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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 Add an App and Ribbons tools.

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 or Work
with Documents will provide a sufficient foundation for attending the Manage Lists course.

1.2 System Requirements

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

provided 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 site
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.
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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
e Settings

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’ 1 . When you click the gear Lo ,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.

p—
SharePoint Newsfeed OneDrive Sites 2ie Iﬁ- I ?

€ saRe Yy Fouow L

GTA Projects  Quick Links -

m SharePoint Support Search this ste .5

Georgia Teshnalogy Avthority

DSS  SharePoint Support =  More Links -

myGTA > Portal > SharePoint Support
SharePoint Support SharaPaint Trainina Sianlin 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 List Ribbon

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

To view the List Ribbon,

1. Navigate to the list you want to customize

2. SharePoint will display the content control, if you have sufficient permission

3. Select the LIST tab on the content control

4. SharePoint will display the List ribbon.
SharePoint Newsfeed OneDrive Sites [ E IR o TS
srowse | memel usr ) ) SHARE Y FOLLOW T,

DMccify View . Current View: c \ Connect to Cutlook @ l__,} a%
D ﬂ [ Create Column | Al Tteme - <_— [\_—/] E| Expc".tc Excel -I)‘?j m F @E' -

View OEéCk Create Tags & E-maila Alert RS5  Most Popular Customize List

View Navigate Up Current Page Motes Link Me - Feed Items Form |E| Settings

Shara & Trar) Connect & Py

T

|l . .
"%*_é_L;"—\_ Teams - GTA Projects  Quick Links - List Ribbon

SharePoint Training Sandbox

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

R Sandbox-list ®
Notebook - - o IF
(@ new item or edit this list
Documents -
All Ttems  ses Find an item 0o
Recent
Sandhox-library v Title Organization Project Name Project Start Date Project End Date
Qamnle liat data .- Partal Trainina 2014 al1/on1a f/an/on14

Figure 2 List Ribbon when you select LIST on the control tab

3.0 List Settings

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

After you navigate to the list, you will use List Settings to control the list structure, permissions and
display.

3.1 Display Settings Using Quick Launch

To navigate to Library Settings using Quick launch,

1. Click on the list name using Quick Launch
2. Click the LIST control tab
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SharePoint [NEE - R =10\ - -0l Johnson, Charlene~ £x 2

BROWSE m ) SHARE Yy Fouow O
D ﬂ Mccify View . Current View: <_— E| Connect to Cutlook @ qﬁ l__,} F a%

. —
[\—/] Export to Exce > m @/

[ Create Column | Al Tteme - -
View OEJ ck  Create Tags & E-maila Alert RS5  Most Popular Customize List
dit View Navigate Up Current Page Motes Link Me - Feed Items Form |E| Settings
View Format Manage Views Tags and Notes Share 8 Track Connect 8 Customize List Settings

"@ r;— Teams - GTA Projects  Quick Links ~

SharePoint Training Sandbox

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

Home Sandbox-list ©
Notebook - - o IF

(® new item or edit this list
Documents -

All Tkems  «es Find an item el
Recent

v Organizatiol Project Na j =3 Dat Project E Dat
Sandhox-library Title Organization roject Name Project Start Date ject End =
Samnla liat data --= Dartal Trainina 2014 al1/rma alan/rnta

Figure 3 LIST control tab when you are on the list page

3. SharePoint will display the list ribbon

4. Onthe ribbon, click List Settings

SharePoint (NS e =10\ - -l Johnson, Charlene~ £x 2

BROWSE ITEMS st CJ
D ﬂ Mccify View - Current View: <_— E| Connect to Cutlook @ qjﬂ
o -
[ Create Column [\—/] Expc".tc Excel =5

All Ttems -
flew uick Create Tags & E-maila Alert RSS  Most Popular Customize

dit View Navigate Up Current Page Motes Link e+ Feed Items Form

@

View Format Manage Views Tags and Notes Share & Track Cennect & Export Customize List Sefttings

e i
mg:jﬁrr Teams - GTA Projects  Quick Links ~

SharePoint Training Sandbox

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

R Sandbox-list ®
Notebook - - o IF
(@ new item or edit this list
Documents -
All ITtems  «en Find an item el
Recent
Sandhox-library v Title Organization Project Name Project Start Date Project End Date
Qamnls lict data wee Dartal Trainina 2014 alt/on1a fI20/9n14

Figure 4 List Settings when the list ribbon is displayed

5. SharePoint will display the Settings page for the list
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SharePoint

.

