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1.0 Overview

SharePoint 2013 is a centralized document repository for use on the intranet. The site pages are
consistent in look and feel throughout the site. SharePoint 2013 can also be used as a content
management tool that will allow users to edit and manage their intranet site.

This manual will help users to understand and use some of the SharePoint 2013 Advanced Concepts that

require use of Adding an App and Ribbons.

1.1 Intended Audience

The intended audience for this course is GTA content managers and project managers who have a basic
understanding of SharePoint 2013. Mastery of the content in SharePoint 2013 Basic Concepts will
provide a sufficient foundation for Manage Document Libraries.

1.2 System Requirements

For maximum performance, the recommended browser is Internet Explorer 11. There is limited support

for the Google Chrome browser.

If your computer does not have one of the recommended browsers, please contact the Help Desk for

assistance

1.3 Terminology

Content Item — a piece of content that is used
in your agency’s site and includes a title and
other customized fields.

Content Manager — a user responsible for a
single site including its lists, libraries, content
and any sub-sites of the site, i.e. a user with full
control rights to a single site. Also called the
Content Owner.

Content Type — columns associated with
content: metadata, properties, template,
workflows and information management
policies

Gear —anicon Lx located in the upper right
corner at the top of the SharePoint page next to
your name that is used to access settings within
SharePoint.

Gold bar — top navigation on the master page
that contains tabs linking the user to other
pages in the site collection.

Revised 03/03/2014

Landing page — the web page that is displayed
when a visitor clicks on a tab.

Master page — a web page in a site that defines
the look, feel and standard behavior of all other
web pages in the site.

Metadata — terms used to classify items; also
referred to as ‘site columns.’

Quick Launch — links on the left of the page that
remains permanently in the layout.

Ribbon - a central place at the top of a
SharePoint page to find groups of commands
for interacting with SharePoint.

SharePoint Site Administrator — the user
responsible for the entire site collection who
has access to all site collection features
included in site settings, i.e. the person
responsible for GTA’s entire site collection.

pg. 4



Support Services — the GTA team that manages
the GTA help desk for SharePoint 2013 issues.

Support Services is located at:
http://support.georgia.gov

URL - a link that is formatted with the web path
for accessing a web page.

e.g. GTA's SharePoint 2013 production site URL
is: https://mygta.ga.gov/

2.0 Edit Tools

SharePoint 2013 introduces some new tools that have expansive functionality:

e Gear
e Ribbons

You'll become more familiar with these tools as you continue through the course.

‘ Note: Some functionality on the gear is also available on the ribbon.

2.1 Gear

A powerful tool that is used in SharePoint 2013 is the ‘gear’ £ . When you click the gear £ ,adrop
down will display with various options, e.g. Edit page, Add an app, etc. Depending on your permissions,
the drop down will only display options you are granted permission to use.

SharePoint Newsfeed OneDrive Sites

AN GTA Proj ick Link
/\ | Teams - rojects  Quick Links -

m SharePoint Support Scarch this ste -5

Georgia Technology Authority

ADM =~ DSS  SharePoint Support *  More Links =

myGTA > Portal > SharePeint Suppert
SharePoint Support SharaPaint Trainina KQianlin m

Figure 1 The gear 'ﬂ' when granted edit or app permission

Note: The gear X will not display if the user only has read permission.
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2.2 Library Ribbon

The Library Ribbon contains additional content controls that will allow you to edit and customize the
view of the library.

To view the Library Ribbon,

1.
2.
3.
4.

Navigate to the library you want to customize

SharePoint will display the content control, if you have sufficient permission
Select the LIBRARY tab on the content control

SharePoint will display the Library ribbon.

SharePoint

Johnson, Charlene~ ¥ 2

Newsfeed OneDrive Sites

BROWSE LIBRARY J) CONTENT MATRIX ) sHaRE ¥y Follow Cdswe O

[ Modify View . Current View: v L3 Export to Exce E Form Web Parts ~
= . 3 = 03] [ .:.- - o
[ Create Column UserTestingView ~ = Open with Explorer m Edit Library @E‘ -
View OEJ ck Creste Tags & E-maila Alert RS5  Most Popular  Connectto Connect to Library
dit View Navigate Up 1-30 p Motes Link Me + Feed Items Qutlook Office + 5 Mew Quick Step Settings
View Format Manage Views Tags and Notes Share & Track Connect & Export Customize Library Settings

& /A sharepoint Support

Georpia Teshnalogy Autherity Li b rary Ri b bO n

= DSS  SharePoint Support More LinRt®

myGTA > Portal > SharePoint Support

SharePointSupport  SP Training Documents
Notebook

Shared Documents @ New document or drag files here

UserTestingView  All Documents =« Find a file yel

Recent
SPSupportlssues v [ mName TrainingDocType  TrainingTopic
SP Training =) Add_Approval_Workflow «« Job Aids Workflows
Documents -
=) Add_Columns_To_Libraries ..« Job Aids Document Libraries
Site Contents -
= Add_Columns_To_Lists ... Job Aids Lists
Recent - . . . . .
i Add_Columns_To_Views ... Job Aids Document Libraries,Views

0
o
i

[

Figure 2 Library Ribbon when you select Library on the control tab

3.0 Library Settings

You can always navigate to a library using Site Content which is the container for all site items. You can
also navigate to a library using Quick Launch which is a shortcut that can be set up for easy access to a
library.

After you navigate to the library, you can use Library Settings to control the library structure,
permissions and display.

