy the URL for this announcement.

You’ll insert a link to the announcement item
about the incentive plan change.

To paste the URL of the announcement item on
the Team Web site.

To insert a table.
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23

24

25

26

27

28

29

30

31

32

33

In the Number of columns box,
type 4

In the Number of rows box,
type 4

Click OK

Click in the top, left cell

Type Product

Click in the second cell, top row
Type United States

Click in the third cell, top row
Type Canada

Click in the fourth cell, top row
Type Mexico

Complete the table as shown:

Select the top row and click | B

Select 1,568,513 and click

Select Red

Apply the Red color to 789,566
and 100,633

Click Create

Click Incentive
Announcement

To move to the next cell to the right.

Product  |United States | Canada
Spices 1,568,513

Oils 494,506 538,695
Marinades 35,359 65,452

The new sales data is in for last month,

Mexico

1,497,688 965,557

789,566
100,633 |

To apply bold to the top row text.

To save and close the new Wiki page.

The link in the newsletter takes you right to the
Announcement item on the Team Web site.



Explanation

Do it!

Wiki page history
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Wiki Page libraries automatically track the changes users make to the content of a Wiki
page. The History feature shows you the changes that were recently made to the page
and indicates which user made the changes. You can also manage the various versions
of the Wiki page by clicking Version History on the Page History page.

A-3: Viewing the history of a Wiki page

Here’s how

Here’s why

1

Access your partner’s Newsletter
## Wiki page

Click Edit

At the bottom of the page, add
Watch for details of our
annual sales meeting.

Make the text bold and increase
the font size to 4

Click OK

Go back to your Newsletter ##
Wiki page

Click History

Click Version History

Click the down-arrow next to the
1.0 version and choose View

Close all open windows

You have permissions on your partner’s Team
Web site as a member of their Test users ##

group.

You’ll make a change to your partner’s Wiki
page.

The top of the page shows you that the page was
last modified by your partner’s Student ##
account. “Watch for details of our annual sales
meeting.” Is highlighted in yellow, indicating
that it was added.

The two versions of the Wiki page are listed.

1715/2008 1:49 PM - | Student 01

wiki Content Wig {b
Restore
Delete
#

You can restore this version by choosing
Restore (or Restore this version) or move the
version to the Recycle Bin by choosing Delete
(or Delete this version).
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Topic A

Unit summary: Libraries

In this topic, you learned how to create Wiki libraries. Wiki libraries allow you to
create an interconnected collection of Wiki pages. You learned how to add many types
of components to a Wiki page, such as text and text formatting, images, links to other
pages, and tables, without needing an external program, such as Microsoft Office. You
did all of your editing right in the browser window.

Review questions

1 If the blank default template for your document library doesn’t meet your needs,
what two things can you do to change it?

2 What type of content does a Wiki page in SharePoint Services support?

3 What are some advantages of a Wiki page?
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Create a Wiki page similar to the one in the following graphic in the Wiki Pages
library. Name the page Student ##.

Administration = Wiki Pages = Sktudent 01

Student 01

Vote for our new company logo!
OUTLANDER Outlander..

SP(CES | (SHih

Check out our new picture library
Photographs 01

Last modified at 1/16/2008 10:03 AM by Student 01

Delete the Wiki page.






Unit 4
List management

4-1

Complete this unit and you’ll know how to:

A Create and manage Tasks and Project
Tasks lists.

B Create and manage Issue Tracking lists.
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Topic A: Tasks lists

Explanation

A list stores information as items. You can use a list to arrange and publish information
on a site. For example, you can use a list to store a set of tasks or to store events that are
relevant to your team. Windows SharePoint Services has six built-in lists:

e Announcements
e Calendar

e Contacts

e Issue Tracking
e Links

e Project Tasks

e Tasks

We will explore Tasks Lists.

Default Tasks list

By default, Windows SharePoint Services creates empty Calendar and Tasks lists when
you create a team Web site. You can use the default Tasks list to create task items for
your team. To open the default task list, click Tasks on the Quick Launch bar. This
opens the Tasks: New Item page, as shown in Exhibit 4-1.

Tasks: New Item

Ok ] [ Caniel ]

[l attach File * indicates a required field
Title *
Priority (2) Morrmal w
Status Mot Started w
% Complete £
Assigned To - |

Description

Start Date 1/4/2008 it

Due Date E

0] 4 ] [ Cancel ]

Exhibit 4-1: The Tasks: New Item page
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Default Tasks list items help you and your team keep track of information about tasks
you need to get done. The fields in a Tasks list item are:

Title: Specifies the name of the Tasks item. This field is mandatory.

Priority: Indicates how important the task is. You can set the priority to (1) High,
(2) Normal, or (3) Low.

Status: Indicates whether or not the task has been started and its progress. The
default values are Not Started, In Progress, Completed, Deferred, and Waiting
on someone else.

% Complete: Indicates what percentage of the task is complete so far.
Assigned To: Indicates the person the task is assigned to.

Description: A short explanation of the task. You can apply formatting to the
text you enter in this field.

Start Date: Indicates when the task is scheduled to begin.
Due Date: Indicates when the task is due for completion.

This page also gives you the option of attaching a file to the Tasks item. Use the Attach
File link at the top of the page to add file attachments one at a time.
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Do it! A-1:

Here’s how

Using the default Tasks list

Here’s why

1

10

11

12

13

Open Internet Explorer
On the Quick Launch bar, under
Lists, click Tasks

Click New and choose New
Item

In the Title box, type Quarterly
sales report

In the Priority list, select (1)
High

In the Status list, select In
Progress

In the % Complete box, type 10

In the Assigned To box, type
train##

Click

In the Description box, type
Quarterly sales report is
needed for sales meeting
next week.

Apply bold and red color to the
font of the words, “next week”

In the Start Date box, select
yesterday’s date

In the Due Date box, select the
date a week from today

Click OK

Observe the Tasks list

The home page is set to your Sales ## Team
Web site home page.

The Title field is the only required field for a
new Task item.

Where ## is your assigned training number.

This view displays columns for the Task item
title, to whom it’s assigned, its status and
priority, the due date, and the % complete.
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Do it! A-2: Adding additional Tasks items

Here’s how
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1 Create a new task using the following variables:

Title:
Priority:
Assigned to:
Description:
Start Date:
Due Date:

Sales meeting food orders
(2) Normal

instructor

Coordinate breakfast, lunch and dinner for sales meeting.