) SHARE Yy FOLLOW [

e
St

|
W r;"—\ Teams -~ GTA Projects  Quick Links ~

m SharePoint Training Sandbox

Georgia Technalogy £

SharePoint Training Sandbox

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

ithority

(s Sandbox-list - Settings
Notebook List Information
Docnments Name: Sandbox-list
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/Lists/Sandboxlist/AllTtems.aspx
Recent Description:  This is the sandbox area that contains a list
Sandbox-library
General Settings Permissions and Management Communications
Sandbox-list
Demo-Library avigation
Sample-Library-03
Sample-Library-04
Sample-Library-02 0 erate file plan report
Sample-Library-01 ° g adata and
@ Form settings 8 Information managemen

Site Contents

B Catalog Settings

Columns

A column stores information about each item in the list. The following columns are currently available in this list:
Column (click to edit) Type Required
Title Single line of text v
Organization Choice v
Project Name Single line of text

Project Start Date Date and Time v
Project End Date Date and Time

Modified Date and Time

Created Date and Time

Created By Person or Group

Modified By Person or Group

¥ Create column
B Add from existing site columns
9 Column ordering

B Indexed columns

Views

A view of a list allows you to see a particular selection of items or to see the items sorted in a particular order. Views curmrently configured for this list:

View (dick to edit) Default View Mobile View Default Mobile View

All Ttems v v v

Figure 5 List Settings page when you select List Settings from the ribbon
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3.2 Display Settings Using Site Contents
To navigate to List 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

P wnNe

Scroll through the Site Contents and find the list you want to use

SharePoint Newsfeed OneDrive Sites [ MSIEE RSN o B

) SHARE Yy FOLLOW O,

B . . .
my':':;}Lf{-_ Teams - GTA Projects  Quick Links ~

@TA SharePoint Training Sandbox  [serc thssie v

Georgia Technology Authority

SharePoint Training Sandbox

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

Home Site Contents
Notebaok Lists, Libraries, and other Apps @) SITEWORKFLOWS £ SETTINGS (5] RECYCLE
Documents BIN (3)
Recent Demo-Library
Sandbox-library )
add an app 1 item
Sandbox-list Modified 11 days ago
Demo-Library
Sample-Library-03 Documents MicroFeed
Sample-Library-04 19 items 2 ftems

Medified & days ago Modified 2 weeks ago

Sample-Library-02

Sample-Library-01
Sample-Library-01 Sample-Library-02

Site Contents

2 items
Modified 4 days ago

6 items
Modified 4 hours ago

Sample-Library-03 Sample-Library-04

2 items
Modified 4 days ago

2 items
Modified 4 days age

Sandbox-list

T

Sandbox-library

17 items
Modified 6 days ago

30 items
Meodified 4 hours ago

Site Assets

Site Pages

Figure 6 The list name when you display Site Contents
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5. Hover over the list name until the ellipses display under the list name and then click the ellipses

SharePoint (WSS e =0 - -0 Johnson, Charlene~ £ 9

€) SHARE Yy FOLLOW [T

Sample-Library-03 Sample-Library-04

2 items | [ 2 items
Modified 4 days ago . Medified 4 days ago

Sandbox-list

Sandbox-library

30 items
Modified 4 hours ago

M) Click for more information.