3.1 Display Settings Using Quick Launch

To navigate to Library Settings using Quick launch,

1. Click on the library name using Quick Launch
Revised 03/03/2014 pg. 6



2. Click the LIBRARY control tab

SharePoint Newsfeed OneDrive Sites [RGIGEGNSHEI-RINE o B

BROWSE ) sHARE Yy Fouow Cdsmc O

1
4 ,"—\ Teams - GTA Projects  Quick Links -

@TA SharePoint Training Sandbox Search this ste

Georgia Techmology Auherity

ng Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
Pt Demo-Library
Notebook 3

@ new document or drag files here
Documents

All Documents s« Find a file el
Recent

v T Modifie Modifiad By
Sandbex-library O Ham todified Modified By
Sandbox-list Demo-folder ... A few seconds ago Johnson, Charlene
Demo-Library

Site Contents
Figure 3 LIBRARY control tab when you are on the library page

3. SharePoint will display the library ribbon

4. Ontheribbon, click Library Settings

LIBRARY &) sHare vy Fouow Cdswe [

&2
Gy
Workflow
Settings

BROWSE

e 5 Modify View . Current View: ) s Export to Excel
@ O .- o = B

[ Create Column | All Documents Open with Explorer
Vien  Quek  Create Tags & E-maila Alert  RSS  MostPopular Connectto Connectto Form Web  Edit
dit | View Navigate Up Current Page Notes Lnk  Me, Feed Tems ‘Outiook e Parts.  Library

View Format WS Tags and Notes Share & Track (Connect & Export

r \ Teams -

Sharel Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
Eome Demo-Library
Notebook

GTA Projects  Quick Links -~

@ new document or drag files here

Documents

All Documents  «-= Find a file el

Recent

v [] MName Modified Modified By

Sandbox-library

_ Demo-folder . A few seconds ago Johnson, Charlene
Sandbox-list

Demo-Library

Site Contents

Figure 4 Library Settings when the library ribbon is displayed

5. SharePoint will display the Settings page for the library
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|\ Teams - rojects  Quick Links -

m SharePoint Training Sandbox

Georgia Teshnology Autherity

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

(s Demo-Library * Settings
Notebook List Information
Documents Name: Demo-Library
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/DemolLibrary/Forms/Allltems. aspx
Recent Description:

Sandbox-library

General Settings Permissions and Management Communications
Sandbox-list
Demotibtasy 8 List name, description and navigation 8 e
Site Contents U ° Sa
o o Pe
o o M
o o
a a
a a
o o
B Cata

Columns

A column steres information about each document in the document library. The following columns are currently available in this document library:
Column (click to edit) Type Required

Created Date and Time

Modified Date and Time

Title Single line of text

Created By Person or Group

Modified By Person or Group

Checked Out To Person or Group

Views

A view of a document library allows you to see a particular selection of items or to see the items sorted in @ particular order. Views currently configured for this document library

View (click to edit) Default View Mobile View Default Mabile View

All Documents v v v

Figure 5 Library Settings page when you select Library Settings from the ribbon

3.2 Display Settings Using Site Contents

To navigate to Library Settings using Site Contents,

Navigate to the page with the Site Contents

Click Site Contents

SharePoint will display one or more pages containing a tile for each of the items in the site content
Scroll through the Site Contents and find the library you want to use

WP
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) SHARE ¥y FOLLOW

APATT j ick Link
A eams - GTA Projects Quick Links ~

m SharePoint Training Sandbox Search ths sie vp

Georgia Teamalogy Authority

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
Home Site Contents
Notebook Li i 5
ists, Libraries, and other Apps -
2 z PP @) STEWORKFLOWS R SETTINGS (5] RECYCLE BIN (2)
Documents
Recent Documnents

new!

d 18 minutes ago

Demo-Library -
add an app [ S Es
Sandbox-library ‘ Medified 23 hours ago
[
S. Clist
H Microreed H Sandoorclorary H Sandooc it
| | 2 e TTT] -

Figure 6 The library name when you display Site Contents

5. Hover over the document name until the ellipses display under the library name and then click the
ellipses

SharePoint e L = Johnson, Charlene~ £¥ 4

) SHARE ¥¥ FOLLOW &

rr\ Teams -~ GTA Projects  Quick Links -

m SharePoint Training Sandbox Search s s

Georgia Teshnology Authority
SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
Home Site Contents
Notebook

Liste;LiblariesandloteApps () SITEWORKFLOWS £k SETTINGS  [5] RECYCLE BIN (2)

Documents
Recent Demo-Library Documents
Dema-Library - N
add an app L siems
Sandbox-library ‘ Modified 2
Modified 18 minutes ago
Sandbox-list .

Sandbox-library Sandbex-list

Site Contents H MicroFeed
NN -

Figure 7 The ellipses when you hover over the library name

6. SharePoint will display a pop up
7. On the pop up, click Settings
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Demo-Library

!

ABOUT  REMOVE

I mo-Library I Docume

Figure 8 Settings option when the pop up is displayed

8. SharePoint will display the Settings page for the library

4.0 Apply Your Knowledge Exercises: Library Settings

The Library Settings for any SharePoint library can be displayed.
To view the Library Settings,

1. Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

On the Quick Launch, select Documents library

On the control tabs above the gold bar, select LIBRARY

SharePoint will display the Library Ribbon

On the Library Ribbon, click Library Settings

SharePoint will display the Settings

ounkwnN

5.0 New Library

A library is a container for documents or pictures. Depending on your permissions, you can add, rename
or delete a library.

5.1 Create a new Library

When you want to create a library, you will need to make sure you have permission to Add an App.
After navigating to the page where you want to add the library, you will create the library by adding the
appropriate app.

