SharePoint 2013: Publishing Site Tutorial
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Major Functional Areas of a SharePoint Site
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1. Ribbon - This area allows editing, publishing, sharing and following a site or page.
Note: The Publish tab only appears on a regular page not the site home page.

2. Settings — Provides drop down options to share, edit page, add a page, add an app, site contents, change the
look, and site settings.

3. Left navigation — Items pertaining to that site. This may include pages, libraries, and discussions.

4. Body Area - Represents the main content placeholder that includes all of the content that is specific to the
page.

5. Search - The search box is used to enter terms for performing searches on the site.

6. Share - Enables the capability of sharing a specific page with other people.

7. Follow — Enables the capability to follow the existing site or page.

8. Edit — Enables the capability to edit the current page.

9. Focus on Content — Zooms in to the main content on the body area.

Understanding SharePoint

A SharePoint site collection consists of a top-level site (like the College Web site) and multiple sub-sites. Sub-sites
include lists, libraries, and other Web Parts, each site level is fully customizable to include the tools and resources you
need.

Create a new page

1. On the top right of the browser click the Gear Icon (Site Settings)
2. Select Add a page (see below).

3. Enter a page name in the Give it a name field.

4. Click Create.




WV i cE )
Veronica Mosso - £ Add a page

Shared with... Jl Giveitaname

Edit page - Find it at hitps://testconnectbroward.edu/departments/admin/infotech/pages

U
Create Cancel

nal

Add a page

Edit page layout
There are three options on how to edit a page. (1) Edit option under the Page tab, (2) Edit pencil icon on the top-right,

and (3) Edit page option under the top right Gear icon. For this example, please follow the proceeding instructions.

1. Click on the Page tab and select Edit on the left side of ribbon.

) sHARE Yy FoLow # Dm0

BROWSE PAGE PUBLISH

- T Page History o
Pl B Lain, O8 @B Lo &

&% Page Permissions
Library Library  View All

Edit New CheckIn Edit Page E-maila Alert Popularity Preview Page
M - Properties . URLs Delete Page Link Me -~ Trends Layout g Draft Check Settings Permissions Pages
Edit Manage Share & Track Page Actions Page Library

2. Once in the Edit mode, look for the Page Layout icon (see below).

BROWSE PAGE PUBLISH FORMAT TEXT ERT
r N ;ﬁ [ (5 Page History O Make Homepage ol ‘vd —
L' o K| =52 ‘D &% Page Permissions incoming Links Q s ; R
Swve New Checkin Ecz Fage Emala Aert Ubrary Ubrary  View All Tags
v v Prepeties.  URLs DX Delete Page Link Me - ] Draft Check Settngs Permissons Pages
£ A Share & Track Page Actions Page Library Tags and Notes

3. Select a page layout from the sections available.

D @ Make Homepage .. r
e

‘-ﬂ Incoming Links 'n' s q

Page Library Library  View All
Layout - % Draft Check Settings Permissions Pages
hiclelacs

[a)
Boedy only Image on left  Image onright  Summary links

Text Editing Toolbar

€) SHARE Yy FOLlOW ES save O

BROWSE PAGE PUBLISH FORMAT TEXT INSERT
= [b‘ Cut i ABC <>, &y -
Body T 2T == o Ao | . g
kad = B cony : nagocendt | A B |AaBbCc| |AaBbCeDd |aarbcendf v [N—
Save CheckIn | Paste = - AL A = === i ing 2 i i Spelling Edit _
i - © Undo . B I U ak x, KA_ == == Paragraph Heading 1 HeadA Heading 3 Heading4 || _ . Source =, Convert o XHTML

1. Save — actually you have more options than just Save.
a. Edit —currently grayed out, as you are already editing.

b. Save and Keep Editing




C.

d.

Stop Editing
Edit in SharePoint Designer — will appear grayed out if you do not have required permissions.

2. Check Out/Check In — click Check Out to ensure that no one else will be able to edit the page until you’ve
checked it back in.

NOTE: When you check in your page, there is an automatic Spell Check. Listed above the Continue and Cancel
buttons, you will see the number of spelling error(s) found. The typo will appear on the page underlined in red.

3. These icons are familiar; you’ve seen and used them in Word and other Microsoft Office software.
4. Styles —there are seven options, try each to see how the styles impact your text:

a.

b.

Page Elements — Paragraph, Heading 1, Heading 2, Heading 3, Heading 4, Heading 1 Alternate, Heading

2 Alternate, Heading 3 Alternate, Heading 4 Alternate
Text Styles — Normal, Quote, Intense Quote, Emphasis, Intense Emphasis, Reference, Intense Reference,

Accent 1, Accent 2

5. Spelling — used to spell check page in any native language.
6. Markup — allows you to use languages and edit code.

a.

b.
c.
d

Edit source — allows the html code to be edited.

Language — allows text to be marked if in a specific language.

Select — allows selecting content on page based on html.

Convert to XHTML — allow the source code to be converted to XHTML.

Insert Items on a Page
In order to insert a table, image, hyperlink or web part, the page must be in edit mode.

Insert and edit a Table
1. Place cursor on the page where the table will be added.

2. Click on the Insert tab.
3. Click on the Table icon drop down to select a specific number of rows and columns.
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4. The table will appear on the Page Content area and a Table Layout and Design Tab will appear on ribbon.