Site Assets Site Pages

2 items
Medified 2 weeks ago

3 items
Modified 6 days ago

Figure 7 The ellipses when you hover over the list name

6. SharePoint will display a pop up
7. Onthe pop up, click Settings

Sandbox-list

| | This is the sandbox area that contains a list

ABOUT  REMOVE

"x Adbox-1Tst

17 items
Modified & days ago

Figure 8 Settings option when the pop up is displayed

8. SharePoint will display the Settings page for the list
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4.0 Apply Your Knowledge Exercises: List Settings

4.1 \View List Settings

To view the List Settings,

1. Navigate to:

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

On the Quick Launch, select Sandbox-list

On the control tabs above the gold bar, select LIST

SharePoint will display the List Ribbon

On the List Ribbon, click List Settings

SharePoint will display the Settings

ounkwnN

5.0 New List

A list is a container for information. Lists are similar to a simple database or spreadsheet. In SharePoint
2013 you can create several different types of lists including:

e Announcement List
e (Contact List

e Custom List

e |ssue Tracking List

e Survey List

5.1 Create a new List
When you want to create a list, you will need to make sure you have permission to Add an App. After
navigating to the page where you want to add the list, you will create the list by adding the appropriate
app. There are several types of lists you can choose from. Some of the most popular lists are:

e Contacts List

e (Custom List

e Issue Tracking List

e Task List

To add a list,

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

Click the gear L and a drop down will display
On the drop down, click Add an app
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SharePoint Newsfeed OneDrive Sites [ERGHUEINSGELLRINE o Bl d

BROWSE  PAGE ) SHARE Yy FOLLOV  Shared with... o

Edit page

|
WL,’—X Teams - GTA Projects  Quick Links ~ Add apage
Add an app

Site contents

@}TA SharePoint Training Sandbox Search this ste Change he ook

Geargia Technalogy Authority

SharePoint Training Sandbox

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

Site settings

Getting started

Get started with your site  evove s

Documents
Recent
Sandbox-library

Sandbox-list

Site Contents Wworking on a Add lists, libraries,

Your site. Your

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 list app you want to use and then click on it.

SharePoint Newsfeed OneDrive Siles RGNSV NIETEESE o

) sHaRe Yy Fouow [

@m SharePoint Training Sandbox

Georgia Teshnalogy Authority

SharePoint Training Sandbox

myGTA > Portal > SharePeint Support > SharePoint 2013 Training > SharePoint Training Sandbox
EDLTD Site Contents * Your Apps

Apps You Can Add e )

Manage Licenses

Your Requests Noteworthy

SharePoint Store f‘ kil
| V]

Document Library Tasks
Popular built-in app Popular built-in app
App Details App Details

Apps you can add  newest  Name
Figure 10 List app when you scroll through the app tiles

6. SharePoint will display the Adding List pop up

7. Enter the Name for the list and click Create
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‘ Adding Custom List x

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > Shar
SharePoint Training Sandbox

pint 2013 Training >

Pick a name Name:

add this app multiple times to 5
. o | Demo-List] x
Advanced Options Cancel

Figure 11 Adding List pop up when you click on the Custom List tile

You ¢

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

SharePoint Newsfeed OneDrive Sites [RSINESINSIET RN o S

€ SHARE Yy Fouow T

5 4 _ ) _
"%"_-;5— l_j'— Teams - GTA Projects  Quick Links ~

m SharePoint Training Sandbox  [searn st -0

Georgia Teshnalogy Authority

SharePoint Training Sandbox

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

Modified 25 hours ago

tome Site Contents
RCtebosK Lists, Libraries, and other Apps &) SITEWORKFLOWS {8 SETTINGS (5 RECYCLE
Documents BIN (5)
Recent Demao-Library

Demo-List

add an app T litem

Sandbox-library ‘ Madified 2 weeks ago
Sandbox-list
Demo-Library Demao-List Documents
Sample-Library-03 | ‘ 27 items

Sample-Library-04

d 1 minute ago

Sample-Library-02

Figure 12 New Custom List in Site Contents when you created it
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6.0 Apply Your Knowledge Exercises: New List

6.1 Create an Announcement List

You can add a list of announcements.

To add an announcement list,

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

Click the gear ¥ anda drop down will display

On the drop down, click Add an app

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

Scroll through the app tiles until you find Announcements and then click on it.