To add a library,

1. Navigate to the page where you want to add a library

Click the gear £ and a drop down will display
On the drop down, click Add an app
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SharePoint Newsfeed OneDrive Sites [ERGINMEIRSGE IR o B 4

BROWSE  PAGE ) SHARE Yy FOUOV  Shared with... =

Edit page

Add a page

Add an app

Site contents

m SharePoint Training Sandbox Search this site change the ook

Teams - GTA Projects  Quick Links -

Georgia Teshnalogy Authority

SharePoint Training Sandbox

myGTA > Portal > SharePeint Support > SharePoint 2013 Training > SharePoint Training Sandbox
AT SharePoint Training Sandbox

Notebook

Site settings

Getting started

Get started with your site  revoveTais

Documents
Recent
Sandbox-library

Sandbox-list

Site Contents . Working on a Add lists, libraries,

Figure 9 Add an app when you click the gear

4. SharePoint will display one or more pages that contain app tiles.

5. Scroll through the app tiles until you find the Document Library app and then click on it.

SharePoint Newsfeed OneDrive  Sites [N INS IR o ]

) SHARE Yy FOLLOW [

@m SharePoint Training Sandbox

Georgia Toshnalogy Avhority

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
jleughres Site Contents * Your Apps
Apps You Can Add

Find an app pel

Manage Licenses

Your Requests Noteworthy

SharePoint Store

5

Custom List Tasks
Popular built-in app Popular buift-in app
App Details App Details

Apps youcanadd newest Name
Figure 10 Document Library app when you scroll through the app tiles

6. SharePoint will display the Adding Document Library pop up

7. Enter the Name for the library and click Create
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SharePoint

Newsfeed OneDrive Sites Johnson, Charlene~ £ ?

) SHARE Yy FoLLOW O
oz |eEnmaiogy Authonty
~
SharePoint Training Sandbox
Your Apps Adding Document Library x
Apps You Can Add
Manage Licenses - ==
SharePoint Training Sandbox
Your Requests
SharePoint Store
myGTA > Portal > SharePoint Support > SharePeint 2013 Training >
SharePoint Training Sandbox
Pick & nam: Name:
o e e [Demo-Librar Z
Advanced Options Cancel
Document Library Form Library Wiki Page Library Picture Library
App Details App Details App Details App Details v
N = — SE— W R— oo —— |

Figure 11 Adding Document Library pop up when you click on the Document Library tile

8. SharePoint will create the library and store it in the Site Contents

SharePoint

Newsfeed OneDrive Sites [RGIIEGMIENEIE o B
€ sHARE ¥y FOLLOW [

=Yl !

\ Teams - GTA Projects  Quick Links -

@m SharePoint Training Sandbox Search ths it

‘Georgia Technology Authority
SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
Home Site Contents

o Lists, Libraries, and other Apps

() SITEWORKFLOWS £ SETTINGS (5] RECVCLE BIN (2)
Documents

Recent

Demo-Library
add an app
Sandbox-library .

Sandbox-list

Demo-Library

new!

Documents

Maodified 22 hours ago

Oitems

Site Contents MicroFeed Sandbox-library

[ 12 items
ified 22 hours ago Modified 22 hours ago

Figure 12 New Document Library in Site Contents when you created it

Sandbox-list

10

Modified 22 hours ago
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6.0 Apply Your Knowledge Exercises: New Library

To create a new library,

1.

N o v ok

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click the gear ¥ anda drop down is displayed

On the drop down, click Add an app and SharePoint will display one or more pages that contain
app tiles.

Scroll through the app tiles until you find the Document Library app and then click on it.
SharePoint will display the Adding Document Library pop up

Enter the Name for the library and click Create

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click Site Contents

Scroll through the tiles to find your new library

7.0 General Settings

General Settings are used to control the structure of a library. Using General Settings, you can manage
the library name, description or navigation

7.1

After a library is created, you can display or change the General Settings including:

Display General Settings

The library name
The library description

Quick Launch navigation

To display the General Settings for a library,

1.

2.

Display the library ribbon and click Library Settings

SharePoint will display the Settings page for the library

On the Settings page, click List name, description and navigation
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

Demo-Library - Settings

Notebook List Information
Documents Name: Demo-Library
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/DemoLibrary/Forms/Allltems.aspx
Recent Description:
Demo-Library
General Settings Permissions and Management Communications

Sandbox-library

Sandbox-list

Site Contents

ate file nian renort

Figure 13 List name, description and navigation option when the Settings page is displayed

4. SharePoint will display the General Settings for the library

SharePoint Newsfeed OneDrive Sites [RIIGESHIGGEN NI o B4

) sHaRE Yy Fouow O

m SharePoint Training Sandbox

Georgia Technalogy Authority

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
A2 Settings * General Settings
Notebook

Name and Description
Name:

Documents Type a new name as you want it to

Recent appear in heading nks Demo-Library
ecen through
i t‘g o Description:
tex h
Demo-Library document library
Sandbox-library
Sandbox-list
Navigation
Site Contents Specity whether a in s = Display this document library on the Quick Launch?
document libr féires ONo

[ Display this list on the Quick Launch: Yes |

Save Cancel

Figure 14 General Settings when displayed for the library
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7.2 Rename a Library

You can rename a library.

To rename a library,

1. Navigate to the Library Settings for the library

2. SharePoint will display the Settings page for the library

3. From the Settings page, click List name, description and navigation

SharePoint Newsfeed OneDrive Sites [EGBGUESIRSIEUIERINE o S

J SHARE Yy FOuOw [T

I
regEr r} Teams - GTA Projects  Quick Links -

@}m SharePoint Training Sandbox

Georgia Technalogy Authority

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

3200 Demo-Library - Settings
Notebook List Information
Documents Name: Demo-Library
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/DemoLibrary/Forms/Allltems.aspx
Recent Description:
Demo-Library
General Settings Permissions and Management Communications

Sandbox-library

Sandbox-list

Site Contents

|
|
|
a
|
|

Figure 15 List name, description and navigation option when the Settings page is displayed

4. SharePoint will display the General Settings for the library
5. Enter a new Name for the library

6. Then click Save
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Recent
Description:
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Sandbox-library
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ceree

Figure 16 Name field when you want to change the name of a library

7.3 Manage the Quick Launch

When you first add a library, the location of the library will default to Site Contents. You can change the
navigation to add or remove the library from the Quick Launch.

To add or remove a library from Quick Launch,

1. Navigate to the Library Settings for the library

2. SharePoint will display the Settings page for the library

3. From the Settings page, click List name, description and navigation
4. SharePoint will display the General Settings for the library

5. Click Yes to Display this document library on the Quick Launch? or click No if you don’t want to
display the library on the Quick Launch

6. Then click Save
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Documents Type a new name a5 you want it ta
appear in heading: Demo-Library
Recent #

Description:

Demo-Library

Sandbox-library
Sandbox-list

Site Contents

Display this document library on the Quick Launch?