Table Layout tab

BROWSE PAGE PUBLISH FORMAT TEXT INSERT | TABLE LAYOUT | DESIGM
% E I—:I L—J F Table Width | 100% 2 | ag Column Width | 17% 2| Summary:
€ > L .
£ >_Q § E_ab e Height| 109 px : E |:| Row Height 31 px :
Merge  Split Insert Insert Insert Inset Delete "
Cells  Cells - Above  Below Left Right -
—(® ala Ao (D)

A. Merge and split cells



B. Manage rows and columns.
C. Manage width and height.
D. Manage properties.

Design tab

BROWSE PAGE PUBLISH FORMAT TEXT  INSERT ‘ TABLE LAYOUT ‘ DESIGM L

[]Header Row [ Footer Row L—‘ E

[ First Column [_] Last Column &
Styles Show Grid
- Lines

Manage table header, footer and column styles.
B. Use preset table styles.
C. Enable visible table grid lines.

Insert an Image
1. Place cursor on the page where the image will be added.
2. Click on the Insert tab.
3. There are three options to inserting an image: (1) From computer, (2) From Address and (3) From SharePoint

L] =N [ % -' '
Tabie Picture  Video and Link  Upiodd  Reusable App Web Ermibed
- Busdip - . File Content - Part Fart Code
o Compuhe
From Address
EMY fooen sranePoint

From Computer:

Click Browse to locate the image.
Select the image.

3. You will return to the Upload Image window. The image location will display in Name. Note: Make sure the
Destination Library is set to Images.

4. Click OK.
Upload Image x
Choose a file —
M ad E
Destination Library Images [v]

Version Comments

o




5. Another window will open to confirm that the image was uploaded successfully.
6. Click Save.
7. The image will display on the page.

Images - about_givingjpg x
EDIT
HlB mX x
D Em Copy
Save fCancel  Paste Delete
Ttem
Commit Clipboard Actions
o The document was uploaded successfully. Use this form to update the properties of the ~
document.
Content Type Imaggﬂ
Upload an image
Name * about_giving Jrg
Title 177544492
Keywords
or example: scenery, mountains, tre U
Comments
A summary of this asset
Author mangostock
The primary autho
v
Date Picture Taken EA [12 amalllonlsel

From Address:

1. Enter the location address for the image.
2. Click Ok.
3. The image will display on the page.

Select Picture

Address:

Alternative text:

To locate the Address for an image:

Right click on the image.

Select Properties.

The Properties window will open.
Select and copy the Address (URL).

P wnNe



Properties __-__ Iﬁ1
General

=

Manufacturing2 jpg

Protocal: HyperTexd Transfer Protocol

Type: JPEG image
Address: hittp:/ Awww broward .edu/academics./programs./manu
(URL) facturing/Publishinglmages/Manufacturing2 jpg
Size: 138512 bytes
Dimensions: 684 x 236 pixels
|
Created: 7/9/204 f
Modfied:  7/9/2014
[ ok [ cance |[ sopy
= = —d

From SharePoint:

Make sure the image is saved in SharePoint.
On the left, select the location of the image.
On the right select the image thumbnail.
Click Insert.

The image will display on the page.

© N v e

Select an Asset

Current Location: Images at http://deviconn

Thumbnails - Click to add new item
T Documents ContentType  [1 Neme Modified Modified By  Length (seconds
7 Form Templates
[& Images
o Pages
0 Site Assets

o Site Collection Documents
[ site Collection Images

@ Site Pages
> [ Style Library

4[E1 Images

Location (URL:

Image Toolbar

BROWSE PAGE PUBLISH FORMAT TEXT  INSERT | IMAGE ‘

= B, Address:  jeites/Veronica/vmossapub D oy Horizontal Size: | 220 px
C),E llf,'_—l Alt Text: | about_gwvingpg & ED Vertical Size: 120 px
Change Image  Position B

Picture » Styles ~ -

] Lock Aspect Ratio

EI(-T] Horizontal Space: | 5 px

tz ertical Space: 5 px

O 00

1. Change Picture — used to change one picture for another.

®

a. From Computer — Browse your computer for the desired image.

ERE




b. From Address — enter the URL of the desired image.
2. Properties
a. Address —the URL that corresponds to the image selected.
b. Alt Text — populates with the name of the selected image. This is used by screen readers and displays in
instances when the image cannot be displayed.
3. Image Styles — used to select a border for the image:
a. No border
b. Thin line border
c. Table border
d. Dark border
e. Light border
4. Position —regarding the position of the image on your page, relative to the surrounding objects.
a. Float — Left, Right
b. Inline — Top, Middle, Bottom
5. Horizontal Size & Vertical Size — use the up and down arrows to increase or decrease size.
a. Lock Aspect Ratio — checked by default to preserve the aspect ratio of your image.
6. Spacing — uses the up and down arrows to increase or decrease outer vertical or horizontal spacing.

Insert a Hyperlink
1. Type text to be used for hyperlink and select it.
2. Click on the Insert tab and click Link option drop down menu.
e From SharePoint — opens the Select and Assets — Webpage Dialog window. Used to link to another
page, document, image, etc. that is saved in SharePoint.
e From Address — opens the Insert Hyperlink window where you can enter a URL.