SharePoint will display the Adding Announcements pop up

Enter the Name for the list and the expiration date, then click Create

© N o vk~ wN

Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

9. Click Site Contents

10. Scroll through the tiles to find your new list and then click on the List Name to display the list

6.2 Create a Custom List

You can add a custom list.

To add a custom list,

11. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

12. Click the gear £ and a drop down will display

13. On the drop down, click Add an app

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

15. Scroll through the app tiles until you find Custom List and then click on it.

16. SharePoint will display the Adding Custom List pop up

17. Enter the Name for the list and click Create

18. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

19. Click Site Contents

Revised 03/03/2014 pg. 14


https://mygta.ga.gov/Pages/default.aspx
https://mygta.ga.gov/portal/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/sptraining/Pages/default.aspx
https://mygta.ga.gov/Pages/default.aspx
https://mygta.ga.gov/portal/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/sptraining/Pages/default.aspx
https://mygta.ga.gov/Pages/default.aspx
https://mygta.ga.gov/portal/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/sptraining/Pages/default.aspx
https://mygta.ga.gov/Pages/default.aspx
https://mygta.ga.gov/portal/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/sptraining/Pages/default.aspx

20. Scroll through the tiles to find your new list and then click on the List Name to display the list

6.3 Create a Task List

You can add a task list.

To add a task list,

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

Click the gear £ and a drop down will display

On the drop down, click Add an app

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

Scroll through the app tiles until you find Tasks and then click on it.

SharePoint will display the Adding Tasks pop up

Enter the Name for the list and click Create

© N O UV~ wWwN

Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

9. Click Site Contents

10. Scroll through the tiles to find your new list and then click on the List Name to display the list

6.4 Create an Issues List

An issues list is used to log, assign and track the status of issues. You can add an issues list.

To add an issues list,

11. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

12. Click the gear ¥ anda drop down will display

13. On the drop down, click Add an app

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

15. Scroll through the app tiles until you find Issue Tracking and then click on it.

16. SharePoint will display the Adding Custom List pop up

17. Enter the Name for the list and click Create

18. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

19. Click Site Contents
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20. Scroll through the tiles to find your new list and then click on the List Name to display the list

6.5 Create an Contact List

You can add a contacts list.

To add a contacts list,

1.

9.

© N O UV~ wWwN

Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

Click the gear £ and a drop down will display

On the drop down, click Add an app

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

Scroll through the app tiles until you find Contacts and then click on it.

SharePoint will display the Adding Contacts pop up

Enter the Name for the list and click Create

Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

Click Site Contents

10. Scroll through the tiles to find your new list and then click on the List Name to display the list

7.0 Work with Columns

Lists are similar to a very simple database or spreadsheet. You can customize a list by adding or deleting
columns, or editing the format of existing columns.

7.1 Add acolumn

To add a new column,

1.

2.

3.

Navigate to List Settings for the list
SharePoint will display the Settings for the list

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

AT Demo-List - Settings
Notebook List Information
Documents Name: Demo-List
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/Lists/DemolList/AllTtems.aspx
Recent Description:
Demo-List
General Settings Permissions and Management Communications

Sandbox-library

Sandbox-list

ete
@ Save list as template

Demo-Library

o Permi

s for this list

Sample-Library-03

Sample-Library-04

@ Enterprise Met

Sample-Library-02

@ Information management policy settings

Sample-Library-01

& Catalog
Site Contents

Columns

A column stores information about each item in the list. The following columns are currently available in this list

Column (click to edit) Type Required
Title Single line of text v
Demo-Category Choice

Modified Date and Time

Created Date and Time

Created By Person or Group

Modified By Person or Group

site columns

Views

A view of a list allows y see a particular selection of items or to see the items sorted in a particular order. Views currently configured for this list:

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

All Items v v v

Figure 13 Settings page when you want to select Create columns

4. SharePoint will display the Create Columns page for the list
5. Enter a Column Name and select the column options you want the list to have

