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Introduction

These Tips and Tricks show how to perform a number of basic tasks in a Microsoft®
Office SharePoint™ Portal Server 2003 environment. They can help you learn to use
SharePoint Portal Server and will introduce you to the basic features and principles of
portal site navigation and customization. This document is intended to be a desktop
reference, but it can also form the basis for self-paced or instructor-led training.

Some SharePoint Portal Server features, such as My Sites and the ability to create new
SharePoint sites, may not be available due to your company’s IT policies. SharePoint
Portal Server security can be used to limit the actions that each user can perform. In many
cases, you need the correct rights in order to perform certain tasks. Check with your IT
department for clarification of individual issues.


http://go.microsoft.com/fwlink/?linkid=21567&clcid=0x409

Create a New SharePoint Site

SharePoint Portal Server makes it easy to create SharePoint sites. SharePoint sites can
serve a variety of purposes, such as the team Web site for a particular team or division, or
for collaboration on a particular task or project. These steps show you how to create a
SharePoint site from within the portal site.

Create a New Site

1.

2.

On your portal site home page, click Sites. The Site Directory, a list of the
different sites contained in the portal site, appears.
In the Actions list, click Create Site. The New SharePoint Site page appears.

/2 New SharePoint Site - Microsoft Internet Explorer
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“ New SharePoint Site
Use this page to create a new top-level SharePaint site. You can specify a title, Web site address, and e-mail
address for the site owner,
Title and Description Title:
Tvpe a title and description for your new SharePaint ||
site. The title will be displayed on each page in the L
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Users can navigate to yvour site by typing the Web http:.-".a’serverx’l sites ;I .-"ll
site address (URL) into their browser. You can enter
the last part of the address, vou should keep it short
and easy to remermber.
For example, http:/fserver/sites/mpsite LI
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Creating a new SharePoint site

In the Title box, type your new site’s name. It should be a short, descriptive name
that makes it easy for others to find your site.

In the Description box, type a brief description of your site. It should explain who
uses the site, and what kind of content people can expect to find there.

In the Web Site Address section, in the URL name section, of the area, type
your site’s Web address. The name of the Web server where your site will be
created is already filled out. Beside that, a drop-down menu lists one or more
subareas for site creation. If there are multiple choices, ask your IT department
which one to select.



6. Inthe Your E-mail Address section, type your e-mail address. This designates
you as the owner of the site. As such, you may receive administrative information
from the IT department and user requests for access to the site in addition to
suggestions or questions from site visitors.

7. Click Create.

Add Your Site to the Site Directory and
Portal Site Search

SharePoint Portal Server includes a directory of sites. This directory lists and
organizes Web sites, including those in your portal site, so that people can more
easily find and use them. You can also find SharePoint sites in the portal site with the
SharePoint search feature. During the creation of a SharePoint site, you can locate
the site in a particular area of the Site Directory and also allow others to find the site
by searching.

/2] Sites - New Item - Microsoft Internet Explorer
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Adding a site to the Site Directory

1. If you want to list your new site in the Site Directory, ensure that the List this site
in the site directory check box is selected in the Site Link section on the Add
Link to Site page. Only users with permission to access your site will see it listed
in the directory. If you do not want your site listed in the directory, clear the List
this site in the site directory check box. It is still there, but now only you can see
it.

2. The Title, URL, and Description boxes contain the data you entered previously.
If you want to make any changes, you can do So now.



. If you want to list the site owner’s name in the Site Directory, type your name in
the Owner box. If you are not the site owner, type the site owner’s name. This
field tells people who is in charge of the site.

If you want to categorize your site by specific criteria, such as company division
or region, click the appropriate list. For example, to categorize by division, select
a division from the Division list. These categories, which are determined and
configured by your IT department, make it easier for people to find your site.

If you want to spotlight your site, bringing it to the attention of general portal site
users, select the Spotlight Site check box. A spotlight site is featured in the Site
Directory and in relevant searches. Typically, you want to make a site a spotlight
site only if it is the most important site for a common organizational term such as
a category, product, business unit, etc.

If you want your site included in search results when people search for
information through the portal site, select the Include in search results check
box in the Search Results section.

If you want to specify a location within the portal site for your site, you can do so
at this point. The location determines how your site is organized within the portal
site’s navigation structure. You should choose a location that makes sense for
your site, so it is easy for others to find it by going through the portal site. In most
cases, a new site is created in a default location chosen by your IT Staff. This
location is usually the best choice for new sites.

If you must change this location, click the Change Location link, and then follow
these steps:

a. The Change Location properties page appears. To expand an area, click
the plus sign (+) next to that area. There are no areas under the listing if
the plus sign changes to a minus sign (-) without listing any subareas.

b. Select the check box next to the name of the area or subarea in which you
want to locate your site.

c. Click OK.

Note If you pick a location for which you don’t have the correct rights, your site
may not appear immediately because the manager of that area must first approve
your site.



2} Change Location -- Web Page Dialog
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Selecting a location for your SharePoint site

8. When you finish, click OK.




Choose a Template for your Site

When you create a SharePoint site, you must choose a template for that site. Each
template contains features and functionality appropriate to a particular purpose or task.

/3 Template Selection - Microsoft Internet Explorer
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Select a template to apply to this Wweb site. Each template includes web pages, Wweb Parts, lists, libraries, and
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Select a Template Template:

HIN )
Blank Site
Document Workspace

Basic Meeting Warkspace
Blank Meeting Workspace
Decision Meeting Workspace
Social Meeting Worlispace
Multipage Meeting Workspace
Great Plains Site
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Contacts, and Quick Links,
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Choosing a template for your SharePoint site

1. Under Template, select a template for your site. This list may include custom
templates created by your IT department. When you select a template, an
explanation of that template appears in the Select a Template area. The list may
include:

¢ Team Site. This is a very flexible type of Web site pre-populated with a
variety of features for collaborating, sharing and publishing information.
This template is a good choice for a wide variety of purposes.

¢ Blank Site. This is a SharePoint site that is not pre-populated with tools.
Choose this template if you intend to do most of the design and
customization of the site yourself.

¢ Document Workspace. This is a SharePoint site pre-populated with tools
related to document collaboration.

¢ Basic Meeting Workspace. This is a SharePoint site pre-populated with
tools related to meeting tasks.
2. After you select your template, click OK. Your new site automatically opens in
the browser.



Next Steps for Your New Site

After you create your SharePoint site, there are a number of tasks you can perform to
prepare it for your users. These tasks include:

Adding Users and Rights to your Site

After you create your site, you must add users and assign them rights.
Rights determine what actions users can perform on your site. For
example, you may want to allow some users to publish and edit
documents, but allow others only to read documents. For more
information on this task, see “"Add Users and Rights to your Hosted
SharePoint Site” later in this white paper.

Creating Document Libraries and Information Lists

Optional backward-compatible document libraries and other types of lists
make it easy to publish useful information on your site. You can use
document libraries to store documents of interest to site users. You can
also easily create lists, such as contact lists, announcements, events,
links, etc.

Creating and Customizing Web Part Pages

Web Part Pages are special Web pages that can contain modular pieces of
data or functionality called Web Parts. Web Parts can be used for a variety
of tasks—from publishing lists and information to providing access to line-
of-business applications or data. You can create Web Part Pages within
your site and add Web Parts to those pages from within your Web
browser.

Customizing the Look and Feel of your Site

There are a number of ways to customize the look and feel of your
SharePoint site. You can use the browser to make some customizations,
such as changing your site’s logo and applying a theme to the site. For
more advanced customizations, such as those involving lists and Web
Parts, you can use Microsoft Office FrontPage® 2003.



Add Users and Rights to your Hosted
SharePoint Site

SharePoint sites use site groups to help manage security. Users are assigned to site
groups to grant them a customizable set of rights appropriate to the tasks they need to
perform. For example, the Reader group is for users who can view content on the site, but
should not be allowed to edit it. The Contributor group is for users who are allowed to
edit content, but do not have total administrative control over the site.

Note

You can add users to only one site group at a time. In this exercise, add only users

who will be in the same site group. You can add users to additional site groups later.

1.

2.

On the top-level toolbar on your SharePoint site home page, click Site Settings.
The Site Settings page opens.
In the Administration section, click Manage users.
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Q’k Manage Users

Use this page to add new users, remove users from all site groups, or assign users to site groups. The
following users have been added to this Web site. To edit which site groups a user belongs to, click the user's
name in the list,

= add Users | X Remove Selected Users | _jEdit Site Groups of Selected Users

[T select all

Users User Marne Site Groups
I Brian Hodges CONTOSErian Adrinistrator
=
|@ Dane |‘-J Local inkranet

Managing users on a SharePoint site

You can add, remove, and manage users on the Manage Users page. To add users,
click Add Users.



; Add Users - Microsoft Internet Explorer [_ (=] %]
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Step 2: Choose

Site Groups

Choose E:htiSite QT’DUD: Site groups: [~ Reader - Has read-only access to the Web site,
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Adding users to a SharePoint site

You can add users—singly or in groups—on the Add Users page. Type the user
names or group names of those you want to add to your site. If you have any
questions about which users and groups you can add to your site, contact your IT
department.
If Microsoft Office Outlook® 2003 is installed on your computer, you can also
use your Outlook address book to find and add users. To do this, complete the
following steps:
a. Onthe Add Users page, click Address Book.
b. If you are prompted to select an Outlook profile, select the appropriate
profile, and then click OK.
c. Inthe Microsoft Address Book dialog box, add users by double-clicking
their names. Their names appear in the To box.