A week from today
Two weeks from today

2 Create a new task using the following variables:

Title:
Priority:
Assigned to:
Description:
Start Date:
Due Date:

Sales meeting agenda

(3) Low

train## (where ## is your partner’s student number)
Print out sales meeting agendas.

Two days prior to two weeks from today

One day prior to two weeks from today
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Editing a Tasks item

Explanation Like other list items, such as Announcements and Events, if you have the appropriate
permissions assigned to you, you can edit Task items. Open the Tasks list, click the
down-arrow next to the item you want to edit and choose Edit Item. Make the desired
changes to the fields and click OK to save your changes.

Do it! A-3: Editing a Tasks item
Here’s how Here’s why
1 Click thle dO\INn-arrow next to Quarterly sales report | HEW @
uarterly sales report
Q y P Wiew Ikem
& Edit Ttem

fu] . .
—'l_,} Manage Permissions

¥ Delete Them

Alert Me

2 Choose Edit Item

3 In the Description, change the
words “next week” to in two
weeks

4 Change the Due Date to the date
two weeks from today

5 Click OK To save your changes.
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Sort and filter lists

Explanation You can sort and filter items in a SharePoint list. Each column heading in a list has a
down-arrow that opens a menu. An example of this menu from the Tasks list is shown
in Exhibit 4-2.You use the menu choices to sort or apply a filter to the items in the list.

Ed To Skatus

t"H, Ascending
14l o di

3 escending
LI

In Progress
Mot Started

Exhibit 4-2: The Status column menu

Do it! A-4: Sorting and filtering the Tasks list

Here’s how Here’s why

1 Click the arrow next to Due Date To sort the list with the earliest due dates first.
and choose Ascending

2 Click the arrow next to Status and To filter the list to show only those tasks which

choose Not Started haven’t been started yet.

3 Sort the filtered list to show the (Hint: Choose Ascending from the Priority
highest priority items at the top of ~ menu.)
the list

4 Click the arrow next to Status and To display all Task items in the list again.
choose Clear Filter from
Status
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Default views

Explanation Each SharePoint list has views which you can apply to change how the list displays. The
View menu is customized for each list type. Some of the views apply a filter to the list;
others sort the list. The View menu for the Tasks list is shown in Exhibit 4-3.

Yiew: | All Tasks ‘!b

= all Tasks
i Active Tasks

By Assigned To
b ¥ d

By My Groups
ps Due Today

My Tasks

[1# | Modify this Wi

Creake Yiew

Exhibit 4-3: The Tasks list View menu

Do it! A-5: Changing the Tasks list view
Here’s how Here’s why
1 From the View menu, choose By This particular view sorts the Tasks list items by
Assigned To the Assigned To column in alphabetical order.
2 From the View menu, choose This view filters the Tasks list to show only
Due Today those items that have a due date of today.

3 From the View menu, choose My This view filters the Tasks list to show only
Tasks those items assigned to the user who’s logged in.

4 From the View menu, choose All To return the Tasks list to the default view.
Tasks
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Topic B: Issue Tracking lists

Explanation You can use an Issue Tracking list to record problems. For example, a problem could
include being unable to work with a utility or being unable to find required templates. A
problem could also be a technical problem that you’ve encountered. You can enter these
problems in an Issue Tracking list and assign the problem to a team member or the team
leader to resolve. Unlike Announcements, Calendar, and Tasks lists, Windows
SharePoint Services doesn’t create an empty Issues Tracking list by default. You need to
create the list and then add items to it.

Creating an Issue Tracking list

To create an Issue Tracking list:
1 On the Quick Launch bar, click Lists. There isn’t a default Issue Tracking list.
Click Create.
Under Tracking, click Issue Tracking.
Enter a name and optional description for your list.
Select whether or not to display the list on the Quick Launch bar.

Select whether or not to send an e-mail when an owner is assigned to the list or
when an item is edited.

7 Click Create

o 01 A WN

Do it! B-1: Creating an Issue Tracking list

Here’s how Here’s why

1 On the Quick Launch bar, click
Lists

2 Click Create

3 Under Tracking, click Issue

Tracking
4 In the Name box, type Sales Where ## is your assigned student number.
Issues ##
5 Click Create To accept all other Issue Tracking list defaults.
6 Observe the default columns Issue ID, Title, Assigned To, Issue Status,

Priority, and Due Date display as column
headings.
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Issue categories

Explanation Issues can be categorized based on the type of problem. By default, an Issue Tracking
list has three categories: Category 1, Category 2, and Category 3. You can modify these
category names to make them meaningful for your organization. You can edit the
existing choices and add additional choices if you need more than three categories. For
example, computer-related issues might be grouped into a category called Technical
Problems. To modify the category names:

1 Display the Issue Tracking list page.

2 Click Settings and choose List Settings.
3 Under Columns, click Category.
4

In the “Type each choice on a separate line” box, edit the category names to
something meaningful.

5 Click OK.

Do it! B-2: Specifying categories

Here’s how Here’s why

1 Click Settings and choose List
Settings

2 Under Columns, click Category

3 In the “Type each choice on a
separate line” box, type the

following:
system Admin Tvpe each choice on a separate line:
Systermn Admin
Office Admin Stfice Admin
Help Desk|
Help Desk
4 Click OK This step changes the choices for the Category

field from the generic defaults to something
more descriptive.

5 Above Customize Sales Issues ##,  To return to the Sales Issues ## page.
click Sales Issues ##
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Issue Tracking list items

Explanation After you create an Issue Tracking list, you can add items to it, just like any other
Windows SharePoint list. To add an issue item, click New and choose New Item. The
New Item page displays, as shown in Exhibit 4-4.

Sales Issues 01: New Item
(o4 ] [ Cancel
[m Attach File * indicates a required field
Title *
Assigned To 9,/ [E9]
Issue Status Active “
Priority (23 Mormal »
Description
Category Systermn Admin
Related Issues ~ A
- “
Comments
Due Date jﬁ 12 AaM || 00 w
[ [u]4 ] [ Cancel

Exhibit 4-4: An example of a new Issue Tracking item
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The following table describes the fields on the issue_tracking: New Item page.

Field

Description

Title
Assigned To

Issue Status

Priority

Description

Category

Related Issues

Comments

Due Date

Do it!

Here’s how

The name for the issue tracking item. This field is mandatory.
The user to whom you want the issue tracking item assigned to.

Indicates whether the issue is active, resolved, or closed. Similar to the issue Category
field, you can edit these choices or additional ones.