6. Then click OK
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

LEIE Settings ' Create Column ©
Notebook Mame and Type Column name:
Documents Ty e for this colu |
Recen1 ;_-;DJE‘-n. ormation yo
The type of information in this column is:
Demo-List

@sSingle line of text
Sandbox-library (:)Mult.lple lines of text

(OChoice (menu to choose from)
Sandbox-list (ONumber (1, 1.0, 100)

(OCurrency ($, ¥, €)

Demo-Library (ODate and Time

Sampletbaand (OLookup (information already on this site)
(OYes/No (check box)

Sample-Library-04 (T)Person or Group

Sample-Library-02 (OHyperlink or Plcture.
(OCalculated (calculation basad on other columns)
Sample-Library-01 (_iTask Outcome

(JExternal Data
(Managed Metadata

Site Contents

Additional Column Settings

Description:

Require that this column contains information:
QYes @No

Enforce unique values:

QOYes @No

Maximum number of characters:

255

Default value:
@ Text () Calculated Value

] Add to default view

@ Column Validation

Figure 14 Create Column page when you want to create a new column
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7.2 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 List Settings for the list
2. SharePoint will display the Settings for the list

3. From the Columns section of the Settings page, click the name of the column that you want to
change
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

AT Demo-List - Settings
Notebook List Information
Documents Name: Demo-List
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/Lists/DemolList/AllTtems.aspx
Recent Description:
Demo-List

General Settings

Permissions and Management Communications

Sandbox-library

Sandbox-list

ete
@ Save list as template

Demo-Library

o Permi

s for this list

Sample-Library-03

Sample-Library-04

@ Enterprise Met

Sample-Library-02

@ Information management policy settings

Sample-Library-01

& Catalog
Site Contents

Columns

A column stores information about each item in the list. The following columns are currently available in this list

Column (click to edit) Type Required
< Title > Single line of text v
Demo-Category Choice

Modified
Created
Created By
Modified By

Views

A view of a list allows y
View (click to adit)

All Items

see a particular selection of items or to see the items sorted in a particular order. View

Date and Time
Date and Time
Person or Group

Person or Group

Default View Mobile View

v v v

Figure 15 Columns when you want to modify existing column values

7. SharePoint will display the Settings > Edit Column page for the column

8. Edit the column information that is displayed on the page, as needed

9. Then click OK
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myGTA > Portal = SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

AL Settings + Edit Column ®
Notebook Mame and Type Column name:
Documents Type a name for this column. Title

Recent

] The type of information in this column is:
Demo-List single line of text

Sandbox-library
Additional Column Settings

D iption:

Sandbox-list ==Ll
for the type of

Demo-Library
Sample-Library-03 Require that this column contains information:
Sample-Library-04 @Yes (ONo
Sample-Library-02 I;_rjforce LTique values:

(OYes (@No
Sample-Library-01 Maximum number of characters:
Site Contents 255

Default value:
@ Text () Calculated Value

@ Column Validation

Cance

Figure 16 Column Information when you want to modify an existing column

7.3 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 List Settings for the list
2. SharePoint will display the Settings for the list

3. From the Columns section of the Settings page, click the name of the column you want to delete
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

AT Demo-List - Settings
Notebook List Information
Documents Name: Demo-List
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/Lists/DemolList/AllTtems.aspx
Recent Description:
Demo-List

General Settings

Permissions and Management Communications

Sandbox-library

Sandbox-list

Demo-Library

8 Permiss

Sample-Library-03

Sample-Library-04

@ Enterprise Me

Sample-Library-02

@ Information management policy settings

Sample-Library-01

Site Contents

Columns

A column stores information about each item in the list. The following columns are currently available in this list

Column (click to edit) Type Required

Title Single line of text v
C Derr'o-Cate;oD Choice

Modified Date and Time

Created Date and Time

Created By Person or Group

Modified By

Person or Group

articular order. Vf

Default Mobile

v

Figure 17 Columns when you want to select a column and delete it

4. SharePoint will display the Settings > Edit Column page for the list

5. Click the Delete button at the bottom of the page
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

Home Settings
Notebook Mame and Type
Documents Type a name for this column.
Recent