[ Display this list on the Quick Launch: Yes |

ceree

Figure 17 General Settings when you want to change the navigation

7.4 Delete a Library

You can delete library. When a library is deleted, SharePoint will move the library and all of its contents
to the Recycle Bin.

Note: You can restore a deleted library from the Recycle Bin which can be found in Site Contents.

To delete a library,
1. Navigate to the Library Settings for the library
2. SharePoint will display the Settings page for the library

3. From the Settings page, click Delete this document library
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

3200 Demo-Library - Settings
Notebook List Information
Documents Name: Demo-Library
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/DemoLibrary/Forms/Allltems.aspx
Recent Description:
Demo-Library
General Settings Permissions and Management Communications

Sandbox-library

Sandbox-list

Site Contents

Figure 18 Delete this document library option when the Settings page is displayed

4. SharePoint will display a confirmation box

5. Confirm the delete, by clicking OK and SharePoint will delete the library
Message from webpage lﬁ

I."'_"‘.I This document library will be removed and all its files will be deleted,
' Are you sure you want to send this document library to the site Recycle

Bin?

= N
= Z
4

Figure 19 Confirmation box when you want to delete a library

8.0 Apply Your Knowledge Exercises: General Settings

8.1 Display General Settings

You can display the General Settings for a library.
To display the General Settings,

1. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student

Lab
Click Site Contents

Scroll through the tiles to find the library you created and click on the ellipses next to it
Then click SETTINGS
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8.2

SharePoint Newsfeed OneDrive  Sites. ohnson, Charlene~ % 2

i Site Contents Demo-Library * R
Notebook Lists, Libraries, and other Apps
Documents . -

Recent

Sandbox-library
add an app

Dema-Library
Sample-Library-03 Documents o
Sample-Library-04 lﬁ

Sample-Library-02 . h

Figure 20 SETTINGS when you click the ellipses next to a library in Site Contents

SharePoint will display the Settings page for the library

Rename a Library

You can rename a library.

To rename a library,

1.

o vk wnN

~

8.3

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click Site Contents

Scroll through the tiles to find the library you created and click on the ellipses next to it

Then click SETTINGS

SharePoint will display the Settings page for the library

On the Settings page in the section named General Settings, click List name, description and
navigation

SharePoint will display the General Settings for the library

Enter a new Name for the library

Then click Save

Display the Library in Quick Launch

You can display a library in Quick Launch so that you can navigate to it easily using left navigation.

To display a library in Quick Launch,

1.

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click Site Contents

Scroll through the tiles to find the library you created and click on the ellipses next to it
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10.

8.4

Then click SETTINGS

SharePoint will display the Settings page for the library

On the Settings page in the section named General Settings, click List name, description and
navigation

SharePoint will display the General Settings for the library

Click Yes to Display this document library on the Quick Launch?

Then click Save

SharePoint will display the library in the Quick Launch

Delete a Library

You can delete a library.

To delete a library,

1.

o vk wnN

™~

8.5

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click Site Contents

Scroll through the tiles to find the library you created and click on the ellipses next to it
Then click SETTINGS

SharePoint will display the Settings page for the library

On the Settings page in the section named Permissions and management, click Delete this
document library

SharePoint will prompt you for confirmation and you will confirm the delete

SharePoint will delete the library and move it to the Recycle Bin

Restore a Library

You can restore a library that was deleted.

To restore a library,

1.

o v ke wWwN

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click Site Contents

Click on the RECYCLE BIN in the upper right corner of the content area

Scroll through the tiles to find the library you created and click on the box next to it

Then click Restore Selection

SharePoint will remove the library and its contents from the Recycle Bin and make it available

again.
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9.0 Versioning

9.1 Manage Versioning

You can add versioning to any library. You can use minor versions, e.g. 1.1, 1.2, 1.3, etc. or major
versions, e.g. 1.0, 2.0, 3.0, etc.

To add versioning to a library,
1. Navigate to the Library Settings page for the library
2. SharePoint will display the Settings page for the library

3. From General Settings, click Versioning settings
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

3= Demo-Library * Settings

Notebook List Information

Documents Name: Demo-Library
Web Address:  https://myagta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/DemoLibrary/Forms/AllItems.aspx

Recent Description:

Demo-Library

General Settings Permissions and Management Communications

Sandbox-library

Sandbox-list

Site Contents G
o

Figure 21 Versioning settings option when the Settings page is displayed

4. SharePoint will display the Versioning Settings for the library
5. Select the versioning options you want the library to have

6. Then click OK
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a Require content approval for submitted items?
Recent OYes @ No

Sandbox-library Dacument Version History

Create a version each time you edit a file in this
document library?
Demo-Library (@ No versicning
() Create major versions
Example: 1, 2, 3, 4
(O Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Sandbox-list Specify wh

crested esch time you edit a file in this document libeary. Learn about versions

Site Contents

Optionally limit the number of versions to retain:
[ Keep the following number of majer versions:

Keep drafts for the following number of major

versions:

Draft item Security

Who should see draft items in this document library?
@ Any user who can read items
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rt dacuments befors making chs

document fibrary. Le

Require documents to be checked out before they
can be edited?
O Yes ® No

e

Figure 22 Versioning settings option when the Versioning Settings page is displayed

10.0 Apply Your Knowledge Exercises: Versioning

10.1 Add Versioning

To add versioning to a library,

1. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

2. Click on the library name using Quick Launch SharePoint will display the library you created
3. Click the LIBRARY control tab
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SharePoint will display the library ribbon

On the ribbon, click Library Settings

SharePoint will display the Settings page for the library
From General Settings, click Versioning settings

SharePoint will display the Versioning Settings for the library

L X Nk

Select the versioning options you want the library to have: Create major and minor (draft)
versions

10. Then click OK

11. SharePoint will add versioning to all documents in the library

11.0 Library Columns

When a library is created, default columns are assigned to the library including Created, Modified, Title,
Created By, and Modified By. You can add a new column, change the values for an existing column or
delete a column.