Shows how important the issue is. The default choices are High, Normal, and Low.
Again, you can edit these choices or add additional ones.

A description or notes about the issue.

The group to which the issue belongs. The default categories are generic—Category 1,
Category 2, and Category 3. You can edit these choices to make them more
meaningful to your organization or add additional ones.

You can link a new item to existing items in your Issues Tracking list. Use the Add
and Remove buttons to move items between the lists.

This field can be used by the person resolving the issue to make notes.

The date when you expect the issue to be resolved.

B-3: Adding an item to an Issue Tracking list

Here’s why

1 Click New and choose New

Item

2 Inthe Title box, type Unable to
access external Web sites

3 In the Assigned To box, type
train##

Where ## is your partner’s assigned student
number.

4 From the Priority list, select (1)

High

5 In the Description box, type I'm
unable to access Web sites
outside our company from
my laptop computer.

6 In the Due Date field, enter the
date a week from today at noon

7 Click OK
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Editing Issue Tracking items

Explanation After you add an issue, it might need to be updated because of a change in its status, due
date, user assignment, or other component. You edit Issue Tracking items just as you do
any other list item:

1 Click the down-arrow next to the Issue Tracking item you want to edit.
2 Choose Edit Item.
3 Make the desired changes.

4 Click OK.
Do it! B-4: Editing an Issue Tracking item
Here’s how Here’s why

1 Click the down-arrow next to
“Unable to access external Web
sites” and choose Edit Item

2 From the Issue Status list, select
Resolved

3 Click OK
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Topic C: Content Approval

Explanation If you’re concerned about inaccurate or inappropriate content being posted to lists or
libraries on your Team Web site, you can enable a feature called content approval. This
feature holds items submitted by users until they’re approved by a user with Manage
Lists permissions. The Manage Lists permission is included in the Full Control and
Design permissions levels. By default, the site Owners group has Manage Lists
permission. Posts by members of the Owners group aren’t held for approval.

To enable content approval on an individual list or library:
1 Display the desired list or library’s page.

Click Settings and choose List Settings or type Library Settings.

Under General Settings, click Versioning settings.

Under “Require content approval for submitted items?,” click Yes.

Under “Who should see draft items in this list?,” select the desired option:

e Any user who can read items

g b WDN

e Only users who can edit items
e Only users who can approve items (and the author of the item)
6 Click OK.

If you enable the content approval feature on a list or library that already contains
content, that content is automatically approved. You can change that status on
individual items if necessary.

Do it! B-1: Enabling content approval

Here’s how Here’s why

1 From the Products list page, click
Settings and choose List
Settings

2 Under General Settings, click
Versioning settings

3 Under “Require content approval

. . - Require content approwval for submitted items?
for submitted items?,” click Yes

® ves ) Mo
4 Observe the Draft Item Security who should see draft ikems in this list?
SeCtion () Any user who can read items

(O Only users who can edit items

(®) Only users who can approve items (and the author of the item)

By default, users won’t be able to see new items
in the list until they’re approved.

5 Click OK To enable content approval for the Products list.
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Approving or rejecting content

Once a user submits an item, it appears in the list or library with an approval status of
“pending.” By default, the person who created the item can see it in his or her list or
library view, as can anyone with Manage Lists permissions.
The Approve/Reject page is shown in Exhibit 4-5. To approve or reject an item:

1 Click the down-arrow next to the item.

2 Choose Approve/reject.

3 Select the desired approval status:

e Approved
¢ Rejected
e Pending

Note: You can change an item’s status from any one of the three values to either
of the other two. For example, you can change an approved item to rejected or
back to pending.

4 |f desired, enter a comment.
5 Click OK.

Sales and Marketing 01 = Products > Peanut = Approvef/Reject

Products: Peanut

IJse this page to approve or reject submissions, Mote that rejecting an iterm does not delete it, and that users who know the
exact URL of a rejected item can skill view it, Learn about requiring approval,

Approval Status

Apprave, reject, ar leave the status as ® Approved, This ikerm will become visible to all users,

Pending For others with the Manage Lists ) . ’ ; )

permission o evaluats the item, O lRE]?acted. This item will be returned ta its creator and not appear in
public wiews,
O Pending. This ikem will remain visible ko its creator and all users with
the Manage Lists permission,

Comment

Use this Field ko enter any comments about
by the item was approved or rejected,

Ok ] [ Cancel

Exhibit 4-5: An example of the content approval page
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Do it! B-2: Approving and rejecting list items
Here’s how Here’s why
1 Grant the Contribute permission (You don’t need to send a Welcome e-mail.)

level to your partner’s Sales ##
Owners group

2 Access the Products list on your
partner’s Sales Web site.

3 Add two new Products items to As you create the new item, observe the content
your partner’s Products list using approval warning at the top of the New Item
the following variables: page.

¢ Ikems on this list require content approval, Your submission will not appear in public views until approved by someone
" with proper rights, More information on content approval,

Title: Peanut
Product type: Oil

Title: Sesame

Product type: Oil

4 Observe the Approval Status Approval Status

column approved

Approved
Approved
Pending
Pending

Your two new items appear as pending.

5 Go back to your own Products list

page
6 Click the down-arrow next to Peart | HEw
Peanut '{F_”)
SEsa Wigww Them
A EditItem

i

:l_j Manage Permissions
¥ Delete Them

Alert Me
% Approvefreject

You now have an Approve/reject menu choice.
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11

12

13

14

15
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Choose Approve/reject

In the Approval Status section,

select Approved. This item
will become visible to all
users

Click OK To approve the item.

Click the down-arrow next to
Sesame and choose
Approve/reject

In the Approval Status section,
select Rejected. This item
will be returned to its
creator and not appear in
public views.

In the Comment box, type We
had to temporarily
discontinue this item due
to quality issues.

Click OK

After your partner finishes The Sesame item has an approval status of
rejecting his or her Sesame “Rejected.”

Products item, go back to the

Products page

Click Sesame To view details of the rejected item.

Observe the Approval Status field

Fejected
We had to temporarily discontinue this itern due to quality issues,

The comment displays what your partner
entered when rejecting the item.

Click Close

Return to your Home page

4-17
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List deletion

Explanation All lists, regardless of type, are deleted in the same manner. To delete a list on a
SharePoint Team Web site:

1 Display the list you want to delete.

2 Click Settings

3 Under Permissions and Management, click Delete this list.

4 Click OK to confirm the deletion and move the list to the Recycle Bin.

If you need to, you can restore the list from the Recycle Bin.