BROWSE PAGE PUBLISH FORMAT TEXT INSERT ‘ TABLE LAYOUT DESIGM

T E@HEN R R

Table Picture Video and Link J Uplcad Reusable Aop Web Embed
- - Audio ~ - File Content - Part Part Code

Tables Media From SharePoint Content Parts Embed

From Address

3. The hyperlink is created.
4. Ctrl +click to test your link. By default the link will open in a new window.

Note: You can also copy and paste a link onto the page. A hyperlink will be created when the page is saved and

closed.
Link Toolbar
BROWSE PAGE PUBLISH FORMAT TEXT INSERT LIMEK TABLE LAYOUT DESIGM
:z.'.-“_-‘:\ o gﬁa URL: http://broward.edu ] Open in new tab
< ] ~ l’.;'__l Description: [] Display Icon
Select  Remave
Link Link L!;_} Bookmark:

10,0 ® ®



1. Select Link —insert a hyperlink to any item in SharePoint.

Remove Link — removes link from text to return it to inactive

3. Properties
1. URL-—displays the url address for the hyperlink.
2. Description — enter a description to be displayed when the cursor hovers over the link.
3. Bookmark — help hyperlinks to jump to a specific place on your document.

N

4. Behavior — Determine how the link should display —in a new window (Open in new tab) or with an icon (Display

Icon).

Insert a Hyperlink using Double Brackets

Place your cursor where you want to enter the hyperlink.

Type [[

Under List or View: A list of documents, images, pages and tasks will appear.

Click to select the page, library, list, etc. that you want to link to.

Type ]] to close hyperlink - The hyperlink will display when the page is saved and closed.

vk wNE

default
List:
View:

Insert File
1. Place cursor on the page where the image will be added.
2. Click on the Insert tab.
3. Then click on the Upload File icon.

BROWSE PAGE PUBLISH FORMAT TEXT INSER

= am a8 8k «

Table Picture Video and Link JUpload] Reusable Aop Web Embed
- - Audio - - File Content - Part Part Code

Tables Media in| Content Parts Embed

4. The Add a document window will display.
5. Click Browse to locate the document. Note: Make sure that the Destination Library field is set to Documents.

Add a document ®
Choose a file
Browse...
7] Add a5 a new version to existing files
Destination Library Documents ]
Version Comments
e
6. Click Ok.

10



Reusable Content

The Reusable Content list is a collection of content that is stored as items in a list.

Insert Reusable Content

1. Place cursor on the page where the reusable content will be added.

2. Click on the Insert tab.

3. Then click on the Reusable Content icon. A drop down menu will have the following options: Copyright, Byline,

Quote and More Choices.

BROWSE PAGE PUBLISH FORMAT T
TR ‘rrana)
) v o) r
- L e ®
Table Picture Video and Unk Upload
. . Audio ~ - File

Media

| B EX

Reusable App Web
Content » Part Part

Copyright
Bytine
Quote

More Choices.

4. Choose the More Choices option to browse an existing list to the page. If you do not see the item that you want,

it may not have been created.

Web Part

Web parts can display data from other sources, such as a list, search results, forms or another Web page.

Insert a Web part

1. Place cursor on the page where the reusable content will be added.

2. Click on the Insert tab.

3. Then click on the Web Part icon.

BROWSE PAGE

B o @ @M

PUBLISH

Table Picture V\ideo and Link  Upload
- - Audio - - File
Tables Media Links

FORMAT TEXT

INSERT

EE

t= @
Reusable Aop
Content » Part

Content Parts

<[>

Embed
Code

Embed

4. The ribbon will drop down and a selection of web part categories will display. It will also provide a small
description under About the part.

3 Content Rollup

Categories Parts
S RESOUr e RE PO TS ET VErRESUUTE: REPOTIVIEWErWeDPaIGroapy
3 Blog A Dicategories
; Slcontent Query
(3 Business Data jicn.enz ’(J ry
ontent Search
3 Community E

Blrroject summary

SlRelova - <
3 Document Sets iRl .1t Documents
i [Elrss viewer
[ Filters s t
ite Aggregator
3 Forms v ggreg
AL odinand. Contont

Upload a Web Part ™

[Slsites in Category
Blsummary Links
[Sitable Of Contents
[Hirerm property
Ditimeline

[Ewsrp viewer
=ML Viewer

\bout the part

Categories

Displays categories from the Site Directory.

Add part to: Rich Content ﬂ

Add Canc:

11




5. For this example, go to the Content Rollup category and then select Summary Links.
Click on Add.

o

7. The web part will be added to the page. For this web part, customization can be done within the web part. Other

web parts may need a list to be created first.

Summary Links
B new Link = MNew Group 22 Configure Styles and Layout Sh Reorder

There are no items to show in this view,

Apps
Apps are easy-to-use, lightweight web applications. You can create a Document Library, Custom List, Task List or Site
Mailbox (which integrate with an exchange email account.). There are many types of apps that SharePoint 2013 offers.

Insert an App
1. On the top right of the browser click the Gear Icon (Site Settings).
2. Click on Add an app.

Veronica Mosso~ £
HAR

Shared with...

Edit page

Add a page

Add an app

3. Then click on the Custom List icon.

Site Contents + Your Apps
Find an app el
Noteworthy
ulkln

N v
Document Library Custom List Tasks Site Mailbox
Popular built-in app Popular built-in app) Popular built-in app Popular built-in app
App Details App Details App Details App Details

4. Type in Name for the custom list. Then click Create.

Adding Custom List

Pick a name Name:
You can add this app multiple times to your site. Give it a
unique name.

Advanced Options Create Cancel

12



5. The custom list will be created. There will be two options for this list:
a. +new item - allows you to add a new item to you list.
b. Edit this list — allows you to add customized columns to the list (see below).

veronica's list

Stop editing this list

AllTtems - Find an item 0
v Title Assigned Date and Time +
& | Tasks % 2 Text
Projects 3 . 109 Number
Help Desk Tickets % 23

Date and Time
Person or Group

More Column Types...