11.1 Add a Column

To add a new column,
1. Navigate to Library Settings for the library
2. SharePoint will display the Settings for the library

3. From the Columns section of the Settings page, click Create column
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
Demo-Library * Settings

List Information

Name: Demo-Library

Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/DemolLibrary/Forms/Allltems. aspx
Description:

General Settings Permissions and Management Communications

escription and navigation

L og Settings

Columns

A column steres information about each document in the document library. The f ng columns are current iable in this document library:
Column (click to edit) Type Required

Created Date and Time

Modified Date and Time

Title Single line of text

Created By Person or Group

Modified By Person or Group

Checked Out To Person or Group

Views

A view of a document library allows you to see a particular selection of items or to see the items sorted in a particular order. Tently configured for this document library
v (click to edit) Default View Mobile View Default Mabile View

All Documents v v v

Figure 23 Settings page when you want to select Create columns

4. SharePoint will display the Create Columns page for the library

5. Enter a Column Name and select the column options you want the library to have

6. Then click OK

Revised 03/03/2014

pg- 24



('CHNE SO Johnson, Charlene~ £ 2

Newsfeed

) SHARE Yy Fouow [,

m SharePoint Training Sandbox

Georgia Teshnalogy Autherity

SharePo g Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

(s Settings * Create Column @
Notebock Name and Type Column name:
Documents Type aname for th Ject the “

Recent ! :

The type of information in this column is:
Sandbox-library ingle line of text

ultiple lines of text

hoice (menu to choose from)

umber (1, 1.0, 100}

Sandbox-list
Demeo-Library

Site Contents

ookup (information already on this site)

es/No (check box)

erson or Group

yperlink or Picture

alculated (calculation based on other columns)
ask Outcome
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Default value:
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Add to default view
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Figure 24 Create Column page when you want to create a new column
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11.2 Edit a Column

You can edit a column and change the type of information or the format. If you have a Choice type of
column, the column will have a table of values the user can select and you can modify the table of
values as needed.

Note: Be careful when making changes to the columns, because SharePoint will not revise existing
data. You will need to manually adjust all data as needed.

To edit a column,
1. Navigate to Library Settings for the library
2. SharePoint will display the Settings for the library

3. From the Columns section of the Settings page, click the name of the column that you want to
change
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Figure 25 Columns when you want to modify existing column values

7. SharePoint will display the Settings > Edit Column page for the column
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8. Edit the column information that is displayed on the page, as needed

9. Then click OK
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Delete Cancel

Figure 26 Column Information when you want to modify an existing column
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11.3 Delete a Column

You can delete a column.

‘ Note: When a column is deleted, it cannot be restored. It is permanently deleted.

To delete a column,
1. Navigate to Library Settings for the library
2. SharePoint will display the Settings for the library

3. From the Columns section of the Settings page, click the name of the column you want to delete
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Figure 27 Columns when you want to select a column and delete it

4. SharePoint will display the Settings > Edit Column page for the library
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5. Click the Delete button at the bottom of the page
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Figure 28 Edit Column when you want to select a column and delete it

6. SharePoint will display a confirmation box

7. Confirm the delete, by clicking OK and SharePoint will delete the column
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Message from webpage ﬁ

|"/. =% This column will be removed and all the data stored in the column will
"Y' be permanently deleted. Are you sure you want to delete this column?

Figure 29 Confirmation box when you want to delete a column

12.0 Apply Your Knowledge Exercises: Library Columns

12.1 Add a Column

You can add a column to a library.
To add a column to a library,

1. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab
Click on the library name using Quick Launch SharePoint will display the library you created

Click the LIBRARY control tab
SharePoint will display the library ribbon
On the ribbon, click Library Settings

2
3
4
5
6. SharePoint will display the Settings page for the library
7. From the Columns section of the Settings page, click Create column
8. SharePoint will display the Create Columns page for the library
9. Enter the following information:

a. Column name: SOG Agency
Click the button for Choice (menu to choose from)
Description: The SOG Agency that will have access to these documents
Choice #1: Select One or more
Choice #2: EGAP
Choice #3: GETS
Choice #4: GTA
Choice #5: SAO

i. Click the button for Display choices using: Checkboxes (allow multiple selections)

S @ 0 a0 o

10. Add another column for the effective date by entering the following information:
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a. Column name: SOG Eff Date

b. Click the button for Date and Time

c. Description: The date the document is effective for SOG

d. Click the button for Yes for Require that this column contains information
e. Click the button for Date Only of Date and Time Format

f. Click the button for Friendly of Display Format

g. Then click OK

11. SharePoint will add the columns to the library

12.2 Edit a Column

You can edit a column.

To edit a column,

1.

No ks wnN

8.
9.

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click on the library name using Quick Launch SharePoint will display the library you created

Click the LIBRARY control tab

SharePoint will display the library ribbon

On the ribbon, click Library Settings

SharePoint will display the Settings page for the library

From the Columns section of the Settings page, click the name of the column that you want to
change: SOG Agency

Change the Column name to: 2014 SOG Agencies

Add Choice #6: Finance

10. Then click OK
11. SharePoint will retain the changes to the columns

12.3 Delete a Column

You can delete a column.

To delete a column,

2.
3.
4.

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click on the library name using Quick Launch SharePoint will display the library you created
Click the LIBRARY control tab

SharePoint will display the library ribbon
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5. Onthe ribbon, click Library Settings
SharePoint will display the Settings page for the library

7. From the Columns section of the Settings page, click the name of the column you want to
delete: SOG Eff Date

8. SharePoint will display the Settings > Edit Column page for the library
9. Click the Delete button at the bottom of the page
10. SharePoint will display a confirmation box

11. Confirm the delete, by clicking OK and SharePoint will delete the column

13.0 Library Views

A view is a formatted display of the contents of a library. A view can be public that can be viewed by all
users or a private view that can only be viewed by you.