Do it! B-3: Deleting a list

Here’s how Here’s why

1 On the Quick Launch bar, click
Sales Issues ##

2 Click Settings and choose List
Settings

3 Under Permissions and
Management, click Delete this
list
4 Click OK To confirm that you want to delete the list. The
list moves to the Recycle Bin. You can restore it
from there, if you need to do so.

5 Close Internet Explorer
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Unit summary: List management

Topic A

In this topic, you learned how to apply permissions to a list or library, which restricts or
allows users to complete certain tasks. You also learned how to use the content
approval feature, so that posted items must be approved for appropriate content before
they can be seen by the Web site’s users. You learned how to delete a list from your
SharePoint Services Team Web site.

Review questions

1 Ina Tasks list item, what are the required fields?

2 True or False? You can attach files to a Tasks list item.

3 Todisplay list items that meet certain criteria, what do you do?

4 What feature should you enable if you’re concerned about inaccurate or
inappropriate content being posted to lists or libraries on your Team Web site?

5 Who can see pending and rejected items in a SharePoint list or library?

6 How do you let a user know why you rejected a particular list or library item?

7 True or False? Once you delete a list, you can’t get it back.
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Independent practice activity

In this activity, you’ll practice creating and managing Task items. You’ll also create and
manage a custom list. Use your assigned student number for ##.

1
2

Open Internet Explorer.

Create a new Tasks item using the following variables:
Title: Presales ##

Assigned To: Train##

Description: Send the proposal to AVP, Sales.

Start Date: Tomorrow

Edit your Presales ## task so that the Due Date, instead of the Start Date, is
tomorrow.

Create an Issue Tracking list called Sales Processes Related Issues ##. Don’t display
the list on the Quick Launch bar.

Add an Issue Tracking list item called “Proposal Template,” a High priority, and a
description of “I’m unable to find the proposal template.”



Unit 5
Discussions and surveys

Complete this unit, and you’ll know how to:
A Create and manage discussion boards.

B Create and manage surveys.
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Topic A: Discussion boards

Explanation

A discussion board is a forum where the members of a team can discuss topics relevant
to them. Discussion boards are threaded, which means the original message and all of its
replies are linked together. The benefit of a threaded discussion is that it’s easier to
follow a conversation. If you’re familiar with newsgroups, the style of a SharePoint
Services discussion board is similar. To create a discussion board:

1
2

Click Site Actions and choose Create.

Under Communications, click Discussion Board. The New Discussion Board
page displays, as shown in Exhibit 5-1.

Enter a name for the discussion board. This is the topic of discussion. It appears
as the title on the discussion board page.

If desired, enter a description for the discussion board. This explains the purpose
of the discussion board and appears underneath the title on the discussion board
page.

Specify whether or not the discussion board should have a link on the Quick
Launch bar.

Click Create.

Sales and Marketing 01 > Create = Mew

New

Mame and Description

Type a new name as you want ik to appear in headings and links thraughout the site,
Type descriptive text that will help site visitors use this list,

Navigation

Specify whether a link o this list appears in the Quick Launch, .

Mame:

Diescripkion:

Display this lisk on the Guick Launch?

® ves O no

[ Create ][ Cancel ]

Exhibit 5-1: The New page for creating a discussion board



Do it! A-1:

Here’s how
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Creating a discussion board

Here’s why

1

Open Internet Explorer

Click Site Actions and choose
Create

Under Communications, click
Discussion Board

In the Name box, type Business
Strategies for European
Market

In the Description box, type
Managers will present
strategies to capture the
European market.

Click Create

The home page is set to your Sales ## Team
Web site home page.

This is the topic of the discussion. It appears as
the title on the discussion board page.

This description appears under the title on the
discussion board page.

Discussions
= Team Discussion

® Business Strategies for
European Market

A link for the new discussion board is listed on
the Quick Launch bar under Discussions.



54 Windows SharePoint Services 3.0: SharePoint for Users

Discussions

Explanation After you create a discussion board, users can start a discussion. To start a discussion:

1 From the desired discussion board page, click New and choose Discussion. This
action opens the New Item dialog box, as shown in Exhibit 5-2.

2 Enter a subject for the discussion.
3 If desired, enter any explanatory text in the Body box.
4 Click OK.

When you create the new discussion, it displays on the discussion board as a list item.

Sales and Marketing 01 > Business Skrateqies for European Market = Mew Item

Business Strategies for European Market: New Item

[ el ] [ Cancel
[i] Attach File * indicates a required field
Subject *
Body

[ ol ] [ Cancel

Exhibit 5-2: The New Item page for starting a discussion



Do it! A-2: Starting a discussion

Here’s how
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Here’s why

1

From the Business Strategies for
European Market page, click
New and choose Discussion

In the Subject box, type
Strategy for the European
market

In the Body box, type Need
social, economic, legal,
and political analyses of
Europe

Select the body text

Click

Select Blue

Click

Click Turquoise

Observe the bar above the Subject
area

Click OK

This is your starting comment for the discussion.
Users who participate in the discussion reply to
your comment.

You have the ability to use rich-text formatting
in your discussion comments.

You can attach files to your discussion
comments.
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Discussion item responses

Explanation When a user responds to the first discussion comment, Windows SharePoint Services
starts a discussion thread. A discussion thread is a series of discussion comments, with
the first comment and its responses. By default, a discussion thread displays in a flat
view, as shown in Exhibit 5-3. In Flat view, items are listed in the order they’re added to
the board.

Business Strategies for European Market

IManagers will present strakegies ko capture the European market,

Ackions - Settings - ‘Wiew: | Flat 7
Posted By
Edited: 1/16/2003 1:30 PM View Properties | g Reply

strategy for the European market
Meed social, economic, legal, and political analyses of Europe,

Student 01

Posted: 1/16/2008 1:34 PM Wisw Properties | g Reply

Let's also complete a competitive analysis of similar vendaors in this market,

¥ Show Quoted Messages

Student 02

Posted: 1/16/2008 1:45 PM View Properties | g Reply

That's a great idea. Let's place that on the table for discussion at our next Sales Manager's
meeting,

¥ Show Quoted Messages

Student 01

Posted: 1/16/2003 1:51 PM View Properties | | Reply

In Flat wiew, it's difficult to quickly see which comment this reply goes with,

¥ Show Quoted Messages

Student 01

Exhibit 5-3: Discussion comments shown in Flat view

You can change the view to Threaded, which displays the replies to a comment indented
underneath that comment, as shown in Exhibit 5-4. The Threaded view can make it
easier to follow a discussion by identifying which replies go with which comments.
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Business Strategies for European Market

IManagers will present strategies to capture the European market.

