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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. 
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Topic A: 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: 

• Table of contents 
• Introduction 
• Units 
• Appendices (optional) 
• Course summary 
• Quick reference (optional) 
• Glossary (optional) 
• Index 

 



0–iv Windows SharePoint Services 3.0: Introduction to SharePoint 

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 the default components of a Windows SharePoint Services team Web site. 
• Create and manage libraries. 
• Create and manage contact lists. 
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U n i t  1  
The SharePoint site 

Unit time: 17 Minutes 

Complete this unit, and you’ll know how to: 

A Identify components of a Windows 
SharePoint Services 3.0 Team Web site. 
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Topic A: SharePoint components 
Explanation 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: 

• Posting documents that you want to share with other users. 
• Controlling the versions of the documents you create. 
• Conducting discussions. 
• Creating events and announcements to let other users know about team 

activities. 
• Creating libraries to store documents, images, and forms. 
• Creating tasks and assigning them to team members. 
• Storing user information about 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 
Top link bar Calendar

Site image 

Site Actions 
menu 

Links

Search bar 

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 Site Image to brand your team/project. 

The Links section is empty by default but is customizable, allowing you to add URL 
links(both internal and external 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/ 

 
 
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 

 

 

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.  

 

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

 People and Groups 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. 

 Recycle Bin 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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Do it! A-1: Identifying Team Web site components 

Here’s how Here’s why  

   1.  Double-click the folder for To open the Log On to Windows dialog box. 
SharePoint that is on your 
desktop, according to the 
instructor’s directions. 

  2. Observe the Top link bar  

 
 

  The links on the Top link bar include: Home, 
Operations, and Application Management, 
which are all part of Central Administration. 
There are also links to Sales and Marketing, 
Administration, and multiple Sales ## sites. 
These are the sites you’ll use during class for the 
activities. On the far right, is the Site Actions 
menu. 
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  3 Scroll to the right until the Site 
Actions tab is visible  

 Open the Site Actions menu 

 
You can use this menu to create or edit 
components of the Web site. You can use the 
Site Settings menu to manage settings such as 
users and permissions, the look and feel of the 
site, galleries, and administrative settings. 

  4 Close the Site Actions menu and  
scroll back to the left 

  5 Observe the Quick Launch bar 

 
You can use the links on the Quick Launch bar 
to access the components of this Web site 
quickly. There’s an additional link under 
Discussions, Discussion on Market Research, 
which was created during class setup, as well as 
two subsites, Internet Sales and National Sales, 
also created during class setup. 
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  6 Observe the Announcements  
section 

 

 

  (You might have a “Getting Started” 
announcement in your Announcements section.) 
You can click “Add new announcement” to add 
an announcement to the Web site. An 
announcement is marked “New” when it’s first 
created. The “New” icon doesn’t appear next to 
an announcement after it has been on the site for 
more than a day. 

  7 Observe the Calendar section  

 

 

  You can click “Add new event” to add a 
calendar item to the Web site.  

  You can create an all day event, a  repeating 
event and a workspace for details of the event. 
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  8 Scroll right and observe the 
Windows SharePoint Services site 
image 

 
This is the default image added to the Web site 
during creation. The section is customizable and 
you can change the graphic to include your own 
company logo or team graphic. 

  9 Observe the Links section 

 
You can click “Add new link” to add a 
hyperlink to an internal or external URL. 
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The SharePoint Services hierarchy 
Explanation 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. 

 

Exhibit 1-3: Example of a site collection 
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Do it! A-2: Navigating the SharePoint Services hierarchy 

Here’s how Here’s why  

  1 On the Top link bar, click This takes you to another site at the same level 
as Sales and Marketing. You’re able to access Administration 
this site because you’ve been assigned 
permissions. 

  2 On the Top link bar, click Sales 
##, where ## is one more than 
your assigned train number 

 
You receive an access denied message because 
you don’t have permissions for this site. 

 To return to the Administration site.  3 Click  

  4 On the Quick Launch bar, under This is one of two subsites of Administration. 
You can return to the Administration site by Site, click Accounting 
clicking the Administration link above the 
Announcements section or by using the Top link 
bar. 