Demo-List

Sandbox-library
Sandbox-list
Demo-Library

Sample-Library-03
Additional Column Settings
Sample-Library-04

Specify detailed o v the type of

Sample-Library-02
Sample-Library-01

Site Contents

@ Column Validation

Edit Column ©

Column name:

x

The type of information in this column is:
J5ingle line of text
(OMultiple lines of text

@ Choice (menu to choose from)
(CMNumber (1, 1.0, 100)
(OfCurrency ($, ¥, €)

(ODate and Time

Description:
Categories that will be used for ~
demonstration purposes v

Require that this column contains information:
(OYes @No

Enforce unique values:
OYes @No

Type each choice on a separate line:

Select One
. ~
Category #1
Category #2
Category #3 v

Display choicas using:

(@) Drop-Down Menu

(O Radio Buttons

(O Checkboxes (allow multiple selections)

Allow Fill-in" choices:

OYes @MNo

Default value:
(@ Choice () Calculated Value

Select One

8

Figure 18 Edit Column when you want to select a column and delete it
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6. SharePoint will display a confirmation box

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

Message from webpage ﬁ

& This column will be removed and all the data stored in the column will
' be permanently deleted. Are you sure you want to delete this column?

Ok ] ’ Cancel

Figure 19 Confirmation box when you want to delete a column

8.0 Apply Your Knowledge Exercises: List Columns

8.1 Add a Column

You can add a column to a list.

To add a column to a list,

1.

Navigate to:

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

Click on the announcement list name using Quick Launch and SharePoint will display the

announcement list you created
Click the LIST control tab
SharePoint will display the list ribbon
On the ribbon, click List Settings
SharePoint will display the Settings page for the list
From the Columns section of the Settings page, click Create column
SharePoint will display the Create Columns page for the list
Enter the following information:
a. Column name: Effective
b. Click the button for Date and Time
c. Description: The effective date of the announcement
d. Yes, for Require that this column contains information
e. Then click OK

10. SharePoint will add the column to the list
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8.2 Edit a Column

You can edit a column.
To edit a column,

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

2. Click on the announcement list name using Quick Launch and SharePoint will display the

announcement list you created

Click the LIST control tab

SharePoint will display the list ribbon

On the ribbon, click List Settings

SharePoint will display the Settings page for the list

No v kW

From the Columns section of the Settings page, click the name of the column that you want to
change: Effective
Change The type of information in this column is: to: Choice (menu to choose from)
9. Add the following choices:

a. Choice #1: Select One

b. Choice #2: Qtr 1

c. Choice #3: Qtr 2

d. Choice #4: Qtr 3

e. Choice #5: Qtr 4
10. Then click OK
11. SharePoint will retain the new format for the column

8.3 Delete a Column

You can delete a column.
To delete a column,

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

2. Click on the announcement list name using Quick Launch and SharePoint will display the

announcement list you created

Click the LIST control tab

SharePoint will display the list ribbon

On the ribbon, click List Settings

SharePoint will display the Settings page for the list

o v kW
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7. From the Columns section of the Settings page, click the name of the column you want to
delete: Effective
SharePoint will display the Settings > Edit Column page for the list

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

9.0 Work with Views

A view is the formatted display of information. SharePoint offers several views that can be used with
lists. You can modify existing views or create new ones.

9.1 Create a View

You can create a view that is public or private. You can also set any public view as the default view that
will be displayed whenever the page is accessed.