Click on the Page tab and select the Edit icon to continue editing the page.
Place cursor on the page and click on the Insert tab.
Then click on the App Part icon.

Lo N

BROWSE PAGE PUBLISH FORMAT TEXT INSERT

Tk an g[eE

Table Picture Video and Link Upload Reusable App Web Embed
- - Audio - - File Content - Part Part Code
Tables Media Lirks Content Parts Embed

10. The ribbon will drop down displaying any custom list that exists. Click on your custom list name.
11. Then click Add and it be placed on the page.

Parts About the part

mDocuments Documents

This system library was created by the Publishing feature to
store documents that are used on pages in this site.

a's list

%l workflow Tasks

Add part to! Rich Content [V]

What Happened to the Page I just Created and Saved

Where will | find the page that | just created and saved?
Pages are saved in Libraries.

1. On the top right of the browser click the Gear Icon (Site Settings)
2. Click Site Contents.

Then click on the page name on the left navigation to get back to page where list will be added to.

13



Veronica Mosso -~ £
AR

Shared with...

Edit page

Add a page

Add an app

Site contents

3. Click the Pages library. A listing of all pages will display.

Pages

1 item
i Modified 8 minutes ago

Edit page properties
1. Oncein the Edit mode, click the Edit Properties icon under the Page tab (see below).

BROWSE PAGE PUBLISH FORMAT TEXT INSERT
r \ 1 =+ Page Histon ‘ O . ) Make Homepage [ T —"
e 2 Y =] by Page ¥ N = —Q b O] Make Homepag DA i(‘x, )
E5A = . =1 3 ] —
H = =4 D &% Page Pemissions offf = R ircoming Links it & l Q
Swe New Checkin Ec® Fage Emala Aert Fopulanty Preview Page Ubrary Ubrary  View All Tags &
. v Prepeties . | URLs DX Delete Page Link Me » Trerds Layyout+ |4 ] Dvaft Check Settngs Permisions Pages
Marage Share & Track Page Actions Page Library Tags and Notes

2. Onthe drop down menu select Edit Properties.

Edit Page
Froperties ~  URLs

——1
-2# Edit Properties

*3,3-: Edit SEO Properties
l__|@ View Properties

3. A page will appear to enable the ability to change the page Name and Title.
4. Click Save on the ribbon or on the bottom of page.

Mame * | kefault % |.3spx

Title Home




Lists and Libraries

What’s the difference between a list and a library? The basic difference between a SharePoint library and a list is that a
library is designed to manage files.

We can describe a SharePoint library as a place to hold documents, files, and images in a way similar way to a folder on a
shared network drive. Libraries allow you to set up templates for common types of document and give the option of
version control so that you can track revisions.

Lists on the other hand, are probably best thought of as mini-databases or spreadsheets. A list will allow you to store a
number of items such as tasks, calendar items and discussions in a way to similar to an Excel spreadsheet.

Working with Lists

Don’t waste time wondering where your information is stored. Group everything together using lists. Lists are
repositories that store related information and consist of items, columns, and views.

¢ ltem—arow in a list
¢ Column —a field in a list
¢ View — a view displays a subset of information in a list. A list can have multiple views.

(® new item or edit this list
All Ttems = Find an item o]
Column I e Assigned  Dateand Tme ]
Tasks 3 e 2
Item Projects % wee 100
Help Desk Tickets # w23

Create a List

1. On the top right of the browser click the Gear Icon (Site Settings).
2. Click on Add an app.

Veronica Mosso~ £
HAR
Shared with...
Edit page

Add a page

Add an app

3. Click on the Custom List icon. Note: Use the search feature to locate it if needed.

15



Site Contents - Your Apps
Find an app P
Noteworthy
-l

] V]
Document Library Custom List Tasks Site Mailbox
Popular built-in app Popular built-in apy Popular built-in app Popular built-in app
App Details Aaanaa App Details App Details

4. Type in Name for the custom list.

Adding Custom List

Pick a name Name:
You can add this app multiple times to your site. Give it a
unique name.

Advanced Options Create Cancel

5. Click Create.

Add a List Item

1. To add an item to a list, you must be in the list.
2. Click on the +new item below the list name.

(® new item or edit this list
All Ttems == Find an item 0
v Title Assigned Date and Time
Tasks 3 e 2
Projects # w109
Help Desk Tickets # w23

Edit a List Item

1. To add an item to a list, you must be in the list.

Click on edit below the list name.

The List will display grid lines and items are editable.
Once done, click on Stop.

PwnN

Stop editing this list

All ltems  «e- Find an item 0
v Title ~ Assigned Date and Time +
Tasks # 2
Projects 3% 109
Help Desk Tickets 3 23

16



Create a Library
3. Onthe top right of the browser click the Gear Icon (Site Settings).
4. Click on Add an app.

Veronica Mosso~  $£¥
AR

Shared with...

Edit page

Add a page

Add an app

5. Click on the Document Library icon. Note: Use the search feature to locate it if needed.

Site Contents - Your Apps

Find an app P

Cn

i,

Document Library Custom List Tasks Site Mailbox
Popular built-in app Popular built-in app Popular built-in app Popular built-in app
Ao Det App Details App Details App Details

6. Type in Name for the custom list.

Adding Document Library

Pick a name Name:
You can add this app multiple times to your site. Give it a
unigue name.

Advanced Options Create Cancel

7. Click Create.

Add a Library Item

8. To add an item to a list, you must be in the Library.
9. Under the library name, click on +new document and browse for the document.