Any public view can be set as the default view for the library. When the library is created, the default
view is set to All Documents.

13.1 Create a View

To create a view,
1. Navigate to the library
2. Click the ellipses near the All Documents view and a drop down will display

3. From the drop down, click Create View
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Figure 30 Drop down when you click the ellipses near to the All Documents view

4. SharePoint will display the Settings > View Type

5. To use the All Documents view as a template, click All Documents at the bottom of the page. Or you
can select any of the other view types to use as a template.
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
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Site Contents
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Figure 31 View Types when you want to create a view

6. SharePoint will display the Settings > Create View
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7. Complete the information for the view including the following:
e Enter the View Name
e C(Click the box if you want to Make this the default view
e Click the radio button to Create a Personal View or Create a Public View

e Select or deselect the box and the Position from Left for any columns you want or do not
want to display in the view

e Enter Sort, Filter and Group By information

8. Then click OK and SharePoint will create the view
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m SharePoint Training Sandbox

Georgh Testneiogy Aoy

my > Portal > SharePoint Support > Si raining > SharePoint Training Sandbox
Home Settings * Create View
Notebook
ox

Documents
Recent Wane

View Name:
Sandbox-library
Sandbox-list

[Make this the default view
Demo-Library (Applies to public views only)
Sample-Library-03
Sample-Library-04 S 2 View Audience:
Sample-Library-02 - (OCreate a Personal View

Personal views are intended for your use only.

Sample-Library-01
Site Contents @ Create a Public View

Public views can be visited by anyone using the site.

@ Columns
Display Column Name Position from Left
M Type (icon linked to document) 1]
2 ment with edi -
4 :‘:rgj)(x inked to document with edit i 9]
¥ Modified 3V
@ Modified By « ¥
~ Sandbox-approval-workflow s v]
(m] App Created By 6 [V
(m] App Modified By 7 ¥
O check In Comment s V]
[0  Checked OutTo s ¥
O  Content Type 109]
o Copy Source 11[V]
O cCreated 12[V]
[0  CreatsdBy 13[V]
[0 it (link to edit item) 14V]
a File Size 15 V]
[]  Folder Child Count 16/v]
o D v
O em child Count 18V
Ol Name (for use in forms) 19[¥]
o Name (linked to document) 20[¥]
m] Titie 21v]
m] Version 2]

First sort by the column:

Name (for use in forms)

Show items in ascending order
(AB,C0r1,2,3)

Show items in descending order

O c.8a0r3,2,1)

Then sort by the column:

None

Show items in ascending order

® - (aecor,2,3)

Show items in descending order
(C,8,A,0r3,2,1)

~ fE
o
i

[ Sort only by specfied criteria (folders may not appear before items).

3 Fiter

Show all items in this view

O FB ghow items only when the folowing i true

Show the items when column

None

is equal to

JAnd @Or
When column

None

is equal to

Show Mare Column:
Tabusar View

Group By

Totals

Style

@ Folders

@ Mem Lim

3 Mobie
Achat b ¥ Enable this view for mobile access
(Applies to public views anly)
(1] Maka this view the default view for mobile access
(Aoplies to public views only)

Number of items to display in list view web part for this view:

3

Field to display in mobile list simple view:
Name (linked to document with edit menu)[™v]

Cance

Figure 32 Create View options when you want to create a view
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13.2 Display a View

To display a view,
1. Navigate to the library

2. Click any name near the All Documents view and SharePoint will display the view

SharePoint N e S0 -3 Johnson, Charlene~ £ 2

BROWSE | FILE LIBRARY € share 7 Fouow LCdsmwc O

£

)
I

Teams - GTA Projects  Quick Links ~

ff
;
s
-4

€ [ A SharePoint Training Sandbox  [sentnsste v

Georgia Teshnalogy Authority

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
3 Sandbox-library

Notebook

@ new document or drag files here

Documents - -
All Documents orkflow View - Find a file yel
Recent
Sandbox-library v [0 nName Sandbox-approval-warkflow
one note test
Sandbox-list a

Figure 33 Sample view when you want to select a different view

13.3 Modify a View

To modify a view,

1. Navigate to the library

2. Click the name of the view to display it

3. Click the ellipses next to the name of the view and a drop down will display

4. From the drop down, click Modify this View
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SharePoint Newsfeed OneDrive Sites [JRBINEOINEE SIS o T4

BROWSE 1 ) sHare vy Fouow Cdswe O

£

AIAN GTA Proj ick Links
|7\ Teams - rojectis  Quick Links -~

m SharePoint Training Sandbox  [se thssee .o

Georgia Technalogy Authority

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
L= Sandbox-library

Notebook :
(® new document or drag files here

Documents
All Documents  Workflow View o | Find a file

v 0

Sandbox-library Name Bandbox-approval-workflow

jel

one note test Create View
Sandbox-list i}
% Enrolling your device with airwatch
Demo-Library 0= gy
L, Patty TEST Doc
Sample-Library-03 0= ¥

Figure 34 Modify this View when you want to change the displayed view

5. SharePoint will display the Settings > Edit View
6. Edit the view

7. Then click OK and SharePoint will display the modified view
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SharePoint Training Sandbox

.  Trai
o) Settings © Edit View d

Notebook

Documents
R Hame
Sandbox-library

Sandbox-list

Demo.Library

Sample-Library-03

Sample-Library-04

Sample-Library-02

a
Sample-Library-01
g Displey  Column Name Position from Left
Site Contents
”
v
a8
an
e
@ Tabula
a

Figure 35 Edit View when you want to modify a view
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13.4 Delete a View

To delete a view,
1. Navigate to the library

2. Click the name of the view to display it

3. Click the ellipses next to the name of the view and a drop down will display

4. From the drop down, click Modify this View

BROWSE

eyl

i
r,’—\_ Teams - GTA Projects  Quick Links ~

m SharePoint Training Sandbox

Georgia Teshnalogy Authority

Home Sandbox-libral'y

Notebook .
(® new document or drag files here

Documents
All Documents  Workflow View! o | Find a file jel
¥ [ name 5andbox-approval-warkflow