8.

Microsoft Address Book

Type Mame ar Select from Lisk: Shove Mames from the:
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Adding users to a SharePoint site with Address Book

d. When you finish, click OK.

e. You may see a security warning. If you do, select the Allow access for
check box, select 1 minute from the list, and then click Yes. The e-mail
addresses you selected appear in the Users box.

When you add users, you must choose in which site group to include them. Site
groups provide similar rights to groups of users. Each site group includes a short
description next to it. Specify the access level you want to give these users by
selecting the appropriate check box under Site groups, and then clicking Next.
Note You can add users to only one site group at a time. You can add users to
additional site groups later.

You can now confirm the users you want to add and send them an introductory
e-mail. First, in the Confirm Users section, ensure that the users and groups listed
are those you want to add to the site. If not, click Back and make any necessary
changes.

If you want to send an introductory e-mail, follow these steps:

a. Inthe Send E-mail section, select the Send the following e-mail to let
these users know they’ve been added check box.

b. Type an appropriate subject line in the Subject box.

c. Type a message in the Body box. This message should explain to which
site the users have been added, why they have been added, and how to find
the site.

4
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9. When you are done, click Finish. The new users are listed on the Manage Users
page.

10. To add users to other site groups, repeat these steps for the each additional site
group.

11



Alerts

Alerts are notifications that tell you when a particular piece of information on the portal
site has changed or when new information has been added. You can receive alerts about
pages, lists of information, document libraries, individual documents, news, and search
results. You can receive alerts by e-mail, either individually or in a periodic summary. If
your organization uses My Sites—which allows users to have a personal portal site—you
can also view your current alerts there.

Alert for a Particular Page

Using Microsoft Internet Explorer, go to the page containing information you are
interested in.

In the Actions list, click Alert Me. The Add Area Alert page opens.

1.

2.

3 Add Area Alert - Microsoft Internet Explorer

Eile Edit M“iew Faworites Tools Help | I":'
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Title Title: *
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Adding an area to My Alerts

In the Title section, type a title for your alert or keep the automatically created
default title.

In the Delivery Options section, you can specify how you are notified about
changes to this area.

If you want alerts concerning this area included in your alerts summary, select the
My Alerts Summary check box.

If you want to receive e-mail alerts, select the E-mail address check box next to
your e-mail address.

12



7. If you want to receive e-mail alerts, you can specify the frequency of alerts by
selecting one of the options under the E-mail address check box. These include
immediate, daily, and weekly summaries.

8. You may also set the advanced options for your alerts by clicking the Advanced
Options link. Advanced options allow you to ask for alerts only when particular
events occur (such as when new items are added or when existing items change).
You can also filter your alerts so that you receive alerts only on particular items.

9. Click OK.

View My Alerts

SharePoint Portal Server allows users to have personal portal sites, where they can gather
and publish information of interest. Your personal portal site, or My Site, contains a
summary of all your alerts.

1. While viewing a page in the portal site, click My Site. A summary of your alerts

appears.
2. Under My Alerts Summary, click Go to My Alerts page. The My Alerts page
opens.
Fil Edit Wiew Favorites Tools Help | :,'
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Tear (200 alerts
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o Delete All Alerts - . . ;
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Alerts : : - -
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Results
| -]
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My Alerts page

3. This page gives more in-depth information about your alerts and allows you to
manage them. You can use this page to activate or deactivate alerts, to delete
alerts, and to view the contents of an alert.
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Create a New Document Library or
Information List

Microsoft® SharePoint™ Products and Technologies provide lists to publish different
types of information. This can include contact lists, lists of links, announcements,
document libraries, etc.

Both SharePoint Portal Server and Microsoft® Windows® SharePoint™ Services allow
you to create lists and libraries. This section explains how to create a new list on a
SharePoint Portal Server portal site. The steps for creating lists on a team Web site,
workspace, or other site using Windows SharePoint Services may differ slightly, but the
process is essentially the same.

Create a New List

In this example, you create a new list of links. The steps for creating other types of lists
may differ slightly, but the process is essentially the same.

1. Using Internet Explorer, go to the page where you want to create a new list.

2. Inthe Actions list, click Manage Content.

3. On the Documents and Lists page, click Create.

<} Create - Microsoft Internet Explorer
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®ML editor, such as Microsoft Office InfoPath.
Document X
Libraries : Area Document Library
. 1 | ﬁ area Document libraries are folders that make it easy to share documents with others, Each library
Picture Libraries displays docurnents in a list that can be filtered or sorted.
Lists
B A Picture Libraries

Discussion
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Creating a new list

A catalog of lists, pages, and discussion boards that you can create appears. Each
category includes a brief explanation of its use.

Note Each type of list is slightly different; and, furthermore, lists can be
extended beyond their default customization. Follow the instructions in your

14



browser when creating different types of lists. Nevertheless, the process of
creating and customizing lists is essentially the same.
4. On the Create Page page, click Links. The New List page opens.
In the Name and Description section, in the Name box, type a simple name for
your list of links. The name should make clear what type of information the list
contains.
6. In the Description box, type a longer description of your list.
7. Click Create.

Add Items to Your List

After you create your list, you can add information to it. In this example, you add
one item at a time to the list of links you just created. The steps for adding
information to other types of lists may vary slightly.

o

1. When you create a new list, the management page for that list appears. In the list
toolbar, click New Item.

/2] Important Links - New Item - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help | ar

@Back ~ ) - [¥] 2] | O search cFavorkes @ Meda & | (0- on o - [ E S
Address I@ http:,I',I'Iocalhost,I'Lists,l'Important“‘foZDLinks,l'NewForm.aspx?Source=http°f03A°fo2F°.-’02F|0ca|host%2FListS%ZFImportant°.-’02520Links°fo2FFj Go

@ My Site Site Settings Help

Ccontoso

m News Topics Events Communities Sites

Contoso
Important Links: New ltem

HSa\r@and Close | Go Back to List

URL * Type the Wwebh address: (Click here to test)
|http:f.-*'www.microsoft.comf
Type the description:
|Microsoﬁ: home page

Motes [This link leads to Microsoft's Web site | LI

* indicates a required field

|@ javascriptClickOnce!) l_ l_ l_ |g Local intranet

Creating a new link in a list of links

In the URL box, type the Web address for the first item in the list.

In the Type the description box, type a brief description of the link.

If you want to include additional information, type it in the Notes box.

Click Save and Close. You can edit this item by clicking the Edit link next to the
list item.

Repeat these steps as many times as necessary to add more items to the list.

grwn
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15



Edit a List in Datasheet View

A list on a SharePoint site can have multiple views. Each view is customized for a
particular audience or task. Datasheet view is a good way to rapidly add items to your
lists. Datasheet view makes it easy for list managers to edit and customize lists, for
example, when they are adding a large number of items to a list at one time.
In this exercise, use datasheet view to add items to a list of links. Editing other types of
lists may require steps that vary slightly from those shown here.

1. Using Internet Explorer, go to the page that contains the list you want to manage.

2. Inthe Actions list, click Manage Content.

A list of all the lists you can manage in the current area appears on the

Documents and Lists page. Click the list you want to edit. For example, to edit
the Links list, click its name. The management page for the list appears.

~3 Links - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help
g = i ; ) 5. o B
Q) Back = ) ~ [¢] [2] \'_|J| - Search =7 Favorites @ Media 4 | s Q-0 4
Address I@ http: fflocalhost Lists Links allltems. aspx j G

@ My Site Site Settings Help

Contoso

| Home BT Topics Events Communities Sites

= — » I
Links
Ensnntcation Use the Links list for links ta Web pages related to this area.
Haome
- Mews SMew Itern | EFilter | [Spchange order | .EEditin Datashest
el Edit URL Motes
B | There are no iterns to show in this view of the "Links" list, To create a new itern, click "Mew item” above,
+ Communities
- Sites
Select a Yiew %
all Links
Actions
& Add to My Links
o alert me
|
|@ Come: |g Lacal inkranet

List management page

16



~

On this page, click Edit in Datasheet. The datasheet view for this list
appears.

~3 Links - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

Q) Back = ) ~ [¢] [2] :‘J| ) Search  <'; Favorites @ Media  £2 | SR R

Address [&] http: flocalhostiLists/Links]Alltems. aspr ShowInGrid=Truesiew="%TEAE L 9BDSU%: 2D036A%: 204 9FE % 2DIDA5%, ZD9Z505709 1861 % 7 | (£ G0

@ My Site Site Settings Hel

Contoso

| Home BT Topics Events Communities Sites

Contoso
=) Links

Current Location

Use the Links list far links to web pages related to this area.

Hore
- Meme SMew Raow | [EpChange Order | .j-jjshow in Standard View | EETask Pane | lg]TotaIs | ¥ Refresh Data
° el URL [~ Notes [~]

- Events

o [ | http/fwww . microsa | Microsoft home pags|
» communities fr.oomy
*

- Sites

Select a Yiew

all Links —
Actions
& Add to My Links L
— For assistance with Datasheet view, see Help, [ — _ILI
4 |
|@ l_l_l_lg Local inkranet

Editing a list in datasheet view

To add an item, type the new item in the blank row at the bottom of your list. The
list expands as you type.