Add a document *

Choose a file |
Browse...

Upload files using Windows Explorer instead

[ Overwrite existing files

oK Cancel

10. Click Ok.

Open a Library Item

1. Toopen anitem in a list, you must be in the Library.
2. Click on the [...] to open the options window.



(® new document or Araafilac hava

- x
All Documents == Fig  SEO.pdf
v O Name ,  Changed by you on 7/10/2014 12:48 PM
Bl seox g Shared with B Mohammad Ali,
e —— Karen Peruzzi, [] Devladmin, and 1 more

http://devlconnect.broward.edu/sites/Veron

OPEN JSHARE  FOLLOW

3. Click Open.

Editing Documents

1. To edit anitemin a list, you must be in the Library.
2. Click on the [...] to open the options window.

(® new document or drag files here

~ x
All Documents === Find a file o GovernancePresantationd-2 ..
v O Name . Changed by you on 7/10/2014 1:22 PM

Q}__“| GowvernancePresentationd-29-2014 :':'-, Shared with Bl Mohammad Al
Karen Peruzzi, || Devladmin, and 1 more
[5)

SEQ %
http://deviconnect.broward.edu/sites/Veroni

EDIT § SHARE FOLLOW

3. Click Edit.
Then Click Ok to the Open Document dialog box. It will either open in Microsoft Word or Excel.
5. Edit document and click Save.

E

Uploading Multiple Documents
1. To upload documents, you must be in the library or list.
2. Under the library name, click on +new document.
3. Click on Upload files using Windows Explorer.

Add a document x
Choose a file
| Browse...
I Upload files using Windows Explorer instead I
1 Qvenwrite existing files
QK Cance

4. Windows Explorer dialog window will open. Copy and paste any other documents into this window. Close the
window and refresh your webpage. New items will appear on page.



™~ ——— - pry—p————— L _ § (0 & [ = [ © i

Q\/ [1» Network (BCEDU) » hitps://testconnect broward.edu » vmotestteamsite » vmo library » ~ [ ¢ [ search vmo tibrary o]
Organize v Bumn New folder =~ A @
% Fovorites ~ Neme - Date maodified Type
B Deskiop docs 7/30/2014 1139 AM il folder
& Downloads. Forms 7/30/20141137 AM il folder
43 Dropbox T Guidelines.pof /30720141137 AM  Adobe Acroba

£ Recent Places

I

9 Libraries
[ Documents
@ Music
(= Pictures
¥ videos

18 Computer
& Local Disk (C:)
&5 vmosso (\\fs-homet\users) (Hy) Select 3 file to preview
# departments (\\bcedu) (P:)
S8 cwshared (WFS-CWI) (5)
3 communities (\beedu) (U:)

€ Network
1 1401-206-2C-01
1 1401-206-2C-02
1% 1401-207-2€-01
1% 1401-209-2C-01
1 1401-210-2C-01
4 1401-211-2C-01
14 1401-212-2C-01
14 1401-214-38-01
1% 1401-216-2C-01

3 items

Calendar App

Create a calendar

1. On the top right of the browser click the Gear Icon (Site Settings).
2. Click on Add an app.

Veronica Mosso ~ £
HAR

Shared with...

Edit page

Add a page

Add an app

3. Click on the Calendar icon. Note: Use the search feature to locate it if needed.

£ v

Calendar Promoted Links Discussion Board Tasks

App Details App Details App Details App Details

4. On the Adding Calendar dialog box, type a name in the Name field.



Adding Calendar

Pick a name MName:
You can add this app multiple times to your site. Give it a

unigue name.

Advanced Options

Create

Cancel

5. Click Create.

Add calendar event

1. On the top right of the browser click the Gear Icon (Site Settings)

2. Click Site Contents.

Veronica Mosso~  ££¥
LR

Shared with...

Edit page

Add a page

Add an app

Site contents

3. Click the Calendar list you created.

veronica's calendar

0 items
Modified 1 minute ago

4. A calendar view will display. Hover any date and click on +Add.

FRIDAY
4

+Add
5. A New ltem dialog box will appear.
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i " X
veronica's calendar - New Item
EDIT
E oy Cut @B ABC
D By Copy «
Save (Cancel  Paste Attach  Spelling
File -
Commit Clipboard Actions = Spelling
~
Title *
Lacation
Start Time * 77442014 B [12pm[v] [oo]v]
End Time * 7/4/2014 & [1em [v] oo]v]
Description
Category ® v
(O specify your own value:
All Day Event [[Imake this an all-day activity that doesn't start or end at a specific
hour.
Recurrence [IMake this a repeating event.
Save Cance
N

6. Fill in the fields and click Save.

Delete calendar event

1. On the top right of the browser click the Gear Icon (Site Settings)
2. Click Site Contents.

Veronica Mosso~  $£¥
HAR

Shared with...

Edit page

Add a page

Add an app

Site contents

3. Click the Calendar list you created.

veronica's calendar

0 items
Modified 1 minute ago

4. Click on the event item and the ribbon will drop down. Under the Events tab, click Delete Event.



BROWSE EVENTS CALEMDAR

Version History EJJ
E /‘ -
=/ # &% Fyent Permissions

D
8

MNew View Edit Attach Alert Weorkflows Approve/Reject
Event « Event  Event }{ Delets Event File hie -
MNew Manage Actions  Share & Track Workflows
5. Click Ok.
f Message from webpage u1

| Are you sure you want to send the item(s) to the site Recycle Bin?