  5 Above the Announcements  section, click Administration 
To return to the Administration site. 

  6 Return to the Sales ## site (Use the Top link bar.) 

  7 On the Quick Launch bar, click This page of the site lists all the content on the 
site. You can use the links on this page to View All Site Content 
navigate to the content. Content links don’t have 
to be listed on the Quick Launch bar, so you can 
use this page to navigate a site’s content. 
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Tree View 

Explanation When you enable tree view on your Team Web site, a Site Structure section is added to 
the Quick Launch bar, as shown below.  Users can use these links to navigate quickly to 
other content on the Web site or its sub-sites. 

 

 

 
 

Do it! A-3: Enabling tree view 

Here’s how Here’s why 

 1 Access the Site Settings (From the Top link bar, click Site Actions and choose 
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  
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Unit summary: The SharePoint site  
Topic A In this topic, you learned how to navigate within the Windows SharePoint Services 3.0 

environment and the Windows SharePoint Services 3.0 hierarchy. 

Review questions 
 1   In the following graphic, identify the components of the Windows 

SharePoint Team Web site.  Identify the following components. 

  Site Actions button 

  Quick Launch Bar 

  Top link bar 

  Search bar 

  Site image 

  Links  

  Announcements 

  Calendar 

 
 

  

 

 2 What are some of the basic tasks you can use a Windows SharePoint 
Team Web site to do? 

Answer include: 

• Posting documents that you want to share with other users. 

• Controlling the versions of the documents you create. 

• Conducting discussions. 

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

• Creating libraries to store documents, images, and forms. 

• Creating tasks and assigning them to team members. 

• Storing user information about team members. 
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 3 True or False? By default, child sites are listed on the top link bar of the parent site. 

True. 

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

True. 

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

The Site Actions menu 

 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? 

A site collection. 

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 site of the top link bar.   

 

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

You can lookon the Quick Launch bar to see if any sites are listed under the Sites heading. You 
can also click View All Site Content and observe the Sites and Workspaces list. 

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

There are two subsites—Accounting and Human Resources. 

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

On the Quick Launch bar, under Discussions, click the desired discussion board. You can also 
click View All Site Content, then under Discussions, click the desired discussion board. 

 5 Are there any discussion boards on this site? 

The default “Team Discussion” discussion board is the only discussion board on the site 
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U n i t  2  
Team Web site components 

Unit time: 46 Minutes 

Complete this unit, and you’ll know how to: 

A Manage the components on the Team Web 
site. 

B Delete events, links, and announcements. 
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Topic A: New component items 
Explanation As you know, when you create a SharePoint Team Web site, it contains four 

components by default. These components are Announcements, Calendar, site image, 
and Links. In this topic, you’ll look at Announcements, Calendar, and Links. You alter 
the site image by modifying a Web part, so we’ll look at that component later in this 
unit. 

Announcements 
 You use the Announcements Web part to inform team members about news or the status 

of an event. The Announcement Web part contains items called announcements.  

To create a new announcement, click “Add new announcement” on the Home page in 
the Announcements Web part. You can also click Lists on the Quick Launch bar, click 
Lists, click Announcements, and then choose New, New Item. Using either method, the 
Announcements: New Item page displays, as shown in Exhibit 2-1.   

 

 
Exhibit 2-1: The Announcements: New Item page 

An announcement contains a title, body, and expiration date. The title is a mandatory 
field for an announcement. However, the body, which contains a short description of the 
announcement, and the expiration date, are optional. After you create an announcement, 
it appears on the Home page of the team site. Only the five most recent announcements 
display on the Home page at any one time. If you set an expiration date for the 
announcement, the announcement won’t appear on the Home page after that date. All 
announcements are listed in the Announcements page. To view the announcements, 
open the Lists page by clicking Lists on the Quick Launch bar and then clicking 
Announcements. 
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Do it! A-1: Creating an announcement 

Here’s how Here’s why  

  1 Open Internet Explorer Your Sales ## home page is displayed in 
Internet Explorer, because you set it as your IE 
default home page. 

  2 In the Announcements Web part, To open the Announcements: New Item page. 
click Add new 
announcement 

  3 In the Title box, type Change to  
the incentive structure 

  4 In the Body box, type There  
has been a change to the 
incentive structure for the 
sales team. 

  5 Observe the Body toolbar 
 

You can use these tools to apply formatting to 
your announcement body text. 

  6 Select sales team  

 To apply bold formatting to the words “sales Click  
team.” 