Sandbox-library
one note test Create View
Sandbox-list a

Z,  Enralling your device with airwatch
Demo-Library = oo

% Patty TEST D
Sample-Library-03 L E oc

Figure 36 Modify this View when you want to delete the displayed view

5. SharePoint will display the Settings > Edit View

6. Click Delete
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GTA Projects  Quick Links -

& /A sharePoint Training Sandbox

Home
Notebook
Documents
Recent
Sandbox-library
Sandbox-list
Demo.Library
Sample-Library-03
Sample-Library-04
Sample-Library-02
Sample-Library-01

Site Contents

SharePoint Training Sandbox

Settings © Edit View d

3
Display  Column Name Position from Left
= |
“ 19
i
a8
so folders may not appe:
ar
. al
e
¥ Ta
@ G
8 Stye
aF
4 e
3

Figure 37 Edit View when you want to delete the displayed view
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7. SharePoint will display a confirmation box
8. Confirm the delete, by clicking Yes and SharePoint will delete the view

Message from web

:| Are you sure you want to delete this view?

CFS) [ o |

Figure 38 Confirmation box when you want to delete a view

14.0 Apply Your Knowledge Exercises: Library Views

14.1 Create a View

You can create a view of a library.
To create a view,

1. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

2. Click on Sample-Library-01 using Quick Launch and SharePoint will display the contents of the

library

Click the ellipses near the All Documents view and a drop down will display

From the drop down, click Create View

SharePoint will display the Settings > View Type

Use the All Documents view as a template, by clicking All Documents at the bottom of the page.
SharePoint will display the Settings > Create View

© N v W

Complete the information for the view including the following:

a. View Name: any name that includes your initials
b. Click the radio button to Create a Personal View
c. Deselect the box next to the workflow Column name: Sandbox-approval-workflow

9. Then click OK and SharePoint will create the personal view where the Sandbox-approval-
workflow column is not displayed
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14.2 Modify a View

You can modify a view of a library.

To modify a view,

1.

o v e w

7.

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click on Sample-Library-01 using Quick Launch and SharePoint will display the contents of the

library

Click the ellipses near the All Documents view and a drop down will display
From the drop down, click Modify this View

SharePoint will display the Settings > Edit View

Change the information for the view including the following:

a. View Name: Modifications View

b. Click the box next to Check In Comment and set the Position from Left to 2
c. Click the box next to ID and set the Position from Left to 1

d. Click the box next to Version and set the Position from Left to 1

e. Click the ‘+" sign next to Group By to expand it

f.  Click the down arrow next to First group by the column and then select Modified from
the drop down

Then click OK and SharePoint will modify the view to display the additional columns, in the order
requested and to also group the items by the date the document was modified

14.3 Delete a View

You can delete a view of a library.

To delete a view,

1.

o v kW

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click on Sample-Library-01 using Quick Launch and SharePoint will display the contents of the

library

Click the LIBRARY tab to display the library ribbon

On the ribbon, click Library Settings and SharePoint will display the Settings
Scroll to the bottom of the Settings page, and click the view you created
Click Delete
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7. SharePoint will display the popup: Are you sure you want to delete this view?
8. Then click OK to confirm the delete

15.0 Library Alerts

An Alert can be set up to notify you when a change is made in a library. Alerts are helpful when you
want to monitor activity in a library by receiving an email notification from SharePoint. Alerts can be set
up at the page, library, document or list level

‘ Note: Unlike a Newsfeed, SharePoint does not retain a history of the Alerts.

15.1 Set up an Alert

To set up an alert,

1. Click the LIBRARY tab to display the library ribbon

2. On the ribbon, click Alert Me
3. SharePoint will display a drop down

4. From the drop down, click Set alert on this library

SharePoint Newsfeed OneDrive Sites [EREIUESHINGGET IR o S
BROWSE | FILES | LIBRARY € sHARE Yy Follow Cgswne O
D IJ ';’ Madify View . Current View: <_— o~ D aﬂ o Export to Excel D} Form Web Parts » &%

d
H creste Column | Al Documents - D 52 Open with Explorer [ Edit Library L G -
View E-[n a ﬂert il
iy € -

%J ck  Create ags & 55 Most Popular  Connectto Connect to Library
dit View Navigate Up Current Page Motes eed tems Outiook Office » I_?| Mew Quick Step Settings

View Format Manage Views Tags and Notes w Connect & Bxport Customize Library Settings

E Manage My Alerts

-

: !
"W r}\ Teams - GTA Projects  Quick Links -

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
Elome Sandbox-library

Notebook

(® new document or drag files here

Documents

All Documents  Workflow View  «e. Find a file 2

Figure 20 Library ribbon when you want to set up an alert

5. SharePoint will display the New Alert box
6. Enter the information for the New Alert including:
a. AlertTitle

b. Send Alerts To
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c. Delivery Method

d. Change Type

e. Send Alerts for These Changes
f.  When to Send Alerts

7. Then click OK

Sandbox-library - New Alert

SharePoint Training Sandbox

myGTA > Portal > SharePeint Support > SharePoint 2013 Training >
SharePoint Training Sandbox

OK Cance:
Alert Title
e Sandbox-library

notification
sent for this
alert.

Bend Alerts
To Users:

Johnson, Charlene x

addresses.

Separate
them with
semicolons.