[ QK ] ’ Cancel ]

e

Synchronize Your SharePoint Calendar with Your Outlook Calendar

1. On the top right of the browser click the Gear Icon (Site Settings)
2. Click Site Contents.

Veronica Mosso~  $£¥
HAR

Shared with...

Edit page

Add a page

Add an app

Site contents

3. Click the Calendar list you created.

veronica's calendar
0 items
Modified 1 minute ago

4. Click the Calendar tab. Then click the Connect to Outlook icon.

BROWSE | EVENTS | CALEMDAR |

E E . ﬁ Iﬁ -I-IJ |UT] Create View Current View: _\ EJ\
ﬁ £===3 o :—: N

. % Modify View + | Calendar - ]

Day Week Month Expand Collapse Calendars E-maila Alert RSS Connect to

A Al Owerlay )] Create Column Link Me - Feed Outlook

[$:| Export to Excel

Oipen with Access

Scope Expand Manage Views Shiare & Track Connect & Export

5. An Internet Explorer dialog box will display. Then click Allow.




o

Internet Explorer

\J < Do you want to allow this website to open a program on
1 your computer?
From: testwin12-01
Program: Microsoft Qutlook

Address: stssync/fsts/? -
ver=11éatype=calendarfcmd=add- -

Always ask before opening this type of address

Allowr ] [ Cancel

patentially ham your computer. Do not allow it unless you trust

|-"a‘~| Allowing web contert to open a program can be useful, but it can
h:
= the source of the content. What's the risk 7

6. Then an Outlook dialog box will appear. Click Yes.

X

Microsoft Outlook
Connect this SharePoint Calendar to Outlook?
You should only connect lists from sources you know and trust,
Testilin12-01 - Team Calendar
http: /ftestwin 12-01/Lists/Team Calendar/
To configure this Calendar, dick Advanced.

=) [

7. The calendar will be populated with Outlook events.

Announcement App

Create an Announcement
1. On the top right of the browser click the Gear Icon (Site Settings).
2. Click on Add an app.

Veronica Mosso~ £
HAR

Shared with...

Edit page

Add a page

Add an app

3. Click on the Announcements icon. Note: Use the search feature to locate it if needed.



Apps you can add  newest Name

<l <

Picture Library Links Announcements Contacts

App Details App Details App Details App Details

4. On the Adding Announcement dialog box, type a name in the Name field.

Adding Announcements

Pick a name Mame:
You can add this app multiple times to your site. Give it a

unque name.

Advanced Options Create Cancel

5. Click Create.

Add Announcement Item
1. On the top right of the browser click the Gear Icon (Site Settings)
2. Click Site Contents.

Veronica Mosso~  $£¥
AR

Shared with...

Edit page

Add a page

Add an app

Site contents

3. Click the Announcement list you created.

Veronica's announcements

Q 0 items
Medified 1 minute ago

4. Under the announcement name, click on +new announcement. The following screen will display.




Title *

Bady

Expires B

Save Cancel

5. Fill in the fields and then click Save.

Delete Announcement Item

1. On the top right of the browser click the Gear Icon (Site Settings)
2. Click Site Contents.

Veronica Mosso~  ££¥
hAR
Shared with...
Edit page

Add a page

Add an app

Site contents

3. Click the Announcement list you created.

VEronica's announcements

Q 0 items
Modified 1 minute ago

4. Click on the [...] and options will be displayed. Then select Delete Item.
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veronica's announcements

(¥ new announcement or edit this list

Alliterns =ee Find an item el

v Title Modified

Fourth of July %

View Item

Edit Item
Compliance Details
Workflows

Alert me

Shared with

Delete [tem

Columns in a list or library

Create a New Column in a List or Library

Content stored in Lists or Libraries in SharePoint are considered items. Items display in rows on a page with columns or
fields. These columns provide a way to define, sort and organize information. To add additional data to a list or library,

create a new column:

1. You must be in your list or library to add an additional column.
2. Click on the List tab in the ribbon. Then click on the List Settings icon.

BROWSE | ITEMS | LsT |

D F,' Modify View . Current View: —~ F @ Open with Access qﬁ l__,j Form Web Parts -~ D L ] @
— s i
[ Create Column | All Items - [\_/] ") Open with Project k4 m Edit List El
Wiew Quick  Create E-maila Alert R&S Connect to Export to Customize List hared Workflow
Edit View Navigate Up Current Page Link Me - Feed Outlook Excel Form |_:| Mew Quick Step Settings JWith  Settings -
Visw Enrmat WAanane Wisw Share & Track Connart & Fynort Cuictomnize | gt tinn.

3. Scroll down to the bottom of the window and select Create column.

| o Creats ::hlurr*'l

8 Add from existing site columns

8 Column ordering

2 Indaxed columns

4. The Create Column page will appear.
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Settings » Create Column o

Mame and Type Column name

The type of information in this column is:

® Single fine of text

culated (calculstion based on other columns)
sk Outcome
ermnal Data

(O Managed Metadats

Additional Column Settings Description:

Require that this column contains information:

© Yes

W Add to default view

5. Enter the Column name or title.

Indicate the type of information stored in the column.

7. Continue to enter information into the appropriate fields. Notice that you have the option of making the new
column a required field.

8. Click OK.

o

Change the Order of Columns in a List or Library
1. You must be in your list or library to change the order of columns.
2. Select the List tab or the Library tab depending on the columns you wish to re-order.
3. Select either List Settings or Library Settings.
4. Scroll down to the bottom of the window and select Column Ordering.