 To apply italics to the words “sales team.” Click  

  Click  

 Click the red square To apply red color to the text “sales team.” 

  7 In the Expires box, enter a date  
one week from today 

  8 Click OK To create the new announcement. 

  9 On the Home page, observe the The new announcement displays on the Home 
page. The “!New” icon appears next to the Announcements Web part 
announcement item’s title. 
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Editing announcements 
Explanation If you have the appropriate rights, you can edit an announcement, if you need to change 

the title, description, or expiration date. To edit an announcement, open the 
announcement item and then click the Edit Item button. Make your changes to the 
desired fields and click OK. By default, members of the SharePoint Team Web site 
Owners group have Full Control over announcement items. 

Do it! A-2: Editing an announcement 

Here’s how Here’s why  

  1 On the Home page, under  
Announcements, click Change 
to the incentive structure 

   2 Click  

  3 Add the following text to the text  
in the Body box: 

 The incentive structure has  
been e-mailed to each one  
of you. 

  4 Edit the Expires box to read the  
date two weeks from today 

  5 Click OK The changes you made to the announcement 
item are saved and display on the Home page. 
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Calendar 
Explanation Calendar is the Web part that you use to post information about important meetings and 

events that your team needs to attend. The Calendar Web part contains items called 
events. To create a new event, click “Add new event” on the Home page in the Calendar 
Web part. You can also click Lists on the Quick Launch bar, click Calendar, and then 
choose New, New Item. Using either method, the “Calendar: New Item” page displays, 
as shown in 

 

Exhibit 2-2. 
 

Exhibit 2-2: The Calendar: New Item page 

When you create an event, you need to specify a title, a start date and time, and an end 
date and time. Optionally, you can specify a location for the event, a brief description of 
the event, and its recurrence, such as daily, weekly, monthly, or yearly. You can also 
specify that SharePoint create a meeting workspace on the Team Web site for the event. 
You can use this meeting workspace to organize attendees, agendas, documents, 
minutes, and other details of the event. 

After you create an event, it appears on the Home page of the Team Web site in the 
Calendar Web part. You can identify a new event by the “!New” icon that’ displays next 
to the event title. The Home page shows only the most recent ten events that you’ve 
created. To view other events, click Calendar on the Home page. Using the View list, 
you can change the default calendar view to the “All Events” or “Current Events” list. 

 



2–6 Windows SharePoint Services 3.0: Introduction to SharePoint 

Do it! A-3: Creating an event 

Here’s how Here’s why  

  1 In the Calendar Web part, click  
Add new event 

  2 In the Title box, type  
Outlander: Annual Sales 
Meeting 

  3 In the Location box, type  
Conference room, 5th floor 

  4 In the Start Time box, enter a date  
three days from today 

 Enter a time of 10 am  

  5 In the End Time box, enter the (Three days from today.) 
same date as the Start Time box 

 Enter a time of 6 pm  

  6 In the Description box, type  
Please bring a copy of your  
last two quarterly sales  
reports to this meeting 

  7 Click OK  

  8 On the Home page, observe the The new event displays on the Home page. The 
“!New” icon appears next to the announcement Calendar Web part 
item’s title. 
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Editing an event 
Explanation You can edit the information in an event, such as the title, description, start and end date 

and times, and recurrence of the event. You can also create a meeting workspace, if you 
didn’t create one initially.  

1 Open the event by clicking on it on the Home page or on the Calendar page. 
2 Click Edit Item. 
3 Make your desired changes and click OK. 

Do it! A-4: Editing an event 

Here’s how Here’s why  

  1 On the Home page, under Details of the event display. 
Calendar, click Outlander: 
Annual Sales Meeting 

   2 Click  

  3 Add the following text to the  
description: 

 In the annual sales meeting,  
we will discuss the projected  
growth rate for next quarter. 

  4 Check Make this an all-day The page refreshes and the start and end times 
no longer display. activity that doesn’t start 

or end at a specific hour. 

  5 Click OK To save your changes to the event. 
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Links 
Explanation You create links for users to access Internet or intranet Web pages or to access a page or 

a resource, such as a document or an image, on a SharePoint site. To create a link, from 
the Home page, under Links, click “Add new link,” or from the Quick Launch bar, click 
Lists, click Links, and then choose New, New Item. This opens the Links: New Item 
page, as shown in 

 

Exhibit 2-3.  
 