If you want to change the order of items in your list, click Change Order. The
Change Item Order page appears. To change the order of an item, click the
Position from Top list next to the column name, and then select the new value.
When you finish, click OK.

If you want to activate a Totals column on your list, click Totals. Click this
button again to disable the Totals column.

If you want to perform more advanced operations, click Task Pane on the
toolbar. This task pane allows you to cut, paste, and manage filters for your list. It
also allows you to move data between your list and Office 2003 applications. To
close the task pane, click Task Pane again.

If you want to refresh the data in your list, click Refresh Data at any time.

To return to the list management page, click Show in Standard View.
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Edit Columns on an Information List

A list can have one or more columns that organize the information in the list. You can
add a new column to the list and change the order in which the columns appear.

Access the Customization Menu

In this example, you customize the list of sites included with SharePoint Portal Server.
The steps to customize a different list may vary slightly from those described here.

1.

2.

Using Internet Explorer, go to the page that contains the list you want to
customize.

In the Actions list, click Manage Content. A directory of all the lists and
information in the current area appears.

Find the list you want to customize and click on its name. For example, to
customize the Sites list, click Sites. The list management page opens.

In the Actions list, click Modify settings and columns. The Customize page
opens. The page includes a number of ways to customize the list.

3 Customization - Microsoft Internet Explorer

File Edit Wiew Faworites Tools Help | "'l
' F o | @ s " 1 w5 9

(PBack ~ ) - (¥ (2] »| )search - vFavortes € Meda & | 0. oL B @ &

Address I@ http:iflocalhost)SiteDirectory) _layouts) 1033/ listedit, aspxrlist=6e92a703-3363-4c3b-9ae8-d5ea3%aeed 74 j G0

@ My Site Site Settings Help

contoso

Home News Topics Events Communities m

Sites
Customize Sites %

Use this page to change the design of the list, such as its name, security settings, and columns. vou can also
create or change wiews of the list.

@ Go Back to "Sites"
General Settings

’a General settings of this list include its name, description, and security, Current general settings
4 of this list:
Title: Sites
weh Address: httpi/flocalhost/SiteDirectory/Lists/Sites/allltermns.aspx
Description:
On Quick Launch Bar: Mao
attachments enabled: Tes
Content Approval Reguired: Tes
B Change general settings _I
v
|@ Done |g Local intranet

Customizing a list
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Add a Column to a List

Lists can include a number of columns containing information. For example, a list of
links will typically contain columns for the name, URL, and description of the links. In
this exercise, we create a new column.

1. Toadd a column to the list, in the Columns section, click Add a new column.

Columns

E A column stores information about each itermn in the list, Columns currently in this list:
Calumn {click to edit) Type Required
Title Single line of text J
URL Single line of text o
Description Multiple lines of text
Qwner Single line of text
Division Choice
Reqion Chaoice
Spotlight Site Yes/Mo
& 4dd a new colurmnn
& Change the order of the fields

@ Dane |‘»J Local intranet

Columns area of Customize list page

2. Inthe Name and Type section, in the Column name box, type a descriptive
name for the column.

3. Under The type of information in this column is, select the most appropriate
type of data. This should match the kind of information you or other users are
expected to enter in this column.

4. Inthe Optional Settings for Column section, in the Description box, type a
brief description of this column.

5. If the column contains mandatory information for an entry on this list, click Yes
under Require that this column contains information. Users will be able to
save a record to the list only if all the mandatory columns contain information.

6. After you choose the type of information, the Optional Settings for Column
section is populated with choices relevant to this column. These options depend
on the type of data the column contains. For example, if you add a date column,
you are asked what date and time format the column should use.

7. If you want to add this column to the default view for this list, select the Add to
default view check box.

8. Click OK. Your column is now listed in the Columns section on the Customize

page.
Reorder the Columns in a List

You can also change the order in which the columns appear in your list.
1. Inthe Columns section, click Change the order of the fields.
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3 Change Field Order - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help | ‘R.
QBack = ) - ¢ [2] .C}J|pSearch <% Favorites @ Media £ | Qs B0 2

Address I@ http:,l',l'localhost,l'SiteDirectDrv,l'_layouts,l'1DSS,I'formEdt.aspx?List=°.-"o?BBE92R?DS%203363%ZD4CSB%2D9RE8%2DD8EAS‘?REE‘I?‘I%?Dﬂ Go

@ My Site Site Settings Help

Contoso

Home News Topics Events Communities [T

Spotlight Site

. Sites
Ej) Sites: Change Field Order
Use this page to change the order of the fields that site visitors fill out when they add items,

Field Order Field Mame  Position from Top
Choose the order of the fields by selecting a number for each field Title IE
under "Pasition from Top”. L IE
% Description IE

Owner IE

Drivision IE

Region IE

=

I

Ok | Cancel

L

@ Done l_l_l_l-g Local inkranet

Changing column order in a list

On the Change Field Order page, click the Position from Top list next to the field
you want to move, and then select the item’s new position.

The order of the other fields changes to match your new selection. Repeat step 2
as many times as necessary to order the list the way you want.

4. When you finish, click OK.
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Create a New View of a List

In this example, you create a new view of the Links list. Creating a new view of other
types of lists may require slightly different steps from those shown here.
1. Using Internet Explorer, go to the page that contains the list you want to modify.
2. Inthe Actions list, click Manage Content. A list of all the lists in the current area
appears. Find the list you want to customize, and click its name. For example, to
open the Links list, click Links.
3. Inthe Actions list, click Modify settings and columns to open the Customize

page.

hange Field Order - Microsoft Internet Explorer

File Edit WYiew Favorites Tools Help
QBak - o) - ¥ [2) :‘J| ) Search <7 Favorites @ Media 4% | (=~ SN o R

Address [&] hitp:flocalhost/SiteDirectory]_layouts/1033{FormEdk, aspxPList="TBEEZATOF ZDI363%2D4C B ZDIAEET ZDDBEASIREE74% 7D = | [ Go

@ My Site Site Settings Help

Contoso

| Home [LGITE Topics Events Communities Sites Directory

Contoso Pharmaceuticals
Customize Links

Use this page to change the design of the list, such as its name, security settings, and %Iumns. “You can also
create or change views of the list.

4= Go Back to "Links"

General Settings i

General settings of this list include its name, description, and security, Current general settings of this

list:

Title: Links

Wweb Address: http:/fcontoso/Lists/Links/Allltems. aspx

Description: Use the Links list for links to Web pages that your team

members will find interesting or useful.

on Quick Launch bar: Mo

&ttachments enabled: Mo

Content approval required: Ma

& Change general settings

@ Save list as template LI
@ Dane |‘j Lacal intranet

Customizing a list page
R

= A view of a list allows vou to see a particular selection of itermns or to see the iterns sarted in a particular
order, Views currently configured for this list:

Views

View (click to edit) Default Wiew
all Links v
B Create a new view _I
-
@ Done |‘§ Local inkranet

Customizing views on a list page

4. On the Customize page, under Views, click Create a new view.
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5.

10.

11.

The Create View page displays types of views to choose from. Click Standard
View.

/) Create View - Microsoft Internet Explorer
File Edit ‘Wiew Favorites Tools  Help | #
G Back = ) - |ﬂ &'] . | - Search 7 Favorites @4 Media 42 T g = ;’b _5
address |2':;“| http:fflocalhasty_layouts/ 1033 Viewhew, aspx?List="% 741 1 4ACAS % 204F 30% 2D4E 7B 2DAFF 7% 2D7F20191 SEDDD%: 70 B> K=
= Contaso [
\_) Links: Create View
Use this page to create a wiew of this list,
Name View Mame:
Type a name for this view of the list. ||
Male the name descriptive, such as |-
"Sorted by Author”, so that site visitors
will know what to expect when they [T Make this the default view
click this link. Show me more {Applies t blic vi Iy
information. pplies to public views only
Audience View Audience:
Select the option that represents the {© Create a Personal View

intended audience for this view, Show

> . Personal Views are intended for your use only. However, if
me more information,

given the correct URL, others may use, modify or delete your
persanal view,
* Create a Public View

Public views can be visited by anyone using the site,

- Columns
Select or clear the check box next to Display Column Name Position from Left
paﬁh_ col_umn_you Wa_ljt to shm-\ll ar I]iqe = S Frale o rosdls Rvoramd rn | -
4| | »
|2:| Done |_|_|_|§J Local intranet

Creating a new view

In the Name section, in the View Name box, type a simple, easily identifiable
name for your view.

If you want this to be the default view for the list, select the Make this the
default view check box.

In the Audiences section, you can choose to create a personal view for your own
use or a public view for anyone to use. Select the appropriate option.

In the Columns section, you can manage the columns of your view. This area lists
all the possible data columns that can be displayed in your view. If you want a
column to be displayed, select the Display check box next to that column’s name.
You can also adjust the order of the columns. To change the order of a column,
click the Position from Left list next to the column name, and then select the new
value. The other lists automatically change to accommodate your new selection.
In the Sort section, you can change how the list is sorted in your view. If you
want to allow other users to sort this view according to their own criteria, check
Yes under Allow users to order items in this view.
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12.

13.

14.

15.