Strategy for the European market
Meed social, economic, legal, and political analyses of Europe,

Posted: 1/16/2008 1:34 PM by Student 02 Wiew Properties | g Reply
Let's also complete a competitive analysis of similar vendors in this market,

¥ Show Quoted Messages

Fosted: 1/16/2008 1:45 PM by Student 01 Wiew Properties | g Reply
That's a great idea. Let's place that on the table for discussion at our next Sales Manager's meeting.

¥ Show Quoted Messages

Edited: 1/16/2003 1:53 PM by Student 01 Wiew Properties | g Reply

In Flat wiew, it's difficult to quickly see which cormment this reply goes with,
However, in Threaded view, you can see itis a Reply to the first discussion item.

From: Student 01
Posted: Wwednesday, January 16, 2008 1:30 PM
Subject: Strategy for the European market

Meed social, econornic, legal, and palitical analyses of Eurape.

Actions + Settings ~ Wigw: | Threaded -
Threading
Edited: 1/16/2008 1:30 PM by Student 01 View Properties | g Reply

Exhibit 5-4: Discussion comments shown in Threaded view

To respond to a discussion comment,
1 Open the comment to which you want to reply.
Click Reply.
Enter your comments in the Body text above the original comment text.
If desired, apply rich-text formatting.
Click OK.

g~ WN

5-7
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Do it! A-3: Responding to a discussion comment

Here’s how Here’s why

1 Access your partner’s Sales ## You have permissions on your partner’s Team

Team Web site

On the Quick Launch bar, under
Discussions, click Business

Web site as a member of their Test users ##
group.

You’ll respond to your partner’s original
discussion comment.

Strategies for European
Market

3 Click Strategy for the
European market

The text of the comment you’re responding to
appears in the Body box for reference.

5 In the Body box, type Let’s also
complete a competitive
analysis of similar vendors
in this market.

2 EE
E|EEZEE AN N

Let's also complete a competitive analysis of similar vendors
in this market,

:‘i,.)'-\_/u‘) 53|
A B IO EE

From: Student 01
Posted: Wednesday, January 16, 2005 1:30 PM
Subject: Strategy for the European market

Meed social, economic, legal, and political analyses of
Europe.

6 Click OK The reply appears on the discussion page as a

second item.

This displays the comment and its reply in a
hierarchical structure, so you can follow the
discussion a bit easier.

7 From the View menu, choose
Threaded
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Do it!
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Editing discussion comments

After you create a discussion comment or response, you might want to add text to it,
modify the existing text, or delete a part of the text. To edit a discussion comment or

reply:
1 Access the discussion thread where your comment or reply is located.

A-4:

Click Edit Item.

g b WD

Click OK.

Here’s how

Next to the comment or reply you want to edit, click View Properties.

Make the desired changes to the comment or reply.

Editing a discussion comment

Here’s why

1

Return to the discussion board on
your own team site, and next to
the reply to Strategy for the
European market, click View
Properties

Click Edit Item

Change the word “this” to the
European

Click OK

Observe the title area of the reply

You’ll edit the reply your partner posted to your
discussion comment.

Let's also complete a competitive analysis of similar vendors
in the European market,

To save your changes.

Edited: 1/16/2008 2:43 PM by Student 01

It shows that you edited the reply.
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Explanation

Deleting discussion comments

You can delete a discussion comment, if it’s no longer relevant or is inappropriate to the
discussion. When you delete a discussion comment, the responses to that comment are
also deleted. To delete a discussion reply:

1 Access the discussion thread where the reply you want to delete is located.
2 Next to the comment or reply you want to delete, click View Properties.

3 Click Delete Item.

4 Click OK.

To delete an entire thread:
1 Access the discussion board where the thread you want to delete is located.

2 Next to the top-level comment you want to delete, click the down-arrow and
choose Delete Item.

3 Click OK.

Note: You can delete an entire thread by Viewing Properties of the top-level comment,
but you’ll get an error message, as shown in Exhibit 5-5. This occurs because you’ve
deleted the discussion page that you were previously viewing. SharePoint can’t display
the page anymore, because it doesn’t exist. You can click “Go back to site” to return to
the site’s Home page.

Gao back to sike

Error

Zannok compleke this action,

Please try again.

Troubleshoot issues with Windows SharePoint Services,

Exhibit 5-5: Error message when you delete the discussion page

As with list and library items, you can restore deleted discussion threads and comment
replies from the Recycle Bin.
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Do it! A-5: Deleting a discussion comment

Here’s how Here’s why

1 Next to the reply to Strategy for
the European market, click View
Properties

2 Click Delete Item

3 Click OK To verify the deletion.
4 Click Business Strategies To return to the main page of the discussion
for European Market board.

Sales and Marketing 01 > Business Strateqies faor Euraped, Market = Strategy for European market

Business Strategies for Europeah Market

5 Click the down-arrow next to This method allows you to delete an entire
Strategy for the European market discussion thread without receiving an error
and choose Delete Item message.

6 Click OK To confirm the deletion.

Deleting discussion boards
Explanation You delete a discussion board just as you delete a list or a library—using the Discussion
Board’s Settings menu.
1 Display the discussion board you want to delete.
2 Click Settings and choose Discussion Board Settings.
3 Under Permissions and Management, click “Delete this discussion board.”
4 Click OK.

As with lists and libraries, you can restore deleted discussion boards from the Recycle
Bin.

Do it! A-6: Deleting a discussion board

Here’s how Here’s why

1 On the Business Strategies for
European Market page, click
Settings and choose
Discussion Board Settings

2 Under Permissions and
Management, click Delete this
discussion board

3 Click OK
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Topic B:

Explanation

Surveys

A survey is a questionnaire that you can use to collect information in a preset form from
a group of people. In Windows SharePoint Services, you can create and publish a survey
to identify the views and opinions of your team on a specific subject. After your team
members respond to the survey, you can view the results and export them to a Microsoft
Excel spreadsheet for further analysis. To create a survey:

1 Click Site Actions and choose Create.

2 Under Tracking, click Survey.

3 Specify the page settings for the survey, as shown in Exhibit 5-6.

Sales and Marketing 01 = Create > Mew

New

Mame and Description
Type a new name as you want it ko appear in headings and links throughout the =S
site, Type descriptive text that will help site visitors use this survey,

Description:

Mavigation

; ; ) B
Specify whether a link to this survey appears in the Quick Launch, . ity s SRy @ i Q<L

@ es O Mo

Survey Options Show user names in survey resulks?