 
Exhibit 2-3: The Links: New Item dialog box 

When you create a link, you must specify a URL to a Web page. For example, 
http://www.google.com is a URL to an external Web page; 
http://outlander/sm01/lists/calendar is the URL to the Calendar page on a 
SharePoint site. You can also specify a brief description and additional notes for the 
link. The text you enter in the “Type the description” box displays with the link on the 
Links page. 
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Do it! A-5: Creating a link 

Here’s how Here’s why  

  1 On the Home page, under Links, To open the Links: New Item page. 
click Add new link 

  2 Edit the URL box to read:  

 http://maps.yahoo.com 

  3 Click A separate Internet Explorer window opens Click here to test 
showing YAHOO! LOCAL Maps. 

  4 Close the Yahoo! Maps windows  

  5 In the “Type the description” box,  
type Maps and directions 

  6 In the Notes box, type Use this  
page to find a location or 
obtain directions. 

  7 Click OK 

 

  8 Create two more links with the  
following settings: 

 URL: http://msdn2.microsoft.com 

Description: Microsoft Developer Network 

 URL: http://www.dictionary.com 

Description: Online dictionary 
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Editing links 
Explanation When you click a link, it opens the Web page it points to. To edit a link, on the Home 

page, click Links. You can also click Lists on the Quick Launch bar, and then click 
Links. Both methods open the Links list. To open the link item for editing, hover your 
mouse pointer over the item to display the dropdown arrow. Click the dropdown arrow 
and choose Edit Item. Make the desired changes and click OK. 

Changing the order of links 

Links appear on the Home page in the order in which you create them. You can change 
the order of the links, if you want to arrange them in order of importance or some other 
arrangement scheme. For example, you could arrange links so that the first five links 
open various search sites and the next five links open sites pertaining to sales. To 
change the order of links, open the Links list page. Click Action and choose Change 
Order. Alter the number next to each item to place it in the desired position from the top 
of the list. Click OK. 
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Do it! A-6: Editing a link 

Here’s how Here’s why  

  1 On the Home page, click Links To open the Links list page. 

  2 Hover your mouse over Online  
dictionary and then click the 
down-arrow button 

 Click Edit Item  

  3 Edit the URL read http://dictionary.reference.com 

 Click OK  

  4 On the Links list page, click To open the Item Order page. 
Actions and choose Change 
Order 

  5 From the dropdown list next to To put the Online dictionary link at the top of 
the list. Online dictionary, choose 1 

  6 Move Microsoft Developer  
Network to position 2 

  7 Click OK  

  8 Click Sales# 

 
The Links are displayed in the new order you 
just specified. 
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Topic B: Item deletion 
Explanation You can delete items, such as events and announcements, if you no longer require them 

on your site. You can also delete links, if they become inaccessible or are no longer 
relevant to team members. 

To delete any item: 
1 Open the list page for the Web component where the item appears. For example, 

to delete an event, open the Calendar list page. 
2 Click the dropdown arrow next to the item you want to delete and choose Delete 

Item. 
3 Click OK to verify the deletion. 

Do it! B-1: Deleting Team Web site component items 

Here’s how Here’s why  

  1 On the Home page, click To open the Announcements list page. 
Announcements 

  2 Click the down-arrow next to  
“Change to the incentive structure,”  
and choose Delete Item 

  3 Click OK To confirm removal of the item from the 
Announcements list. 

  4 On the Quick Launch bar, click To move to the Calendar list page without going 
back to the Home page first. Calendar 

  5 From the View list, choose All To show the Calendar items in a list.  
Events 

  6 Click the down-arrow next to  
Outlander: Annual Sales Meeting 
and choose Delete Item 

  7 Click OK To confirm removal of the event from the 
Calendar list. 

  8 On the Quick Launch bar, click  
Lists 

 Click Links To navigate to the Links list. 

  9 Click the down-arrow next to  
Microsoft Developer Network and 
choose Delete Item 

  10 Click OK To confirm removal of the link. 
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  11 On the Top link bar, click your To return to the Home page. The announcement 
and calendar items are no longer listed, and Sales# 
neither is the link to the Microsoft Developer 
Network. 