16.

17.

18.
19.

You can sort by up to two columns. To create a sort order:
a. To choose the first column to sort, select a column from the First sort by
the column list.
b. To specify how the list is sorted, select Show items in ascending order or
Show items in descending order.
c. If you want to sort by more columns, repeat these steps.
If you want to filter the view, select the Show items only when the following is
true option in the Filter section. You can then create a criterion for your filter.
For example, in order to show only items created after a certain date, complete the
following steps:
a. Click the list under Show the items when column, and then select
Created.
b. Click the next list, and then select is greater than.
c. Type a date value in the box just below, for example, 1/27/2003.
d. You can add more columns to your filter by repeating these steps. If you
run out of space in the Filter section, click Show More Columns.
If you want to group list items in your view, expand the Group By section. To
create a grouping:
a. Click the list under First group by the column, and then select the
column you want to use as the basis of your grouping.
b. Select either the Show groups in ascending order or Show groups in
descending order option.
c. If you want to group by additional columns, repeat these steps.
d. If you want to collapse groups by default, select the Collapsed option
under By default, show groupings.
If you want to include totals for one or more columns in your view, expand the
Totals section. Click the list next to the column or columns you want to total.
Choose the appropriate options from the list.
If you want to modify the style of your view, expand the Style section. To change
the style, click one of the options in the View Style list box.
In the Item Limit section, you can choose how many list items to display in your
view. To change the limit, replace the number in the Number of items to display
box.
When you finish, click OK.
To view your list, click the Go Back to link near the top of the Customize page.
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Use FrontPage 2003 to Customize a List

Microsoft Office FrontPage 2003 is the preferred application for designing, editing, and
customizing SharePoint Products and Technologies sites. This section describes how to
use FrontPage 2003 to customize lists on a Windows SharePoint Services site. You can
use this process to customize team Web sites, small divisional portal sites, and document
and meeting workspaces. The steps to customize lists on a SharePoint Portal Server Web
site may vary slightly from those shown here.
In this example, you use FrontPage 2003 to customize the Announcements list on a
Windows SharePoint Services site. Customizing other lists may require slightly different
steps from those shown here.
1. In FrontPage 2003, on the File menu, click Open Site.
2. Inthe Open Site dialog box, browse to your site or type the name of the Web site
you want to edit under Site name, and then click Open.
3. When your site opens in FrontPage 2003, open the default.aspx page by double-
clicking it in the Folder List.

Microsoft FrontPage 2003 - hitp:/fserver/sites/vitaminSales Team/default.aspx

i Fle Edit Misw Insert Formak  Tools  Table Data  Frames  Window  Help Type a question For help
IRRA=AN" N RN RN A NEEN: - W ARG RN ek Ne= R ae- I AN NRE RN S NN
fNomd = verdana -suzw-|B ZJ U EEEE| AL EEEED- Y- A

Folder List J [0 % ||[[@ website ||default.aspx

() http:}jserverfsites vitamin

B T == = = e aaaaan

|2 _private

| images

| Lists

53] Sales Call Reports
23] Shared Documents oo

i@ witamintak | Documents o cczElling Lonboso Vitarmins worldwide,

LE| Witamin Sales Team AT
& default,aspx South Region ¥itamin Forum 6/23/2003 11:57 AM [ | N
by Contoso Administrator i .
Please register early if you plan to attend this event. Trawvel He
arrangements will be made for you by our travel desk. For more H
% information and reqgistration forms please see the receptionist for your
building.
@ Add new announcement
Custorner Issues
itagdiink
To enable this Web Part, open the 'Web Part Properties dialog For it,
Eenerel Dissusssn and then select the Incude on Page check box,
i+ addlink
< ¥ Fi
O Folder Lisk | 82 Mavigation >

M52@56kbps | 626 ¥ 375 Defaulk | Custom

Editing a team Web site in FrontPage 2003

4. When the default home page opens in design view, a number of Web Parts appear
on the page. For this example, edit the Announcements Web Part. To begin
editing, right-click the Announcements Web Part, and then click List View
Properties. The Data View Details pane opens.
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Data Yiew Details *

= Manage view settings

Fields; Title {linked ko ite...
Skyle: (none)
Filker: Expires

Sork & group:  Modified-

= Work with data

Data View Details pane

. You can add, remove, or reorder the fields in the current view of the Web Part.
For example, to add a field, complete the following steps:

a. Inthe Data View Details pane, click Fields. The Displayed Fields dialog
box opens.

b. Inthe Displayed Fields dialog box, under Available Fields, click
Expires, and then click Add. This adds the Expires date field to the view.

c. Click OK. The Expires field now appears in the list.

If you want to change the style of the current view, complete the following steps:

a. Inthe Data View Details pane, click Style. The View Styles dialog box
opens.

b. The View Styles dialog box lets you adjust the style of the current view
and switch between HTML view and datasheet view. Browse the HTML
view styles list until you find one that appeals to you. Select it, and then
click OK. The design view is updated with the new style.
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7. If you want to add a filter to the current view, complete the following steps:

a.

b.
C.

g.

In the Data View Details pane, click Filter. The Filter Criteria dialog
box opens.

Click the Click here to add a new clause area.

A new blank clause appears. Click the menu in the Field Name column.
Select the field to which you want to apply the filter.

Click the menu in the Comparison column. Select a comparison option.
Some comparisons, such as Is Null or Not Null, do not require a value to
be specified. If a value is required, click the text area in the Value column
and select or type a value.

It is possible to add more than one filter to a view. Each new filter will be
added as an And filter or an Or filter. This is determined by the value of
the And/Or column in the last filter before the current filter. If you wish
to change this value, click on the And/Or list in the filter immediately
preceding the filter you just created. Select either And or Or.

When you finish, click OK. The design view is updated with the new
filter.

8. You may change how the data in the current view is sorted and grouped. To do
this, complete the following steps:

a.

b.

C.

d.

e.

In the Data View Details pane, click Sort & Group. The Sort and
Group dialog box opens.

If you want to add a sort field, select that field under Available Fields,
and then click Add.

If you want to specify whether the sort is in ascending or descending
order, under Sort Properties, select Ascending or Descending.

If you want to change the precedence of the sort fields, select a field under
Sort Order, and then click either Move Up or Move Down.

When you finish, click OK. The view is updated with your new
properties.

9. When you finish, click Save on the File menu. These changes appear the next
time you open the page in a Web browser.
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Import an External Spreadsheet as a New
List
Office 2003 users can import, export, and create SharePoint lists with Microsoft Office
Excel 2003. This exercise shows how to create a list on a SharePoint Portal Server portal
from an Excel 2003 spreadsheet.
Both SharePoint Portal Server and Windows SharePoint Services allow you to import
external spreadsheets. Creating lists on a team Web site, workspace, or other sites using
Windows SharePoint Services may require different steps from those shown here.
For this example, import an existing Excel 2003 spreadsheet into your SharePoint site.
1. Use Internet Explorer, to go to the page where you want the new list to appear.
2. Inthe Actions list, click Manage Content.
3. Onthe Documents and Lists page, click Create. The Create Page page opens.

3 Create - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help | :,"
QBak - &) - X @ & | ) Zearch <7 Favorites @ Media £ | A B L E 2
Address I&j httpefiserver)_layoutsi1033 spscreate, aspx j Go
© My Site Site Settings Help
| Home BT Topics Events Communities Sites
» Contosa
£ Create Page P
T ent location Use this page to add a new library, list, discu_ssion board, survey, or Wweb page to this web site, Choose one
of the pre-defined types or create a custom list,
Haome
Document Libraries
+ Mews
: : Document Library
- Topics . . )
® ﬁ Create a docurnent library when yvou have a collection of docurnents or ather files that yvou want ta
+ Events share. Document libraries support features such as sub-folders, file versioning, and check-in/check-
+ Cormrmunities out,
" Slitzs : Farrm Library
Select a Yiew ﬁ Create a form library when you have ®XML-based business forms, such as status reports or purchase
Al orders, that you want to manage. These libraries require a Windows SharePoint Services-compatible
=ML editor, such as Microsoft Office InfoPath,
Document .
Libraries : Area Docurnent Library
. | | ﬁ Area Docurnent libraries are folders that make it easy to share docurmnents with others. Each library
Picture Libraries displays docurnents in a list that can be filtered or sorted.
Lists
. . Picture Libraries
Discussion
= L S o T SEIER [ ST ﬂ
|@ (& ikemns remaining) Downloading pickure http:fiserver] lavoutsfimages/ltask. gif. .. |l |g Local intranet

Creating a new page

4. Scroll down to the Custom Lists section, and then click Import Spreadsheet.
This allows you to import an existing Excel spreadsheet as a new SharePoint list.

Import Spreadsheet

Impart a spreadsheet when yvou want to create a list that has the same columns and contents as an
existing spreadsheet. Importing a spreadsheet requires a spreadsheet application cormpatible with
Windows SharePoint Services,

Importing a spreadsheet
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5. Inthe Name and Description section, in the Name, type a simple name for the
new list that helps people understand what information it contains.

6. In the Description box, type a longer description of your list.

7. Inthe Import from Spreadsheet section, type the location of the file, or click the
Browse button to browse to it.

8. When you are ready, click Import. Your spreadsheet opens so you can specify
which data you want imported into the new list.