Specify whether users' names will appear in survey results and whether users ®) ves O
can respond ko the same survey mulkiple times,

Allov multiple responses?

O ves @ho

[ Mext i [ Cancel

Exhibit 5-6: The New page for a Survey

4 Click Next to proceed to add questions to the survey.

Unlike with lists and libraries, where you create an empty list or library and then add
items to it; when you create a new survey, the creation page moves right into the page to
add a question to your survey.
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5 In the Question box, shown in Exhibit 5-7, type your Question and select the
type of answer you want users to give. Your choices include:

Survey response

Use

Single line of text

Multiple lines of text
Choice (menu to choose from)

Rating Scale (a matrix to choices
or a Likert scale)

Number (1, 1.0, 100)
Currency ($, ¥, £)
Date and Time

Lookup (information already on
this site)

Yes/No (check box)

Person or Group

Page Separator (inserts a page
break into your survey)

When you want team members to respond question in just a few
words.

When you want the team members to give more details.
When you want team members to select from a list of preset options.

When you want team members to choose a response from a numeric
scale. For example, you can ask the team members to choose a
response from a scale of 1 to 10.

When you want team members to specify a numerical value.
When you want team members to specify a monetary value.
When you want team members to specify a date or time value.

When you want the team members to choose responses from
information that already exists on the Team Web site.

When you want the team members to specify whether their response
to the question is Yes or No.

When you want the team members’ response to be a person or group
that exists on the Team Web site.

When you want to divide questions onto separate pages.

Question and Type

Twpe vour question and select the bype of answer, vpe your guestion here..

Jueskion:

The type of answer bo this guestion is:
(O single line of text
(O Multiple lines of text
() Choice (menu to chaose fram)
(T3 Rating Scale (a matrix of chaices or a Likert scale)
(O Mumber {1, 1.0, 100}
(O Currency (4, ¥, €)
(O Date and Time
(7 Lookup (information already on this site)
() vesiMo (check bax)
(7 Person or Group

(7 Page Separatar (inserts a page break inta your survey)

Exhibit 5-7: The Question and Type box
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6 Inthe Additional Question Settings box, select whether or not to require a
response to this question.

7 Inthe Additional Question Settings box, set the other values. The additional
settings available in this box change, depending on the type of answer you
selected for the question.

8 Click Next Question to enter another question in the survey.

Click Finish if you’re done entering questions.

Branching logic

A new survey feature of Windows SharePoint Services 3.0 is branching logic. Using
this feature, you can change the survey questions presented to a user based on their
responses to specific questions. In a survey that branches, questions appear only if they
apply to someone's situation, which is determined by their answer to a previous
question. If those questions don't apply to the user, they’re presented with another set of
questions or that set of questions is skipped entirely. Once you configure all the
questions for your survey, you use Survey Settings to set up branching for the desired
questions.



Do it!

B-1:

Creating a survey

Here’s how

Discussions and surveys

Here’s why

5-15

1

Click Site Actions and choose
Create

Under Tracking, click Survey
In the Name box, type

Employee Satisfaction
Survey

In the Description box, type This survey is designed to collect your
feedback on the working environment of Outlander Spices.

Observe the Survey Options box

Under “Show user names in the
survey results?,” select No

Click Next

In the Question box, type How
would you rate your
satisfaction with your job
at this time?

Under “The type of answer to this
question is,” verify that “Choice
(menu to choose from)” is
selected

Show User names in survey resulks?

(.?' Yes 'f:' Mo

Al rulkiple responsesy?

C‘ Yes @' Mo

You can specify whether responses should be
anonymous and whether users can respond to

the survey more than once.

To set responses to anonymous. You’ll keep the
default value of one survey response per user.

You’re taken directly to the page where you can

add a question to the survey.

(Cueskion:

How would you rate your satisfaction with your job at this
time?

The bype of answer ko this question is:
(O single line of text
(O Multiple lines of text
(®) Choice {menu ko choose From)
() Rating Scale {a matrix of choices or a Likert scale)
(O Mumber (1, 1.0, 100}
(O Currency (§, £, €)
() Date and Time
() Lookup {information already on this site)
() YesMo (check box)

() Person or Group

() Page Separator (inserts a page break inko your survey)
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8 Under “Require a response to this

9

10

11

12

13

14

15

question,” select Yes

In the “Type each choice on a
separate line” box, type
Extremely satisfied
Very satisfied

Satisfied

Require a response ko this queskion:

& ves (O Ma

Selecting Yes forces the user to select an answer
to this question.

Neither satisfied nor dissatisfied

Dissatisfied
Very dissatisfied
Extremely dissatisfied

Under “Display choices using,”
select Drop-Down menu

Observe the “Allow ‘Fill-in’
choices” box

In the “Default value” box, type
Extremely satisfied

Click Next Question

In the Question box, type What
is your overall opinion of
Outlander Spices?

Under “The type of answer to this

question is,” select Multiple
lines of text

To place your choices for this question in a
dropdown menu on the survey.

Al 'Fill-in' choices;

) es () Mo

A value of Yes allows users to enter their own
responses instead of choosing one of yours. A
value of No forces them to choose one of your
preset answers.

Default value:
(& Chaice () Calculated Yalus

Extrermely satisfied

To specify the default answer to this question to
“Extremely satisfied.”

You’ll enter a second question for the survey.
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16 Under “Require a response to this
question,” select Yes

17 Under “Number of lines for
editing,” type 15

18 Under “Specify the type of text to
allow:,” select Rich text
(Bold, italics, text
alignment)

19 Add another question with the
following settings:

Question: How comfortable are you with your physical work
environment?

Type of answer: Choice
Require a response: Yes

Choices:

Extremely satisfied

Very satisfied

Satisfied

Neither satisfied nor dissatisfied
Dissatisfied

Very dissatisfied

Extremely dissatisfied
Display choices: Drop-Down Menu
Allow °Fill-in’ choices: No

Default value:
Choice

Neither satisfied nor dissatisfied

20 Click Finish You’ve created three questions for this survey.
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Modifying a survey

Explanation Once you complete your survey, you can use Survey Settings to:
Edit existing questions and their settings

Add additional questions
Delete guestions

Change the order of questions
Specify branching logic

Do it! B-2: Modifying a survey

Here’s how

Here’s why

1

Under Questions, click
Add a question

Add a question using the
following information:

Question: What could be
improved in your physical
environment to make it
more comfortable?