 

Restoring items 
Explanation You can use the SharePoint Team Web site Recycle Bin to restore items you’ve deleted 

by mistake. On the Quick Launch bar, click Recycle Bin. The items you’ve deleted are 
listed here. Similar to the functionality of the Windows Recycle Bin, you can restore an 
item from here or permanently remove it. Select an item and then click Restore 
Selection to put it back on your Team Web site or click Delete Selection to remove it 
permanently from the site. 

Do it! B-2: Using the Recycle Bin 

Here’s how Here’s why  

  1 On the Quick Launch bar, click (At the bottom of the Quick Launch bar.) The 
three items you just deleted are listed here. Recycle Bin 

  2 Check Outlander: Annual You’ll restore these two items. 
Sales Meeting and Change 
to the incentive structure 

  3 Click Restore Selection  

  4 Click OK To confirm that you want the selected items 
returned to the Team Web site. 

  5 Check 2 This is the link to the Microsoft Developers 
Network. 

  6 Click Delete Selection  

  7 Click OK To confirm that you want the selected item 
permanently removed from the Team Web site. 

  8 Return to the Home page The “Outlander: Annual Sales Meeting” event 
item and “Change to the incentive structure” 
announcement item have been returned to their 
respective lists. 
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Unit summary: Team Web site components  
Topic A In this topic, you learned how to add and modify component items, such as events, 

links, and announcements on the Team Web site. 

Topic B In this topic, you learned how to delete Team Web site component items, such events, 
links, and announcements. 

Review questions 
 1 What are the elements of an announcement? 

An announcement contains a title, body, and expiration date.  

 2 Are any of the announcement elements required? If so, which ones? 

The title is a mandatory field for an announcement. However, the body, which contains a short 
description of the announcement, and the expiration date, are optional.  

 3 True or False? Once you post an announcement, you can’t edit it. 

False. If you have the appropriate rights, you can edit an announcement, if you need to change 
the title, description, or expiration date. 

 4 What are the elements of a Calendar event? 

A Calendar event item contains a title, a start date and time, an end date and time, a location for 
the event, a brief description of the event, and its recurrence, such as daily, weekly, monthly, or 
yearly. 

 5 Are any of the event elements required? If so, which ones? 

When you create an event, you must specify a title, a start date and time, and an end date and ou 
can specify that SharePoint create a meeting workspace on the Team Web site for the event. 

 6 When you create a link, where does the text you enter in the “Type the description” 
box display? 

The text you enter in the “Type the description” box displays with a link on the Links page. 

 7 True or False? If you inadvertently delete an item, you can recover it. 

True. You can use the SharePoint Team Web site Recycle Bin to restore items you deleted by 
mistake. 

A Web Part Page is a custom page that can hold Web Parts, such as announcements, tasks, and 
events.  
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Pages 

Independent practice activity 
 In this activity, you’ll create and manage items in the default Team Web site 

components. You’ll also create and manage a Web Parts page. 

 1 Go to your Sales# tab on the Top Link Bar. 

 2 In the Team Web site, create a 3-hour event called Product Demo ##. (## is your 
assigned student number.) Specify a date and time one week from today at 2:00 pm.  
Enter a brief description, such as “I will be demonstrating the new ## product.”  

 3 Create an announcement called Seminar on Quality ##. As the body, enter “A 
seminar on quality will be conducted on <enter tomorrow’s date> at the Kemp's 
Hall. Participants are requested to be on time.” 

 4 Edit your Seminar on Quality ## announcements to include an expiration date of the 
day after tomorrow. 

 5 Create a link to http://hctx.net. Enter the description: Harris County Home . Test 
the link before saving. 
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U n i t  3  
Libraries 

Unit time: 62 Minutes 

Complete this unit, and you’ll know how to: 

A Create and manage document libraries. 

B Create and manage picture libraries. 
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Topic A: Document libraries 
Explanation 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:  
• Document library—Used for sharing a collection of documents or other files. 
• Form library—Used for managing XML-based business forms. 
• Picture library—Used to share image files. 
• 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 
• Controlling the versions of files 
• 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. 
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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. 