9. Inthe Import Windows SharePoint Services list dialog box, select Range of
Cells in the Range Type list.

E3 Microsoft Excel 2003 - Business Intelligence.xls =]
File Edit ‘iew Insert Format Tools Data  Window  Help Twpe a guestion for help -
NEEHRS ISR B9/ = -2 le @ -1 - B I UESEE=E]

A1 - #*
A | 3] [ C D E F G [ H ] 3‘
12 [May 14 South Grand Total 94
| 13 Iy 13 Marth

ﬂ June el Import to Windows SharePoint Services list E

15 {June 11

| 16 }June 4 Range Type:

17 jJune 21 Fange of Cells -
| 18 JJuly ] | Rena [
| 19 buly B

20 [uly 15 Select Range:

| 21 JAugust g | Spirdlinal$as1 $0$30] J

| 22 JAugust 10

ﬁ September & o Import your spreadsheet data as a new Windows SharePoint Services

| 24 |Qctober 5 list.

| 25 [Octaber 15 Ly = | o 5

| 26 |November 2

| 27 Movermnber 17

| 29 \December ]

| 30 December 4 T Moh o

| 31 |

Ed —1

|33 |

| 34 |

35
> I
M 4 » M| spiralina { Spiralina Chart ‘itamin B Chart ‘itamin B Echinacea Chart | 4| | Ll

Importing cells from an Excel 2003 spreadsheet

10. In the spreadsheet, select the range of cells you want to import.
11. When you finish, click Import.
12. After a few moments, your new list appears.
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Export List Data to a Spreadsheet

Office 2003 users can import, export, and create SharePoint lists with Excel 2003. This
exercise shows how to export a SharePoint list as an Excel 2003 spreadsheet so you can
work with the data offline.
1. Using Internet Explorer, go to the page that contains the list you want to export.
2. Inthe Actions list, click Manage Content. A directory of all the lists in the
current area appears. Click the name of the list you want to export. For example,
to export your list of contacts as a spreadsheet, click Contacts.

Fil Edit Wiew Favorites Tools Help | :,'
(@Back ~ ) - [¥] 2] n| O search ¢ Favortes @ Meda £ | 0+ L o] - i 4
Address I@ httpiffserver/ListsfContactsAllltems . aspx j G
| Home BT Topics Events Communities Sites
Contosa
2= Contacts N
Current Location Use the Contacts list for information about people related to this area.
':'DN”;ZS SIMew Itern | ﬁFilter | .EEditin Datasheet | .IﬂLink to Outlook | P Import Contacts
- Tapics B Last Mame First Marme Cormpany  Business Phone  Home Phone  E-rnail address
* Events Berge Karen {425) 555-0111 Karen@Contoso.com
’ Clommunities Banifaz Luis (425) 555-0112 Luis@Caontoso.com
' Conroy Stephanie (425) 555-0117 Stephanie@Contoso.com
Select a Yiew Dixon Andrew (425) 555-0106 Andrew@Contoso.com
&l Contacts Hankin Alex (4251 555-0104 alex@Contoso.com
Hill Chris (425) 555-0107 Chris@Contoso.com
Actions Hodges Brian (425) 555-0102 Brian@Contoso.com
@ add to My Links Tiedt Danielle (425) 555-0109 danielle@Contoso.com
& Alert me
@ Modify settings
and colurnns |
=
|ﬂj Ciore l_l_l_l\d Lacal inkranet

Data list in SharePoint Portal Server

3. Inthe Actions list, click Export to Spreadsheet when the list appears in your
browser.

4. If a File Download dialog box appears, click Open. If Excel is installed on your

computer, the list opens after a few moments.

When you select a cell in the list, the List toolbar appears.

6. On the List toolbar, click the List menu. You can use this menu to complete
various tasks, including publishing, editing, and unlinking the list. When you
open the spreadsheet in Excel, it remains linked to the SharePoint list unless you
unlink it.

o
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SharePoint list imported into Excel spreadsheet

If you edit the list but want to discard your changes and refresh from the server,
click the Discard Changes and Refresh button on the List toolbar.

If you want to synchronize your changes with the list, click the Synchronize List
button on the List toolbar.
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Add or Remove Web Parts from a Web
Part Page

Web Parts are modular, reusable portions of a Web page that provide tools or
information. SharePoint Web sites use special Web pages called Web Part Pages to
contain Web Parts. Users or Web designers can add or remove parts from these pages,
and customize the layout of a Web Parts Page.

Add a Web Part to a Page

These steps describe the process for adding a Web Part to a Web Part Page in SharePoint
Portal Server. The steps for performing this task on a Windows SharePoint Services site
may be slightly different.
1. Using Internet Explorer, go to the Web Part Page you want to customize.
2. Inthe Actions list, click Edit page.
3. Inthe upper right side of the page, click Modify Shared Page, point to Add Web
Parts, and then click Browse. The Add Web Parts pane opens.
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Editing a Web Part Page

4. Under Select the gallery you would like to browse, click the Web Part gallery
with the same name as your SharePoint portal site. The number of Web Parts in
each gallery appears in parentheses next to the gallery name. When you select a
gallery, a list of Web Parts appears under Web Part List.
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Adding Web Parts to a Web Part Page

There are a number of Web Part zones on the page. Each zone is labeled with the
zone name above it in gray, such as Top Zone, Middle Left Zone, etc. Drag and
drop your Web Part into one of these zones to add it to the page. For example, to
add a document library to the page, click on Document Library and drag it into
one of the Web Part zones on the page. The Web Part List shows only a certain
number of the Web Parts in your gallery. If you do not see the Web Part you
want, click Next to see additional Web Parts.

Alternately, you can add the Web Part by clicking the Add to list, selecting a
Web Part zone, and clicking Add.

Click the X at the top of the Add Web Part pane to close it. Your Web Part
appears on the page.
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Close a Web Part

You can close a Web Part that you do not want to appear on the page. This does not
delete the Web Part permanently, but simply removes it from the display. This is useful
for customizing the appearance of a page without permanently deleting Web Parts that
may contain useful data. Close a Web Part by following these steps:
1. Inthe Actions list, click Edit Page.
Note If you see View Page in the Actions list, you are in edit mode.
2. On the upper right corner of the Web Part you wish to remove, click the down
arrow.
3. Select Close.

Delete a Web Part

Sometimes you do not want to simply remove a Web Part from a page, but to delete it
permanently. This completely deletes the Web Part and any data it contains. Delete a
Web Part by following these steps:
1. Inthe Actions list, click Edit Page.
Note If you see View Page in the Actions list, you are in edit mode.
2. In the upper right corner of the page, click Modify Shared Page, and then click
Design this Page.
3. Click the down arrow in the upper right corner of the Web Part you would like to
remove, and then click Delete.
4. When the warning appears, click OK.
5. Inthe Actions list, click View Page to exit edit mode.

Hide a Web Part

Sometimes you want to hide a Web Part so that it does not appear on the page, but you do
not want to close it completely or delete it. For example, you may want to hide a Web
Part that is providing data to another Web Part through a Web Part connection if only the
second Web Part is actually of interest to people using a Web Part Page. Hide a Web Part
by following these steps:
1. Inthe Actions list, click Edit Page.
Note If you see View Page in the Actions list, you are in edit mode.
2. Inthe upper right corner of the Web Part you want to hide, click the menu button
(a small down arrow), and then click Modify Shared Web Part. The Modify
Shared Web Part pane opens.
3. Scroll down and expand the Layout section by clicking on the small plus sign (+)
next to the word Layout.
In the Layout section, clear the check box next to Visible on Page.
At the bottom of the pane, click OK.

o~
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Reconfigure Web Part Page Layout

Web Part Pages are very flexible. Not only can you add and remove Web Parts, but you
can also easily change the layout of the page. You can export a Web Part to a file—or
import a Web Part from a file—making it easy to transfer Web Parts between portal sites
or pages.
1. Using Internet Explorer, go to the Web Part Page you want to customize.
2. Inthe Actions list, click Edit Page. The page appears in edit mode so you can
make changes.
3. Near the upper right corner of the page, click Modify Shared Page, and then
click Design this Page.
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Web Part Page in design mode

4. Each Web Part on the page is now outlined and there are a number of Web Part
zones on the page. Each zone is labeled with the zone name above it in gray, for

example, Top Zone, Middle Left Zone, etc. Zones without any Web Parts in them

are labeled with Add a Web Part to this zone by dropping it here.

5. To move a Web Part, click its title bar. When a four-way arrow cursor appears,
drag and drop the Web Part into another zone.

6. To close a Web Part, click the X in the top right corner of the Web Part.

7. To exit design mode, click View Page in the Actions list.
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Link Two Web Parts

You can place a wide variety of Web Parts—including Microsoft Office Spreadsheet and
Microsoft Office PivotChart® controls—into Web Part Pages. These two Web Parts
allow you to place an Excel spreadsheet and chart functionality into a Web Part Page.
This example begins with a Web Part Page that already contains the Office Spreadsheet
Web Part and Office PivotChart controls, and shows how they can be linked to share
data. It is helpful to have an existing Web Page that contains Office Spreadsheet and
Office PivotChart Web controls. To add these Web Parts to a page, see “Add or Remove
Web Parts from a Web Part Page” earlier in this white paper.

1.
2.