Type of answer: Multiple lines
of text

Require response: Yes

Number of lines for editing: 10
Click Finish

Under Questions, click What is
your overall opinion of
Outlander Spices?

Click Delete

Click OK

Click Change the order of
the questions

You’ll add an additional question to your
survey.

You can edit the content and settings for this
question from this page. You can also delete the
question.

To delete the question.
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6 Using the Position from Top
boxes, place the questions in the
following order:
How comfortable are you with your physical work environment? 1

What could be improved in your physical environment to make it more
comfortable for you? 2

How would you rate your satisfaction with your job at this time? 3

Question Name Position from Top
Howe comfarkable are you with wour pheysical work, 1
environmenty
What could be improved inwvour physical environment to make o 4
it more comfortable for you?
How wiould wou rake wour sakisfaction with wour job ak this T a
Lirne?
7 Click OK
8 Click How comfortable are You’re going to add branching to this question.
gomg g q
you with your physical If users answer Dissatisfied, Very dissatisfied,
work environment? or Extremely dissatisfied, they’ll be directed to

the question, “What could be improved in your
physical environment to make it more
comfortable for you?” If a user answers any of
the Satisfied responses or Neither satisfied nor
dissatisfied, the question will be skipped.

9 Observe the Branching Logic Here is where you’ll specify which responses
section skip the second question, “What could be
improved in your physical environment to make
it more comfortable for you?”
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10 From the Extremely satisfied dropdown list, select How would you rate
your satisfaction with your job at this time?

From the Very satisfied dropdown list, select How would you rate your
satisfaction with your job at this time?

From the Satisfied dropdown list, select How would you rate your
satisfaction with your job at this time?

From the “Neither satisfied nor dissatisfied”” dropdown list, select How would
you rate your satisfaction with your job at this time?

Possibla

Choices D UE

E:EEP;?V How would vou rate your satisfaction with your job at this time? “
Very satisfied | How would you rate vour satisfaction with your job at this time? “
Satisfied How would vou rate your satisfaction with your job at this time? “
Meither

satisfied nor | How would you rate your satisfaction with your job at this time? “
dissatisfied

Dissatisfied Mo Branching “
Very -

dissatisfied Mo Branching bt
Extremely -

dissatisfied Mo Branching bt

11 Click OK



Explanation

Do it!

Responding to surveys

To respond to a survey:
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1 On the Quick Launch bar, under Surveys, click the link to the survey you want
to respond to. If the survey isn’t listed on the Quick Launch bar, click View All
Site Content and click the link under Surveys.

2 Click “Respond to this Survey.”

3 Answer the questions in the survey, using the Next button to move to the next

question.
4  Click Finish.

Here’s how

You can use the Save button at any time during the survey to save your current
responses and return later to finish the survey. You’ll find your partially completed
survey is in the All Responses view. It shows that it isn’t yet completed. Click your
survey to finish answering the questions.

B-3: Responding to a survey

Here’s why

1 Above “Customize Employee

Satisfaction Survey,” click
Employee Satisfaction
Survey

Click Respond to this
Survey

For the “How comfortable are you
with your physical work
environment?” question, select
Very Dissatisfied

Click Next

Observe your next gquestion

In the answer box, type My area
is too cold, even with a
sweater.

For the “How would you rate
your satisfaction with your job at
this time?” question, select Very
satisfied

To return to the survey page.

To move on to the next survey question. Save
allows you to save your responses to this point
and finish the survey at a later time.

Because you responded using one of the
branching answers, you’re presented with the
question, “What could be improved in your
physical environment to make it more
comfortable for you?”
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7 Click Finish

You have one response so far.

Survey Name:

Survey Description:

Time Created:

NMumber of Responses:

Employee Satisfaction Survey

This survey is designed to collect vour feedback on the working
environment of Outlander Spices,

1/15/2008 5:49 AM
1

8 Access your partner’s Employee You have permissions on your partner’s Team

Satisfaction Survey

9 Click Respond to this

Survey

Web site as a member of his or her Test users ##
group.

10 For the “How comfortable are you

with your physical work

environment?” question, select

Very Satisfied

11 Click Next

12 Click Finish

To move on to the next survey question.
Because you didn’t respond with one of the
branching answers, the question, “What could
be improved in your physical environment to
make it more comfortable for you?,” is skipped.

To accept the default value for the final
question.



Discussions and surveys ~ 5-23

Viewing survey responses

Explanation After the users have responded to your survey, you can view the results on the survey
page. This page has three views:

e Overview—This is the default view. It shows the title and description of the
survey, when it was created, and how many responses you have so far. There are
links to the other two views.

e All Responses—This view displays a list of all responses. You can click each
response in the list to view it.

e Graphical Summary—This view displays the answers to each question on a
Gantt or bar chart.

Do it! B-4: Viewing the responses to a survey
Here’s how Here’s why
1 Return to your own Employee You can change the view by using the View
Satisfaction Survey page menu or by clicking one of the links on the
Overview page.
2 Click Show a graphical To see the responses to each question as a Gantt
summary of responses or bar chart.

3 From the View menu, choose All This view lists each of the survey responses. The
Responses Completed column indicates whether or not the
user finished the survey.

4 Click View Response #1

How comfortable are you Dissatisfied
with your physical work
environment?

What could be improved My area is too cold, even with a sweater,
in your physical

environment to make it

more comfortable for

you?

How would you rate your Wery satisfied
satisfaction with your
job at this time?

The answer to each question displays.
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Explanation

Do it!

Deleting surveys

You delete survey responses and entire surveys in the same manner you delete lists,
libraries, and discussion boards. To delete an individual survey response:

1
2

3
4

View the list of All Responses.

Click the down-arrow next to the response you want to delete. You can also
open the response.

Choose Delete Response.
Click OK to verify the deletion.

To delete an entire survey:

1
2
3
4
Simil
respo
Bin.

Access the survey page.

Click Settings and choose Survey Settings.