 

 

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: Creating a document library 

Here’s how Here’s why  

  1 Open Internet Explorer  The home page is set to your Sales ## Team 
Web site home page. 

  2 Click Site Actions and choose  
Create 

  3 Under Libraries, click  
Document Library 

  4 In the Name box, type Business  
Documents 

  5 In the Description box, type This  
document library contains 
sample business 
documents and templates. 

  6 Under Navigation, verify that Yes To place a link to this document library on the 
Quick Launch bar. is selected 

  7 Under Document Version History, This choice specifies that you don’t want to 
create a new version of the file in the library verify that No is selected 
each time you make a change.  

  8 Under Document Template, verify To use Microsoft Word as the default document 
type for all new files created in this library. that “Microsoft Office Word 97-

2003 document” is selected 

  9 Click Create  
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Adding documents 
Explanation After creating a document library, you can add documents to it. To do this, on the 

Document Library page, click New and choose New Document. You’ll be prompted 
that some files contain viruses that can harm your computer, so if you don’t fully trust 
the source of this file, you shouldn’t open the file. 

 

Do it! A-2: Adding a document to a document library 

Here’s how Here’s why  

  1 Click New and choose New  
Document 

  2 Click OK To confirm that you trust the source of this file 
and want to open the document. 

  3 Type the contents of a business  
letter template, as shown in the 
following graphic: 

 

 

 The Save As dialog box opens. Save to the  4 Click   
desktop, according  to your instructor’s 
directions. 
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  5 In the File name box, type  
Business Letter 

 

 

  6 Click Save  

  7 Click OK To verify that you want compatibility only with 
Word 2007. 

  8 Close Word  

 To view the document you just added.  9 If necessary, click  
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File uploads 
Explanation 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. 
2 Click Browse and navigate to the folder where the file is located 
3 Select the file.  
4 Click Open. 
5 Check or clear the check box for overwriting existing files. 
6 Click OK. 

To upload multiple files to the library: 
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. 

2 Use the left pane to navigate to the location of the files. 
3 In the right pane, check the files in this folder that you want to upload. 
4 Repeat steps 2 and 3 for files in other folders. 
5 Click OK. 

 

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 

 

 

  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 
document library 

 

  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: Picture libraries 
Explanation A picture library is a collection of images that you can share with team members. You 

can use picture libraries to store pictures that will be frequently used in a project or a 
team. You can add, edit, and delete pictures from a picture library. 

 

Creating picture libraries 
 To create a picture library, click Picture Library in Create Page. When you create a 

picture library, you can specify: 
• A name and description for the picture library 
• Whether or not the library should display as a link on the Quick Launch bar 
• Whether or not a new version of the picture library should be created every time 

you edit a picture 

Do it! B-1: Creating a picture library 

Here’s how Here’s why  

  1 Click Site Actions and choose  
Create 

  2 Under Libraries, click Picture  
Library 

  3 In the Name box, type Logos  

  4 In the Description box, type Use  
one of these images as the 
logo for your documents. 

  5 Click Create A new section is added to the Quick Launch bar. 
Its title is Pictures, and it contains the link to the 
Logos picture library. 

  6 Create a second Picture Library  
called Employee Photos 
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Image files 
Explanation After you create a picture library, you can upload existing image files to it.  

1 Access the Employee picture library.   
2 Click Upload and choose “Upload Picture” or “Upload Multiple Pictures.” 
3 Use the interface presented to select single or multiple image files to upload. 

When you upload multiple pictures, you use Microsoft Office Picture Manager, 
as shown in Exhibit 3-3. 

4 For single image files, enable or disable “Overwrite existing files” and then click 
OK. 
For multiple image files, select the desired upload setting: 

• Send original pictures 
• Send pictures optimized for viewing on the Web 

 Then click “Upload and Close.” 
 

Exhibit 3-3: Uploading multiple image files through the Microsoft Office Picture 
Manager 
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Do it! B-2: Uploading pictures to a picture library 

Here’s how Here’s why  

  1 In the Employee Photos picture  
library, click Upload and choose 
Upload Picture 

  2 Browse to the Unit 5 folder for  
this unit 

 Select New Employee.jpg  

 Click Open  

  3 Click OK To upload a single image file to the picture 
library. 

  4 In the Title box, type New  
Sales VP 

  5 In the Date Picture Taken box,  
enter today’s date 

 Enter 3pm  

  6 In the Description box, type  
Photo of our new VP of 
Sales – internal use only 

  7 In the Keywords box, type VP,  
Sales 

  8 Click OK The photo displays in Thumbnail view in the 
Employee Photos picture library. 

  9 Switch to the Logos picture (On the Quick Launch bar, under Pictures, click 
Logos.) library 

  10 Click Upload and choose  
Upload Multiple Pictures 

  11 Under Picture Shortcuts, click 
Add Picture Shortcut… 

 