Using Internet Explorer, go to the page containing the Web Parts you want to link.
In the upper right corner of the page, click Modify Shared Page and select
Design this page. Page desigh mode opens.
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Web Part Page in desigh mode

Link Spreadsheet and Chart Web Parts

1.
2.

3.

In the Office Spreadsheet Web Part, highlight the data you want to chart.

In the upper right corner of the Office Spreadsheet Web Part, click the down
arrow to open the customization menu.

To link the Web Parts, click Connections, Chart Data To, and then Office
PivotChart. After the page refreshes, your data appears in the chart control.
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Office PivotChart control connected to Office Spreadsheet control

Remove a Web Part Connection

You can also remove an existing Web Part connection.

1.

In the Office Spreadsheet Web Part, click the down arrow to open the
customization menu. The check marks in the menus show there is a Web Part
connection between these two Web Parts.

To unlink the Web Parts, click Connections, Chart Data To, and then Office
PivotChart.

To confirm that you want to remove the connection, click OK.
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Customize My Site Public View

SharePoint Portal Server allows users to have a personal portal site, or My Site, where
they can gather and publish information of interest to them.
My Site has three kinds of views. The public view of your personal site is the view that
any portal site user can see if they go to your page. This view contains information about
you and your job that you want to share with other users. The private view of your site is
the view that only you see. It contains information of personal interest, such as your
calendar and tasks. You can also have any number of shared views. These are views that
only members of a select group can see, such as members of your team or division.

1. To open your personal site page, click My Site in the upper right corner of your

portal site’s home page.
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My Site public view

2. Make sure the public view of your personal site is active by verifying that Public
is selected in the Select View list. This section allows you to toggle between the
various views of your personal site and shows which view is currently active. If
Public is not selected, click it now.
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Edit your Profile

SharePoint Portal Server collects important user information in user profiles. People can
find these profiles through SharePoint search or by going to the public view of a My Site.
You can edit your user profile to control what information is published on the public
view of your personal site.

1.

2.

how

NGO

Verify that the public view of your personal site is active. In the Actions list, click
Edit Profile.

To change personal information that others can see through your profile, use the
Edit My Profile page. Organizations can include different information in their
user profiles, so your profile may not match this example precisely.

If you want to provide information about yourself, type text in the About me box.
If you want to provide a picture of yourself, type the URL of the picture in the
Picture URL box.

If you want to list your home phone number, type it in the Home phone box.

If you want to list your cellular phone number, type it in the Cell phone box.

If you want to list your fax number, type it in the Fax box.

If you want to list an assistant’s name, follow these steps:

a. Click Select Person next to the Assistant box.
b. On the Find by menu, click either name of user or alias of user.
c. Type part or all of the person’s name or alias in the Starts with box.
d. Click Find.
e. Select the appropriate person under Results, and then click Add.
f.  When you finish, click OK.
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Editing My Profile

3. When you finish, click Save and Close. The changes you made to your profile
appear in your public view immediately.

Add a Link to My Links

The My Links Web Part contains links of personal interest to you. When you add a link
to this list, you can choose to share it on the public or shared views of your site, or to
display it only on the private view. You can also add portal site items to your links by
clicking Add to my Links while you are viewing them.

1. Make sure the private view of your personal site is active by verifying that
Private is selected under Select View. This section allows you to toggle between
the various views of your personal site and shows which view is currently active.
If Private is not active, click it now.
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My Links Web Part in private view

In the My Links Summary Web Part, click Add new link. The Add Link page
appears.

In the Title box, type a short title for the site to which you are linking.

In the Address box, type the URL for your link.

The Add Link page allows you to share your link with different groups of people.
To share this link in your public view, select the Share on public view of My
Site check box.
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Click OK.
Your link now appears in your private view.
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8. On your personal site page, in the Select View list, click Public. Your new link
also appears in the public view of your personal site page.
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Customize My Site Private View

SharePoint Portal Server includes a number of Web Parts that enable you to access your
Microsoft Exchange Server Mailbox, Tasks, Folders, and Calendar. By adding these Web
Parts to the private view of your personal site, you can use it to more easily access this
information.

1.

2.

In the upper right corner of your portal site’s home page, click My Site. This
opens your personal site page.

Make sure the private view of your personal site page is active by verifying that
Private is selected in the Select View list. This section allows you to toggle
between the various views of your personal site and shows which view is
currently active. If Private is not selected, click it now.
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My Site private view

Add My Inbox Web Part to My Site

1.

2.

On the upper right side of the page, click Modify My Page, point to Add Web
Parts, and then click Browse. The Add Web Parts pane opens.

Under Select the gallery you would like to browse, select the gallery that has the
same name as your organization’s portal site. A list of Web Parts appears under
Web Part List.

Select the My Inbox Web Part. If you do not see this Web Part in the list, click
Next until it appears.
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4. A number of Web Part zones appear on the page. Each zone is labeled with the

zone name above it in gray, such as Top Zone, Middle Left Zone, etc. Zones
without any Web Parts in them are labeled Add a Web Part to this zone by
dropping it here. Drag and drop the My Inbox Web Part into one of these zones
to add it to the page. You can drop it either into one of the unoccupied zones, or
into an occupied zone above or below an existing Web Part.

/] Brian Hodges's Home - Microsoft Internet Explorer

Fil Edit Wiew Favorites Tools Help | ;'?
(@Back ~ ) - [¥] 2] n| O search ¢ Favortes @ Meda £ | 0+ L o] - i 4
Address I@ http: fiserver My Sitedef aulk. aspx j w

| B « add web Parts

Browse -

Home Documents and Lists Site Settings Help

5 S Brian [l Ths personelsie =]
\ Hodges

Select the gallery you would like to (=
browse,

Select View web Part Page Gallery (o)
[contaso Gallery (21)]

Public Virtual Server Gallery (7}
Acti .
..... cmns web Part List ﬁ Filter
& Edit Profile pe— s

-
B Create List My Calendar _. My Links Summary & Area Contents
October 14 - Dck... - General
B Create Page Today = | Area Details
= Manage Alerts @ Gevernment Drug Stand E| Content Editor Web Part
Contoso Links

My Lists F— . i=i| Form Web Part
...... Pt @ Ultamln Sales Team
o Private — -

DRI , :'f;;:;_s::;.;:qctol % Vitamins 2| Grouped Listings
B Shared ' ' @ Manage Links | Add new li & Image Web Part

Documents 8| Links far You
@ My Pictures hursd b Links for You

Thursday, Octobe: i Sl My alerts Summary
My P 1000 AM- 10030 &M - Production
ages . e

...... s 0 I > > Q4 statistics Al My calendar
@ Bouncing Around _I_I = [My Inbox |

Peru Inventory Levels

News for You v X v hd
LY PN -
< I
|@ Cione |. |\-J Local intranet

Adding My Inbox to My Site

Alternately, you can add the Web Part by clicking the Add to list, selecting a
Web Part zone, and clicking Add.

When you finish adding Web Parts, click X in the Add Web Parts pane to close
it.

Configure My Inbox Web Part

To carry out these steps, you must know the location of your mail server. If you do not
have this information, consult your IT department.

1.

You must now configure the My Inbox Web Part. Click the down arrow in the
upper right corner of the My Inbox Web Part, and then click Modify My Web
Part. The My Inbox pane opens.

In the Mail Configuration section, under Mail server address, type your mail
server’s address.

In the Mailbox box, type your name or your Microsoft Exchange alias.
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Configuring My Inbox Web Part

4. If you want to customize the appearance of the My Inbox Web Part, expand the
Appearance section pane by clicking the plus sign (+) next to Appearance. In
this section, you can change the title, height, width, and frame style of the My
Inbox Web Part.

5. If you want to customize the layout of the My Inbox Web Part, expand the
Layout section by clicking the plus sign (+) next to Layout. In this section, you
can chance the visibility and position of the My Inbox Web Part.

6. If you want to change the advanced settings of the My Inbox Web Part, expand
the Advanced section by clicking click the plus sign (+) next to Advanced.

7. When you finish, click OK.

Apply a New Theme to My Site

You can also choose to apply a theme to your personal site. Themes are collections of
interface elements, color schemes, and styles. Applying a theme lets you customize the
look and feel of your personal site.
1. On the top-level toolbar on the My Site page, click Site Settings.
2. Inthe Customization section, click Apply theme to site.
3. To preview a theme, click the theme name in the list. A preview appears in the
Preview area.
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Apply Theme to Web site

Use this page to change the fonts and color scheme for your site. Applying a theme does naot affect your site's
layout, and will not change any pages that have been individually themed.

Select a Theme
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Canyon
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Applying a new theme to My Site

When you find a theme you like, click Apply.
In the top-level toolbar, click Home to return to your personal site.
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Synchronize Exchange Integration Web
Parts with Outlook

SharePoint Portal Server includes a number of Web Parts that allow you to access your
Microsoft Exchange Server Mailbox, Tasks, Folders, and Calendar. The information in
these Web Parts refreshes whenever you reload your personal site page. You can also
refresh these Web Parts manually.
1. In the upper right corner of your portal site’s home page, click My Site to go to
your personal portal site.