Delivery
Method Send me alerts by:

-mail Charlene.Johnson@gta.ga.gov
(OText Message (SMS)
[[Jsend URL in text message (SMS)

Change
Type Only send me alerts when:
Specify the

Il changes
(CNew items are added

(CExisting items are modified

(OItems are deleted

Send Alerts

for These Send me an alert when:
Changes

@Anything changes
(Osomeone else changes a document

(CSomeone else changes a document created by me
(")Someane else changes a document |ast modified by me

criteria. You

may also

trict your
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When to
Send Alerts

- @®@5Send notification immediately
Specify how

iSend a daily summary
(15end a weekly summary

P Time:
alert is only L‘u‘emesdayﬂ 2:00 PM ﬂ
available for

mmediately

send)

oK Cance:

Figure 20 New Alert box when you want to set up an alert

8. SharePoint will send notification that the alert has successfully been added

@ Click above to connect to this document library.
SharePoint Training Sandbox <sharepoint@gta.ga.gov > Sent: Wed 8/13/2014 3:01 PM

From:
To:

Co
Subject:

Alert "'Sandbox-library change alert' has successfully been added on 'SharePoint Training Sandbox’.

You will receive alerts according to the delivery method, timing and criteria that were selected when the

Johnson, Charlene

You have successfully created an alert for ‘Sandbox-library change alert’

SharePoint Training Sandbox - Sandbox-library

SharePoint Document Library

https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/Sandboxlibrary/

alert was created.

You can change this alert or any of your other alerts on the My Alerts on this Site page.

Figure 20 Notification when you successfully set up an alert

15.2 Edit Alerts

To edit your alerts,

1.

On the ribbon, click Alert Me

Revised 03/03/2014

Click the LIBRARY tab to display the library ribbon

SharePoint will display a drop down

From the drop down, click Manage My Alerts

»
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
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Notebook

(® new document or drag files here

Documents )
All Documents  Workflow View s Find a file 0

Figure 20 Library ribbon when you want to manage alerts

5. SharePoint will display My Alerts on this Site

6. Click the name of the alert you want to edit

SharePoint TS e 0 - O Johnson, Charlene~ £ 2

o

) SHARE Y7 FoLLlOwW O,

|
T Lf—l Teams - GTA Projects  Quick Links ~

g2

m SharePoint Training Sandbox

Georgia Teshnalogy Autherity

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePeint Training Sandbox

Home My Alerts on this Site ®

Notebook

=i Add Alert | ) Delete Selected Alerts

Documents
Recent
Alert Title
Sandbox-library
Sandbox-list Frequency: Immediate Delivery Method(s)
Demo-Library [l < Sandbox-library change alert > E-mail

[T I Y

Figure 20 Check Box when you want to delete selected alerts

7. SharePoint will display the alert and you can edit it

8. Then click OK

Revised 03/03/2014 pg. 48



SharePoint

Newsfeed O ive Sites

Johnson, Charlene~ £ 2

) SHARE ¥y FOLLOW [,

BT

|
w r,’—\ Teams - GTA Projects  Quick Links ~

m SharePoint Training Sandbox

Georgia Technalo, Ity

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

Home

Notebook
Documents

Recent
Sandbox-library
Sandbox-list
Demo-Library
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sent for this alert.

Delivery Method
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Change Type

alerted to.

Send Alerts for These Changes

When to Send Alerts
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Delete
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omeone else changes a document created by me
omeone else changes a document last modified by me

end notification immediately
end a daily summary

end a weekly summary

Time:
Wednesday[v] 3:00 PM [v]

Delete

Figure 20 Edit Alert page when you want to edit an alert
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15.3 Delete Alerts

To delete your alerts,

1. Click the LIBRARY tab to display the library ribbon

2. Ontheribbon, click Alert Me
3. SharePoint will display a drop down

4. From the drop down, click Manage My Alerts

SharePoint Newsfeed OneDrive Sites  [JELGUELIMeGENEERSEE o S S
BROWSE | FILES | LIBRARY € SHARE Yy Follow Lgsyne T
r,» Madify View . Current View: C -~ B ﬂﬂ L o Export to Excel D Form Web Parts » &
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[ create Column | Al Documents = 2% Open with Explorer R Edit Library % e .
View OE.J ck Create Tags & Most Popular  Connectto Connect to Library
dit View Navigate Up Current Page Motes Th Office » |E| New Quick Step Settings
View Format Manage Views Tags and Notes Set alert on this liorary Connect & Export Customize Library Settings

& Manage My Alerts ~

e

5

!
W Ff—\ Teams - GTA Projects  Quick Links ~

7

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
e Sandbox-library

Notebook ,
otehen (® new document or drag files here

Documents )
All Documents  Workflow View s Find a file 0

Figure 20 Library ribbon when you want to manage alerts

5. SharePoint will display My Alerts on this Site
6. Click the box next to one or more alerts you want to delete

7. Click Delete Selected Alerts and SharePoint will delete the selected alerts
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Figure 20 Check Box when you want to delete selected alerts

16.0 Apply Your Knowledge Exercises: Alerts

16.1 Set up an Alert

You can set an Alert on a library.
To set an Alert,

1. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

2. Click on Sample-Library-01 using Quick Launch and SharePoint will display the contents of the

library

Click the LIBRARY tab to display the library ribbon
On the ribbon, click Alert Me

SharePoint will display a drop down

From the drop down, click Set alert on this library
SharePoint will display the New Alert box

o N OV W

Enter the information for the New Alert including:
a. AlertTitle
b. Send Alerts To (enter your email address)
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9.

c. Delivery Method = E-mail
d. Change Type = Items are deleted
e. When to Send Alerts = Send notification immediately

Then click OK

10. SharePoint will send email notification that the alert has successfully been added

11. Then a few assigned students will delete a document from the library and everyone will receive

notification

16.2 Delete an Alert

You delete an Alert on a library.

To set an Alert,

1.

W e N U kW

Navigate to:

myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Student
Lab

Click on Sample-Library-01 using Quick Launch and SharePoint will display the contents of the

library

Click the LIBRARY tab to display the library ribbon
On the ribbon, click Alert Me

SharePoint will display a drop down

From the drop down, click Manage My Alerts
SharePoint will display My Alerts on this Site
Click the box next to your Alert

Click Delete Selected Alerts

10. SharePoint will display a pop up: Are you sure you want to delete the selected alerts?
11. Click OK to confirm the delete and SharePoint will delete the Alert
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