8 Create column

B Add from existing site columns

IE' Column ordering I

8 Indexed columns

5. Change the Position from the Top value to re-order your columns. Then click Ok.



Settings - Change Column Ordering o

Field Order
i ) Field Name Position from Top
Choose the order of the fields by
under "Position from Top Name lﬂ
Title 2[v]
QK Cancel

Delete a Column in a List or Library

1. You must be in your list or library to change the order of columns.
2. Select the List tab or the Library tab.
3. Select either List Settings or Library Settings.
4. Scroll down to locate the list of columns. Click on any of the column title
Columns
A column stores information about each document in the document library. The following c
Column (click to edit Type
Created Date and Time
Modified Date and Time
Title Single line of text
Person or Group
Person or Group
Checked Out To Person or Group

5. The Edit Column page will display. At the bottom of page click Delete.

Maximum number of characters:

Default value:
@ Text O caleulated value

@ Column Validation

I Delete I oK Cancel

Note: You will not be able to delete the Title column; this is a required field.

Check Out, Check In

When you are ready to make modifications to a document the first thing you want to do is Check Out the document.

Documents in the libraries are protected by the check in/check out feature. It ensures that only one user at a time is
editing a document.

Check Out a document
1. You must be in your library to check out documents.
2. From the Library, select the checkmark for a specific document.
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® new document or drag files here

All Documents =+ Find a file §e

Lo [ Name

Mf GovernancePresentationd-29-2014

Bl SEO

3. Click on [...] and then click on [...] after the follow link. The menu will drop down with options.
4. Click on Check Out.

b new document or drag files here

. X
| Documents e Find a file p| GovernancePresentationd-2...
o - .. Changed by you on 7/10/2014 1:22 PM
Name M
M5 GovernancePresentationd-29-2014 ... ¢ Sharedwith M Mohammad Ali,
Karen Peruzzi, [ Devladmin, and 1 more
F seo - 6

http://deviconnect.broward.edu/sites/Veron

EDIT SHARE FOLLOW

View Properties

Edit Properties

I Check Out I

N
Checked Out documents display with a green arrow on the bottom right corner. m El

Check In a document
1. You must be in your library to check in documents.

2. From the Library, select the checkmark for a specific document.
3. Click on [...] and then click on [...] after the follow link. The menu will drop down with options.
4. Click on Check In.
@ new document or drag files here
_ . x
All Documents ==+ Find a file o GovernancePresentationd-2...
v [0 Name . Changed by you on 7,/10/2014 1:22 PM
@E GovernancePresentationd-29-2014 e http://devliconnect.broward.edu/sites/Veron
A sEo —_—
EDIT SHARE FOLLOW
View Properties
Edit Properties
Versioning

One of the best features of SharePoint is the ability to save your documents as versions so that you can store, track and

restore documents whenever they change.

29



Version control allows you to Check In a document in its entirety. The next checkout changes will be “Checked In” in its
entirety as either a “Major” version or a “Minor” version. There is no limit to the number of versions; they are in order
and in one place. Also, you can view a previous version with another version in Word in a side by side comparison.

There are 3 kinds of versions:
Minor

Minor versions are designed for the “draft” stages of a document. This is where multiple versions as well as multiple
authors will make changes, check them in, let the next person know so that the document can be reviewed and modified
until a final document is created. The initial document would be 0.1 then incremented by 1 for each Check In.

Major

Once the document is deemed final and ready to publish, it would be Checked In as a Major version. Major versions
begin as 1.0 then can be modified as Minor versions (1.1, 1.2 etc.) until another Major version is ready to be published
such as 2.0. This replaces the scenario previously described.

Overwrite
The Overwrite version allows you to continually use a Minor version by “Overwriting” the current minor version.
Enable Version Control for SharePoint 2010 Document Libraries

Document libraries support version control at several levels. By default, versioning is not enabled; enable it in the
document library settings.

Versions are complete copies of the document.

Enable Version Control for SharePoint 2010 Document Libraries
Document libraries support version control at several levels. By default, versioning is not enabled; enable it in the
document library settings.

Versions are complete copies of the document.
To enable versioning, perform the following steps:
1. You must be in your library.

2. Click on the Library tab and then on Library Settings.

BROWSE FILES IBRARY '::' SHARE f:? FOLLOW

» Modify View . Current View: L$: Export to Exce!
B - : 4 = & g 7z %( E 2| @&
[I] Create Column | Al Documents = 2% Open with Explorer 4 =]
View  Quick  Creste E-maila Alert RSS  Most Popular  Connectto Connectto Form Web  Edit  Mew Quick §| Library §Shared  Workflow
o

View Mavigate Up Current Page Link Me - Feed Items COutlook Office - Parts~  Library Step Settings|] With  Settings »

View Format Manage Views Share & Track Connect & Export Customize Library Settings

3. Under General Settings, select Versioning Settings.
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General Settings

o

List name_description and navigatior

@ Versioning settings
Advanced settings

o

o

Validation settings

8 Column default value settings
8 Manage item scheduling

8 Audience targeting settings

@ Rating settings

a Form settings

4. Select the Create major and minor versions, under Document Version History.

Document Version History

Specify whether a version is created each time you edit a file in this document library.  Learn about versions.

Create a version each time you edit a file in this document
library?
O No versioning
() Create major versions
Example: 1, 2 3 4

® Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Version History

Comments can end up being your best friend. You can use them to
History.