3 Brian Hodges's Home - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help | :f
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My Site with My Inbox Web Part

2. On your personal site page, click Private in the Select View list if you are not
already in private view.

3. The synchronization button, located in the upper right corner of your Exchange
Web Parts, appears as follows for each of the Exchange Integration Web Parts:

e My Calendar:
e My Inbox: E
e My Mail Folder: E

e My Tasks: E
Click the synchronization button now.
The Web Part refreshes the view.

o~
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Create a Meeting Workspace with Office
2003

A meeting workspace is a SharePoint Web site that contains tools and information to aid
meeting participants. It can include a contact list of contributors, related links and
documents, tasks, calendar, etc. From Outlook 2003, you can quickly create a meeting
workspace that is hosted on your company’s portal site.
1. Launch Outlook 2003.
2. Create a new meeting request by pointing to New on the File menu, and then
clicking Meeting Request.

P dnew ~

2 Mail Message ChrlHR
w ] postin This Folder  Chrl4+Shift+5
4 Folder... Ckrl4-Shift+E
Ll Search Folder... Ckrl4+Shift+P
] Appoinkment Chrl+Shift+4
| meetijaReguest  Chrkbshift+Q
EE Q:untarc;:a Chrl+Shift+C
& Distribukion List Ckrl+3hifE+L
<] Task Chrl+-Shift+E
| Mote Chrl+Shift-+r

Choose Form, ..

Cutlook, Daka File,

¥

Creating a new Meeting Request in Outlook

In the Untitled — Meeting dialog box, add the other attendees in the To box.
Click the Start Time date list and select the day of the meeting.

Click the Start Time time list and select the time of the meeting.

Fill out any other fields required for this meeting. When you finish, click Meeting
Workspace. The Meeting Workspace pane opens.

oA W

48



Meeting Workspace

Meeting Workspace

Link, this meeting request ko a
Meeting Workspace - a shared Web
site For planning the meeting and
kracking resulks,

1) Mare infarmation

Ere%e a workspace

Ize these settings:
- Laocation:
My Team Site
- Template:
Basic Meeting Workspace

Zhange setkings

Tip:

You can also link ko an exisking
workspace,

Meeting Workspace pane

7. If you want to change the meeting workspace settings, do so by:

a. Inthe Meeting Workspace pane, click Change Settings.

b. If you want to change the meeting workspace location, click the Select a
location list and select one of the options. This is the location, in your
portal site, where the meeting workspace site will be created.

c. If you want to change the language and template to use when creating the
new workspace, click the Create a new workspace option and change the
options in the Select a template language and Select a template type
lists.

d. If you want to link this meeting to an existing meeting workspace, rather
than create a new one, click the Link to an existing workspace option
and select the relevant workspace.

e. Click OK.

8. In the Meeting Workspace pane, click Create. This process may take a shorter
or longer amount of time depending on network activity and server capacity. A
link to the meeting workspace appears in the meeting invitation. Click Send.

9. After a few moments, a copy of the meeting invitation appears in your inbox.
Open the invitation.
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10. In your meeting invitation, click the Meeting Workspace link to open it in your
Web browser. The meeting workspace includes a list of attendees, objectives, an

agenda, and a document library.
Note The actual contents of the meeting workspace depend on the template used

to create the workspace.
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Create a Document Workspace with
Office 2003

A document workspace is a SharePoint Web site containing tools and information useful
for collaboration on a document. It can include a list of contributors, related links and
documents, tasks, etc. From within Microsoft Office Word 2003, Microsoft Office
PowerPoint® 2003, and Microsoft Office Excel 2003, you can quickly create a document
workspace that is hosted on your company’s portal site. You can also use Outlook 2003
to create a document workspace by sending a document as a shared attachment.

1. Launch Word 2003 to create a new shared document.

2. On the Tools menu, click Shared Workspace. The Shared Workspace pane

opens.

 Shared Workspace * w

NaREOEe

ﬁemhers

Cocument Workspace name;
)3 Skatus Report
Location For new workspace:

Wikamin Sales Team L

(o]

Create a Document Workspace if
vou want ko share a copy of this
document. A workspace also
enahles yau bo invike okhers,
assign them tasks, and link to
additional resaurces. When you
click Create, the workspace is
created For vou automatically,

g Tell me moare, ..,

Opkions. ..
Lask updated: 10/14/2003 3:42 PM

Shared Workspace pane

3. Inthe Shared Workspace pane, type a name for your workspace in the
Document Workspace name box. It should be a simple name that makes it easy
to identify the workspace. For example, you can use the name of the document
you create.
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To select a location for your document workspace, click the Location for new
workspace list and select a location. This is the location in your organization’s
portal site where the document workspace will be created.
When you finish, click Create.
If you are prompted to save the document, click Yes in the dialog box.
The contents of the Shared Workspace pane change after the document
workspace is created. You can use this workspace to view and manage status,
members, tasks, documents, links, and information related to this document and
the document workspace.
To add members to your document workspace, complete the following steps:
a. Inthe Shared Workspace pane, click the Members tab.
b. On the Members tab, click Add new members.

Choose members
Enter e-mail addresses or user names, separated by semicolons:

Example: userl; DOMAINYname; someone@example, com
Choose site group
Assign a site group ko the members above:

Conkributor L"

an add content to existing docurnent libraries and lisks, %

Adding members to a document workspace

c. Type the e-mail names of the members you want to add.

d. Click the Assign a site group to the members above list, and then select
an appropriate membership role. For example, if these members add
content and edit the document, the Contributor role is a good choice.

e. Click Next.

f. If the information in the confirmation area is correct, click Finish; if not,
click Back and make any necessary changes.

g. If you want to send an invitation e-mail, select the check box in the Add
New Members dialog box. Otherwise, clear the check box.

Note If you choose to send the invitation by e-mail now, the e-mail will
open automatically. To send the e-mail message, click Send.
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h. Click OK.
i. The new members appear on the Members tab.
9. To view the workspace in a Web browser, click Open site in browser. The
document workspace opens.
10. In the Web browser window, your document workspace includes members, tasks,
shared documents, links, and announcements.
Note The actual contents of the document workspace depend on the template
used to create the workspace.
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Content Editor, Page Viewer, and Web
Capture Web Parts

Content Editor, Page Viewer, and Web Capture are three Web Parts that enable you to
include different kinds of information in a Web Part Page. The Content Editor Web Part
lets you write, format, and change rich text and HTML content. The Page Viewer Web
Part contains a view of a particular Web Page. The Web Capture Web Part can contain a
Web Page or a portion of a Web Page.

For these examples, start with a Web Part Page that already contains the appropriate Web
Part. To learn how to insert a Web Part in a Web Part Page, see “Add or Remove Web
Parts from a Web Part Page” earlier in this paper.

Content Editor Web Part

The Content Editor Web Part lets you easily place rich text or HTML into a Web Part
Page.
1. Using Internet Explorer, go to the Web Part Page that contains the Web Part you
want to customize.
2. Inthe Actions list, click Edit Page.
Note If the View Page option appears in the Actions list, you are in edit mode.
3. Click the down arrow on the Content Editor Web Part title bar and select
Modify Shared Web Part. The Content Editor Web Part pane opens. This
pane lets you edit the contents of the Content Editor Web Part and customize the
appearance, layout, and other settings of the Web Part.
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Content Editor Web Part pane

If you want to add rich text to the Web Part, complete these steps:

a. Click Rich Text Editor.

b. Inthe Rich Text Editor dialog box, type the text you want to appear in
the Web Part. You can apply formatting, such as bold and italics; insert
tables and images; change the orientation of the text; etc.

c. When you finish, click Save.

If you want to add HTML code to the Web Part, complete these steps:

a. Click Source Editor.

b. Inthe Text Entry dialog box, type the HTML code you want to appear in
the Web Part.

c. When you finish, click Save.

If you want to link to a text file and display the contents of that file in the Web
Part, complete the following steps:
a. Type your text file’s URL in the To link to a text file, type a URL box.
b. Click Test Link. This will test your link in a Web browser.
When you finish, click OK in the Content Editor Web Part pane.
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Page Viewer Web Part

The Page Viewer Web Part displays the content of another Web page, folder, or file
inside the Web Part.

1.

2.

3.

Using Internet Explorer, go to the Web Part Page that contains the Web Part you

want to customize.

In the Actions list, click Edit Page.

Note If the View Page option appears in the Actions list, you are in edit mode.
Click the down arrow on the Page Viewer Web Part title bar and select Modify
Shared Web Part. The Page Viewer Web Part pane opens.
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Page Viewer Web Part pane

If you want to display a Web page, complete the following steps:
a. Inthe Page Viewer Web Part pane, select Web Page.
b. Under Link, type the URL of the Web page you want to display.
c. Click Test link to ensure that the URL is valid.
If you want to display a folder, complete the following steps:
a. Inthe Page Viewer Web Part pane, select Folder.
b. Under Link, type the URL or the path to the folder.
c. Click Test Link to ensure that the URL or path is valid.
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6.

7.

If you want to display a file, complete the following steps:
a. Inthe Page Viewer Web Part pane, select File.
b. Under Link, type the URL or path to the file, or click Browse to browse
to it.
c. Click Test Link to ensure that the URL or path is valid.
When you finish, click OK.

Note You can also use the Appearance and Layout sections in the Web Part pane
to help size and arrange your Web Part on the page so it appears exactly as you want.

Web Capture Web Part

The Web Capture Web Part captures content from a Web page or portion of a Web page.