  12 Browse to the Unit 5 folder for  
this unit and click Add 
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  13 Select logo01.jpg and  
logo02.jpg 

 Click Upload and Close  

  14 Click Go back to “Logos”  

 

Picture library views 
Explanation After you add pictures, you can display the pictures using the following views: 

• Details, which shows the associated picture information but doesn’t show the 
picture. 

 

• Thumbnails, which shows a small version of the picture. This is the default view. 
• Filmstrip, which shows a thumbnail and the larger size of the picture. 

Do it! B-3: Working with picture library views 

Here’s how Here’s why  

  1 From the View menu, choose All 
Pictures, Details 

  2 Observe the view This is the more traditional list view. The 
columns show the type of file, the file name, the 
picture size, and the file size. 

  3 Change to the Filmstrip view This view shows all the images as thumbnail 
images and the selected image as full size. 

  4 Click on logo02 The second logo is now shown as full size in the 
bottom portion of the window. 

  5 Change to Thumbnails view  
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Do it! B-4: Downloading an image from a picture library 

Here’s how Here’s why  

  1 Check logo01  

  2 Click Actions, Download  

  3 Click Download 

By default, images download into your My 
Pictures folder. A new folder called Logos is 
created. 

  4 Click Save  

  5 Click Yes To create the Logos folder. 

  6 Click Start and choose My  
Pictures 

 Open Logos The Outlander Spices logo image file has been 
downloaded to your local computer. 

  7 Close the Logos window  

 

 



 Libraries 3–15 

Unit summary: Libraries  
Topic A In this topic, you learned how to create, modify, and delete document libraries. You 

use document libraries to share a collection of documents or other files with other users. 
You learned to upload documents to a document library and edit the template for a 
document library. 

Topic B In this topic, you learned how to create picture libraries and work with the views 
within a picture library. You use picture libraries to share image files. You learned to 
upload images to the picture library and download them to your desktop computer. 

Review questions 

 1  Which type of library is created by default when you create a SharePoint Services 
Team Web site? 

When you create a SharePoint Team Web site, a document library called Shared Documents is 
created by default.  

 1 True or False? In addition to creating new documents in a document library, you 
can upload existing documents to share. 

True. You can upload a single file or multiple files. 

 2 What are the three views available in a Picture library, and what do they show? 

• Details, which shows the associated picture information but doesn’t show the picture. 

• Thumbnails, which shows a small version of the picture.  

• Filmstrip, which shows a thumbnail and the larger size of the picture. 

 3 Which of the three views in a Picture library is the default view? 

Thumbnails is the default view. 
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Independent practice activity 
In this activity, you’ll work with the various types of libraries available on Windows 
SharePoint Services Team Web site. Substitute your assigned student number for ##. 

 1 Go to your Sales# on the Top Link bar. 

 2 Create a document library, Support ##. Don’t create a link to this library on the 
Quick Launch bar. Use the “Microsoft Office Word 97-2003” document as the 
default document template. 

 3 Create a document with the following details. 

 
 No. Type of support Contact person 

 1. Sales support mary.p@outlander.class 

 2. Help desk linda.m@outlander.class 

 3. System support perry.y@outlander.class 

 4. Customer support shaun.r@outlander.class 

 5. Administration support will.b@outlander.class 

 

 4 Save the document as Support info.docx on your desktop. 

 5 Upload Support info.docx to the document library Support ##. 
 6  

 
 

 6 Create a picture library, Photographs ## and upload cakes.jpg and cookies.jpg to it. 
The files are located in the Unit 5 folder.  Don’t create a link to the library on the 
Quick Launch bar. 