Under Permissions and Management, click “Delete this survey.”
Click OK to verify the deletion.

ar to restoring lists, libraries, and discussions, you can restore individual survey
nses from the Recycle Bin. You can also restore a deleted survey from the Recycle

B-5: Deleting a survey response and a survey

Here’s how Here’s why

1

On the All Responses view, click You can delete the response from the item menu

View Response #1 without opening it. However, opening the
response item helps you verify that it’s the one

you actually want to delete.

Click Delete Response

Click OK To verify the deletion.

Click Settings and choose
Survey Settings

Under Permissions and
Management, click Delete this
survey

Click OK

Close Internet Explorer



Discussions and surveys ~ 5-25

Unit summary: Discussions and surveys

Topic A In this topic, you learned how to create a discussion board and start a discussion. You
learned how to respond to a discussion comment, edit a discussion comment, and delete

a discussion comment and a discussion board.

Topic B In this topic, you learned how to create and modify a survey, including how to apply
branching logic to your questions. You learned how to respond to a survey and view
survey responses graphically and in list form. In addition, you learned how to delete

survey responses and surveys.

Review questions

1 What’s unique about discussion boards compared to other SharePoint Services lists
and libraries?

2 What happens when the first user responds to a discussion?

3 True or False? After a discussion comment or response has been posted, it can be
modified.

4 When would you get the error shown in the following graphic? Why?

Gao back ko sike

Error

Cannot complete this ackion,

Please try again,

Troubleshook issues with Windows SharePoint Services,

5 What’s a SharePoint Services survey?
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6 If you want users to choose a response from a numeric scale (for example, a scale of
1 to 10), what survey response type would you select?

7 If you want users to respond to a survey question with a simple Yes or No, what
survey respond type would you select?

8 What’s branching logic?

9 When would you want to implement branching logic?

10 How does branching logic work?

11 What are the three views you can use to view survey results?
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Independent practice activity

In this activity, you’ll practice creating, managing, and deleting Windows SharePoint
Services discussion boards and surveys.

1
2

10
11

12
13

Go to http://outlander/administration.

Create a discussion board with the name: Techniques of Market Segmentation ##.
Enter a description: The discussion will focus on how to apply the techniques of
marketing segmentation. Don’t create a link on the Quick Launch bar.

Start a discussion with the subject: Consumer Market Segmentation. To start the
discussion, enter a comment: Consumers are categorized based on geography,
demography, and their psychology.

On your partner’s discussion board, respond to his or her discussion. Enter the
response: You can divide the market geographically, based on the urban and
rural areas.

Edit your response to include: Consumers can be divided on the basis of
geography, demography, their psychology, and their culture.

On your own discussion board, delete your partner’s response to your comment.
Delete your discussion board.

Create a survey called Higher Prices ##, with the question: Should Outlander
Spices quote a higher price for its products? Select Multiple lines of text as the
type of answer to this question. Don’t place a link on the Quick Launch bar.

Respond to your partner’s survey.
View the results of your survey.

Modify your survey to change the type of answer to choice. Set the answer options
as Yes, No opinion, and No.

Delete your survey.
Close Internet Explorer.
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Course summary

This summary contains information to help
you bring the course to a successful
conclusion. Using this information, you will
be able to:

A Use the summary text to reinforce what
you’ve learned in class.



S-2 Windows SharePoint Services 3.0: SharePoint for Users

Topic A: Course summary

Use the following summary text to reinforce what you’ve learned in class.

Unit summaries

Unit 1

In this unit, you learned how to identify and work with the default components of a
Windows SharePoint Services Team Web site.

Unit 2
In this unit, you learned how to create and modify a Web Part Page.

Unit 3
You worked with Wiki page libraries.

Unit 4

In this unit, you learned how to create, manage, and delete lists on a Windows
SharePoint Services Team Web site. The list you worked with is Tasks

Unit 5

In this unit, you learned how to create, manage, and delete surveys and discussion
boards. You learned how to change the view to display surveys in a graphical
summary form and discussion boards in a threaded format.
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Glossary

Access view
Displays data using a form or report created on
Microsoft Office Access.

announcement
Item type used in the Announcements Web section.

Announcements
Section where you can post messages on the home page
of your Team Web site.

Calendar
Customizable list of upcoming meetings and events.

calendar view
Displays data in a daily, weekly, or monthly calendar
format.

content approval
Allows an administrator to approve or reject user
content before it’s posted to the public.

custom permission level
Definable individual permissions and other settings.

datasheet view
Displays data in a spreadsheet format similar to that of
Microsoft Excel.

discussion board
A forum for team members to discuss topics relevant to
them.

discussion thread
A series of discussion comments, with the first
comment and its responses.

document library
A central repository for sharing a collection of
documents or other files.

events
Item types used in the Calendar Web part.

form library
A central repository for managing XML-based business
forms.

Gantt chart

A bar chart that shows the start and finish dates of the
individual tasks of the project, along with their
progression, if you’ve entered a % Complete value.

Gantt view
Displays data in a Gantt (bar) chart, showing tasks over
time.

library
A central repository that you can use to store and share
files, images, and forms.

Links
A customizable list for URL links to resources, both
outside and within your organization.

list
SharePoint Service Web section that stores information
as items.

permission level
A predefined set of individual permissions and other
settings.

picture library
A central repository for sharing image files.

Quick Launch bar
A left-side navigation tool containing links to navigate
quickly to other pages of the Web site.

Recycle Bin

Similar to the Windows Recycle Bin, used to restore or
permanently delete items that have been removed from
the site.

search bar
Allows you to search within a site, or if allowed, across
multiple sites.

Site Actions menu
Quick access to creation, editing, and other
management tasks.

site collection
The structure of a top-level site and its subsites.

site group
Maintains security of SharePoint Web sites.

site themes
Applies fonts and a color scheme to your site.

standard view
Displays data on a Web page in a variety of layouts.

survey
A questionnaire to collect information in a preset form
from a group of people.
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team site
The default template to create a SharePoint Web site.

threaded
Referring to an original message and all of its replies.

Top link bar
Customizable and hyperlinked tabbed navigation tool
that runs across the top of SharePoint Web sites.

tree view
A Site Structure section added to the Quick Launch bar
to navigate the site and subsites.

view
Displays information in various layouts.

Web Part Page
A custom page that can hold web parts, such as
announcements, tasks, and events.

web parts
Components that make up a Team Web site.

wiki
Software that allows users to create, edit, and link web
pages using a Web browser.

Wiki Page library
A central repository for managing interconnected wiki
pages.

zone
Sections of a Web Part Page.
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