1.

2.

3.

Using Internet Explorer, go to the Web Part Page that contains the Web Part you
want to customize.

In the Actions list, click Edit Page.

Note If the View Page option appears in the Actions list, you are in edit mode
Click the down arrow on the Web Capture Web Part title bar and select Modify
Shared Web Part. The Web Capture Web Part pane opens.
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Web Capture Web Part pane

In the Web Capture Web Part pane, click Create. The Web Capture dialog
box opens.

In the Web Capture dialog box, type the address of the Web page that contains
the content you want to capture and go to that page.
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6. The yellow right arrows indicate areas you can capture. To capture the entire
page, click the yellow arrow in the top left corner of the page. To capture a
subsection, click the yellow arrow next to it. When you click a yellow arrow to
capture a page or subsection, a green check mark appears.

Web Capture

=101x]

F%a[a o= CETI Bt fserverdef aulk, aspyd G0 I| - = | [} ot | ﬂ
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s

Capturing Web content for the Web Capture Web Part
7. When you finish, click OK.
8. Click OK in the Web Capture Web Part pane.
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Conduct a Simple Search

SharePoint Portal Server indexes content in the portal site so that users can search for and
find Web sites, documents, people, and other content that is useful to them. SharePoint
search also allows you to perform advanced searches and to subscribe to search results,
so you can be alerted when results change.

1. To begin searching, type a search term in the search box in the upper right corner
of the screen. For example, you can type the name of the team or division in
which you work to see documents, people, and information related to that team.

2. You can narrow the scope of your search by clicking the content sources list. This
provides you with a list of content sources that can be searched. To search all
content sources, ensure that All sources is selected.

3. When you are ready, click the green arrow l=d to begin the search.

/3§ search for “vitamin" - Microsoft Internet Explorer
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Simple search results

Explore Search Results

1. When you view search results, you have a number of options regarding how
these results are listed. For example, you can view your results by site, simple
list, author, date, or area by choosing the relevant option in the left column under
Select View. If By Site is not selected, click it now.
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2. Your search results are now ordered by site. If you have any sites that contain
multiple results, only the top result is shown. In this case, a See # more results
link (where # is a number) appears under the top result. Click this link to expand
a set of results.

Senior ¥Yitamin Product Launch
m Senior Yitamin Product Launch Brian Hodges 1L 2003
Coordination space for the Senior Witamin Product Launch

http:ffserver/personal/brian/Senior Vitamin Product Launch - 49 KB
&dd to My Links | Itermn details

B See 7 more results Senior Vitamin F‘r%'ﬁr:l_lu:t Launch

Collapsed search results with “"See more” link

3. You can also hide these additional results by clicking the Hide # results link.

Senior ¥itamin Product Launch
m Senior ¥itamin Product Launch Brian Hodges 9/11/2003
Coordination space for the Senior Yitamin Product Launch

http:/fserverf/personal/brian/Senior Mitamin Product Launch - 49 KB
Add to My Links | Ttermn details

@ Home - Senior ¥itamin Product Launch

This Web Part is required for the workspace to function properly. It should not
be removed. Senior Witarmin Product Launch (Hidden) ToolPane Manager Home
Madify This Wworkspace T...

httpiffserver/personal/brian/Senior Witamin Product Launch/default.aspx
add to My Links | alert Me | Ttern details

[[]] Objectives Brian Hodges 7282003
Coordination space for the Senior Vitamin Product Launch

httpiffserver/personal/brian/Senior Witamin Product Launch/Lists/Objectives/alllterns . aspx
add to My Links | Alert Me | Itern details

B Hide 2 results Senior Mitamin Product La@jﬁ

Expanded search results with “Hide results” link

4. If you want to add this search to your personal site links, click Add to My Links
in the Actions list.

5. If you want to add a particular search result to your personal site links, click Add
to My Links beneath that search result.

6. If you want to be alerted when these search results change, click Alert Me in the
Actions list.

7. If you want to be alerted when a particular search item changes, click Alert Me
beneath that search results item.
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Conduct an Advanced Search

If you want more precise search results, you can conduct an advanced
search. To do this, click the advanced search toggle button (the small
magnifying glass next to the search scope list). The advanced search options

appear.
/3§ search for “vitamin" - Microsoft Internet Explorer |
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Conducting an advanced search

1. If you want to specify the content sources to search, click Show Sources next to
Select search sources, and then select the check boxes next to the content source
names.

2. If you want to limit the types of results you receive, select the type of results you
want to see in the Search by type list. For example, if you want documents only,
select Documents.

3. If you want to constrain your search by the properties of the result items,
complete the following steps:

a. Under Search by properties, select a result property in the properties list.
For example, to find items by a particular author, select Author.

b. Select a constraint in the constraint list.

c. Type the constraint in the text box. For example, to search for items by
authors named Alex, select Contains in the constraint list, and then type
Alex in the text box.

d. If you want to add more constraints, select And or Or in the constraint
modifier list, and then repeat these steps.

61



4. If you want to also search for items by date, complete the following steps:
a. Under Search by date, select Modified or Created.
b. Click the unit of time list and select a unit.
c. Type the number of previous units by which you want to search in the
amount of time box.
5. When you finish, click Search.
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Integrate SharePoint with the Office 2003
Research Pane

The Research and Reference feature in Office 2003 helps users quickly find information
from within their Office application. This feature can be integrated with SharePoint
Portal Server 2003, which enables users to execute search queries against the SharePoint
portal site from within their Office applications.

1. On the Tools menu in Word 2003, click Research.

: Research *

Search for:
3
all Reference Books w
9 3

Fypa fext fo fook uo m a
varafy of rafadrch and
refarence Ferives.

You can afro prass AL T and
click 3 word fo sfarf 3 Fearch.

4 Research options. ..

Research task pane

2. At the bottom of the Research task pane, click Research options. The Research
Options page opens.
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Research Options

To ackivate a service for searching, select the check box associated wikth that service.

Services:

Reference Books
[] Thesaurus: English {Australia)

[ ] Thesaurus: English {.K.

Thesaurus: English (.53

[] Thesaurus: French (Canada)

[] Thesaurus: French (France)

[] Thesaurus: Spanish {Spain-Modern Sort)
Translation

Intranet Sites and Portals
Microsoft Weh

Other Services
Can't find it?

add Services. .. ] Enlzlpdate,l'RemDve... | [Earental Control,., ]

[ Ok ] [ Close

Configuring Research Options

To add research services, click Add Services.

In the Address box, type the address of the SharePoint Portal Server Search
Service. The path to the search service is normally
http://servername/_vti_bin/search.asmx where servername is the name of your
portal site search server. If you do not know the name of your portal site search
server, contact your IT Department.

Click Add.

Office 2003 provides a confirmation dialog box indicating the name of the search
service you are adding. Click Install to continue to add this service.

Click OK in the Add Services dialog box.

The search service appears in the list of available services in the Intranet Sites and
Portals category. Click OK.

Query the SharePoint Portal Server 2003
Research Service

1.

2.

If the Research task pane is not already open, open it by clicking Research on
the Tools menu.

In the Research task pane, click the research choices list near the top of the task
pane, and select your server’s name from the list.

Enter a search term in the Search for box, and then press Enter or click the Start
Searching button (the green arrow).
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: Research *

Search for:
vikamin a
Cnnt[%n W

&Y 2/

=l Contoso {1-10 of 12) S

ek

= ¥itamins
Sales, marketing, and
production infarmation Far
the Conkosa vikamin
producks, This cakegory
includes the most updated
resources of art, inventory,
and reference material for
creating public releases, Ik
also contains links to inkernal

documents tracking
development and kesting.

http: [ fserver /T2 vitamins
=l Senior Yitamin Study
Results

Study Results
Pharmacological Skudy
Results  Contoso
Pharmaceuticals has
completed a pharmacaological
study of our new senior
witamin, fs with all Contoso
research, this study is a

i'-';3. i3ek services on Cffice
Marketplace

4 Research options. ..

Research results from a SharePoint portal site

The search results from the SharePoint Portal Server 2003 server appear in the
search results section of the Research task pane. To open an item from the
results, click the link to the document from the results list.

You may see a security warning. Click OK to open the file.

The file opens for editing from the source location.
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Conclusion

This white paper provides an introduction to the features and capabilities of SharePoint
Portal Server 2003. SharePoint Products and Technologies offer a variety of additional
features and customizations available to users, Web designers, content managers, and
administrators. These include the ability to create highly customized solutions that are
relevant to your particular tasks and business needs.

For more information on SharePoint Portal Server features and capabilities, visit the
SharePoint Products and Technologies Web site.
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The information contained in this document represents the current view of Microsoft Corporation
on the issues discussed as of the date of publication. Because Microsoft must respond to
changing market conditions, it should not be interpreted to be a commitment on the part of
Microsoft, and Microsoft cannot guarantee the accuracy of any information presented after the
date of publication.
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WARRANTIES, EXPRESS, IMPLIED OR STATUTORY, AS TO THE INFORMATION IN
THIS DOCUMENT.

Complying with all applicable copyright laws is the responsibility of the user. Without limiting
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Microsoft may have patents, patent applications, trademarks, copyrights, or other intellectual
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Unless otherwise noted, the example companies, organizations, products, domain names, e-mail
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event is intended or should be inferred.
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