 7 Download cakes.jpg to your desktop. 

 8. Delete the document library, Support ##. 

 9. Delete the picture library, Photographs ##. 
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U n i t  4  
List management 

Unit time: 19 Minutes 

Complete this unit, and you’ll know how to: 

A Create Contacts lists and export Contacts 
list items. 
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Topic A: Contacts lists 
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 Click Site Actions and choose Create. 
2 Under Communications, click Contacts. This action opens the dialog box shown 

in 
 

Exhibit 4-1. 
3 In the Name box, enter a name for your Contacts list. 
4 If desired, in the Description box, enter a description of the list. 
5 Specify whether or not the list should appear on the Quick Launch bar. 
6 Click Create. 

 

 
Exhibit 4-1: The New Contacts list dialog box 
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Do it! A-1: Creating a Contacts list 

Here’s how Here’s why  

  1 Click Site Actions and choose  
Create 

  2 Under Communications, click There are only three values you set when 
creating a Contacts list—list name, list Contacts 
description, and whether or not to display the list 
on the Quick Launch bar. 

  3 In the Name box, type Sales  
Leads 

  4 In the Description box, type This  
list contains potential 
wholesale purchasers of 
our products. 

  5 Click Create  
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Contacts item information 
Explanation After you’ve create a Contacts list, you can add contact information to the list by using 

the New, New Item menu. This action displays the page shown in Exhibit 4-2. When 
you create a new Contacts item, the Last Name field is required. All other fields are 
optional. 

 

 

 
Exhibit 4-2: The New Item page for a Contacts list 

You create and manage Contacts list items in the same manner that you create and 
manage other list type items.  
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Do it! A-2: Adding a new Contacts item 

Here’s how Here’s why  

  1 Click New and choose New  
Item 

  2 Create a new Contacts item using  
the following variables: 

 Last Name: Morris 

First Name: Jim 

Full Name: Jim Morris 

E-mail Address: jim.morris@allspice.class 

Company: All Spice, LTD. 

Job Title: Purchasing Administrator 

Business Phone: (555) 555-5555 

 

 

 When finished, click OK To create the Contacts item.  
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Exporting a Contacts list item 
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. 

 

2 Choose Export Contact. 
3 Click Open. This action opens Outlook with the Contact information 

automatically filled in from SharePoint, as shown in Exhibit 4-3. 
4 In Outlook, click Save & Close. 

 

 
Exhibit 4-3: A SharePoint Contacts list item exported to Outlook 
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Do it! A-3: Exporting a Contacts list item 

Here’s how Here’s why  

  1 Click the down-arrow next to  
Morris 

 Choose Export Contact  

  2 Click Open The Contacts item is exporting to Outlook and 
an Outlook Contact opens, filled in with the 
information in the Contacts list item. 

 To save the new contact in Outlook.  3 Click  

  4 Open Outlook (Click Start and choose E-mail.) 

  5 Click Contacts 

 
Jim Morris’ contact information is now part of 
your Outlook contacts. 

  6 Close Outlook  
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Unit summary: List management  
Topic A In this topic, you learned how to create and modify Contacts lists. The Contacts list 

feature allows you to capture information about customers, vendors, external partners, 
and others with whom your team interacts. You can export this information from 
SharePoint Services into Outlook Contacts. 

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 Open Internet Explorer. 

 2 Go to your home. 

 3 Create a Contacts list named Vendors ##. Don’t display the list on the Quick 
Launch bar. 

 4 Add two contacts: 
• Jack Davis, jack.davis@landon.class, VP Sales for Landon Farmer’s Co-op, 

Phoenix Arizona, 555-555-5554. 
• Linda Casey, linda.casey@WCI.class, Sales Rep for Wisconsin Coffee 

Importers, Madison Wisconsin, 555-555-5553. 

 5 Export the contacts to Outlook. 

 

.
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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. 
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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, modify, and delete Team Web site items, such as 
events, links, and announcements.  

Unit 3 

In this unit, you learned how to create, manage, and delete libraries on a Windows 
SharePoint Services Team Web site.  

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

The default template to create a SharePoint Web site. 

threaded 
web parts Referring to an original message and all of its replies. 
Components that make up a Team Web site. 

Top link bar  
wiki Customizable and hyperlinked tabbed navigation tool 

that runs across the top of SharePoint Web sites. Software that allows users to create, edit, and link web 
pages using a Web browser. 

tree view  
Wiki Page library A Site Structure section added to the Quick Launch bar 

to navigate the site and subsites. A central repository for managing interconnected wiki 
pages. 

view 
zone Displays information in various layouts. 
Sections of a Web Part Page. 
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