To view Version History, click on the icon next to the name of the document. The drop down box will appear. Select

find the “version” that you want by using the Version

Version History. A popup with a list of all of the versions will appear. Note the Comments on the right side. This is a great
search tool and you can sort the versions ascending or descending — just click on the column heading.
If you click the link in the Modified column (for example 6/21/2011 1:41 PM, in the example above), that specific version

of the document will open up giving you the opportunity to check it out.

1. You must be in your library.

2. Check mark a specific document.
3. Click on the Files tab and then on Version History.

Properties Properties 2% Delete Document

BROWSE FILES LIBRARY
E 1«? Ijb‘ [ﬁ Check Qut F -
* oy =z
£ Check In 2=/ =4
Mew Upload Mew Edit View Edit
Document - Document Folder  Document Discard Check Out
Mew Open & (heck Out

a Version History

~

&% Shared With

Manage

4. A window will appear with the document’s version history.
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Version History

Delete All Versions | Delete Minor Versions

Neo. + Modified Modified By 5 Comments
This is the current published major version
L0 7/16/2014 2:16 PM Veronica Mosso 345 KB

Alerts

Alerts can be set up for different types of information, so that you can learn about the changes you are most interested
in. You can set up an alert for a list, library, folder, file, or list item. For example, you can set up an alert for a folder in a
library, without receiving alerts when changes occur to the rest of the library.

You can set up alerts for different types of changes, ranging from every single change to only changes that occur to the
files you created. You can also set up the delivery method for alerts so that they appear as messages in your e-mail inbox
or as text messages on your mobile phone.

Create an alert for a list or library
1. You must be in your library.

2. Check mark a specific document.
3. Click on the Library tab and then on Alert Me. The Alert Me button will display two options: Set alert on this
library and Manage My Alerts.

4. Click on the Set alert on this library.
BROWSE | FILES LIBRARY ‘
r!‘ Meodify View . Current View:
D ﬂ [ Create Column | All Documents = [;] D Epl
Quick Create E-maila Alert RS5  Most Popular  Connect t
Edit View Mavigate Up Cumrent Page Lin| Outlook
\iew Format Manage Views Set alert on this library
. L Manage My Alerts
5. Change the title (optional). The title appears in the subject line of the alert e-mail message and is also used for
managing alerts.
6. Send Alerts To - users who will receive the alerts.
7. Select the Delivery Methods for your alerts.
8. Change Type - choose the types of changes that you want to be notified about.
9. Send Alerts for These Changes - specify when to be alerted.

10. When to Send Alerts - choose how frequently you want to receive the alerts.
11. Click OK.
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veronica's library - New Alert

Alert Title ~
Enter the t veronica's library

Users:

Veronica Mosso x

Delivery Method

N Send me alerts by:

Specify how you want the "

alerts delivered (® E-mail vmosso@broward.edu
Text Message (SMS)

Send URL in text message (SMS)

Change Type
- Only send me alerts when:

® All changes
O New items are added
O Existing items are modified

(Oltems are deleted

Send Alerts for These
Changes Send me an alert when:

® Anything changes
(O someone else changes a document
(O Someone else changes a document created by me

(O Someone else changes a document last modified by me v

Create an alert for a folder, file, or list item

1. Select the list or library where the folder, file, or list item is located.

2. Click on the Set alert on this library.
Change the title (optional). The title appears in the subject line of the alert e-mail message and is also used for
managing alerts.
Send Alerts To - users who will receive the alerts.
Select the Delivery Methods for your alerts.
Change Type - choose the types of changes that you want to be notified about.
Send Alerts for These Changes - specify when to be alerted.
When to Send Alerts - choose how frequently you want to receive the alerts.
Click OK.

w

©oo N U

View my alerts on a site
1. Atthe top right of the site, click your name, and then click My Settings.

Veronica Mosso~ | {3

My Settings )
Sign Out

2. Onthe User Information page, click My Alerts.



People and Groups - User Information

Close

B Edit e My Language And Regionjl My Alerts

Account i:0#.w|bcedu\vmosso

MNam eronica Mosso

Change my alert settings

1. At the top of the site, click your name, and then click My Settings.

Veronica Mosso~ | {3

My Settings M

Sign Out

2. On the User Information page, click My Alerts.

People and Groups - User Information

Close.

25 My Alerts

Account i:0#.wlbcedu\vmosso

Namy jeronica Mosso

3. Click the name of the alert that you want to change.
4. On the Edit Alert page, change the settings that you want to change.

5. Click OK.

TIP: When you receive an e-mail alert, you can click a link to see alert information on the site.

Cancel an alert for myself

1. At the top of the site, click your name, and then click My Settings.

2. On the User Information page, click My Alerts.

3. Select the check box next to the alert that you want to cancel.

4, Click Delete Selected Alerts.

5. When you are prompted to confirm the deletion, click OK.

Tips

e If you are deleting something in SharePoint and you do not see a message that states the deleted item is being
sent to the Recycle Bin, neither you nor Information Technology will be able to restore it once it has been

deleted.

¢ When communicating through email, adding a link to a file is more efficient than adding an email attachment. It

ensures that the latest copy is being accessed and reduces network traffic and email storage.
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Online Tutorials

http://office.microsoft.com/en-us/sharepoint-help/training-courses-for-sharepoint-2013-HA104030990.aspx

Learn SharePoint basics for beginner or intermediate levels.

http://www.youtube.com/watch?v=hsfUNRRuOVY
Watch a video about some SharePoint 2013 basics.

http://www.lynda.com/SharePoint-training-tutorials/306-0.html
Watch a video about some SharePoint 2013 basics using lynda.com.
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