To create a view,

1. Navigate to List Settings for the list
2. SharePoint will display the Settings for the list
3. At the bottom of the Settings page, click Create a View

Note: You can also create a view by navigating to the list ribbon and clicking on Create View from
the ribbon.
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myGTA > Portal » SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

e Demo-List - Settings
Notebook List Information
Documents Name: Demo-List
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/Lists/DemoList/Allltems.aspx
Recent Description:

Demo contacts list
General Settings Permissions and Management Communications

Demo Announcement
list

Demo Task list
Demo-List

Sandbox-library

Sandbox-list

Demo-Library

8 Information management policy settings

Sample-Library-03

Sample-Library-04 Columns
Sample-Library-02 A column stores information about each item in the list. The following columns are currently available in this list
Column {click ta edit) Type Requirad
Sample-Library-01 Title Single line of text v
Site Contents Demo-Category Choice
Modified Date and Time
Created Date and Time
Created By Person or Group
Modified By Person or Group

Views

A view of a list allow to see a particular selection of items or to see the items sorted in 2 particular order. Views currently configured for this list:
View (click to edit) Default View Mobile View Default Mobile View
All Ttems v v v

Figure 20 Settings> Edit View page when you want to create a view

4. SharePoint will display the Settings > View Type page

5. Select the type of view you want to create, by clicking on it. The type of view you select will be
used as a template for the view you are creating.
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Home Settings * View Type ®
RlateBoak Choose a view type
Documents
Standard View D set View
Recent ElV\ew data on a Web page. You can choose from a list of display E‘)\Vlew data in an editable spreadsheet format that is convenient for

styles. bulk editing and quick customization.
Demo contacts list
Demo Announcement r‘ SRR D_Q Gantt View
i ceneer %4, view list items in a Gantt chart to see a graphical representation of
list O.V\ew data as a daily, weekly, or monthly calendar. arap P

how a team’s tasks relate over time.
Demo Task list

Demo-List Access View ‘]( Custom View in SharePoint Designer
Q Start Microsoft Access to create forms and reports that are based on Kl Start SharePoint Designer to create a new view for this list with
Sandbox-library this list. capabilities such as conditional formatting.

SandBox Bt Start from an existing view

Demo-Library

Sample-Library-03

Figure 21 Settings> View Type page when you want to create a view

6. SharePoint will display the Settings > Create View page
7. Enter the View Name and select the options for the view you want to create
8. Then click Create and SharePoint will create the view
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9.2 Modify a View
You can modify a view by changing the order, hiding or displaying columns. You can also use sorts, filters
and groups to modify a view.

To modify a view,

1. Navigate to List Settings for the list
2. SharePoint will display the Settings for the list
3. Atthe bottom of the Settings page, select the view you want to modify by clicking on it

Note: You can also modify a view by navigating to the list ribbon and clicking on Modify View from
the ribbon.
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
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AT Demo-List - Settings
Notebook List Information
Documents Name: Demo-List
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/Lists/DemolList/AllTtems.aspx
Recent Description:
Demo-List
General Settings Permissions and Management Communications

Sandbox-library

Sandbox-list

B Delete this list

g Save

as template

Demo-Library

8 Permiss

s for this list

Sample-Library-03

Sample-Library-04

@ Enterprise Me

Sample-Library-02

ta and Keywords Settings

@ Information management policy settings

Sample-Library-01

Site Contents

Columns

A column stores information about each item in the list. The following columns are currently available in this list
Column (click to edit) Type Required

Title Single line of text v

Demo-Category Choice

Modified Date and Time

Created Date and Time

Created By Person or Group

Modified By Person or Group

ng site columns

to see a particular articular order. V

Mobile View

All Items v v v

¢ (click to =dit) Default \
Figure 23 Settings page when you want to select a view

4. SharePoint will display the Settings > Edit View
5. Modify the view as desired and then click OK
6. SharePoint will display the list using the modified view
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Figure 24 Settings> Edit View page when you want to modify a view
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10.0 Apply Your Knowledge Exercises: Views

10.1 Create a View using All ltems

To create a view using All Items as a view type,

1. Navigate to:

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

On the Quick Launch, click on the Sandbox-list

Click the LIST control tab and SharePoint will display the list ribbon
On the ribbon, click List Settings

SharePoint will display the Settings page for the list

At the bottom of the Settings page, click Create a View

SharePoint will display the Settings > View Type page

At the bottom of the page, click Start from an existing view: All Items

W e Nk W

SharePoint will display the Settings > Create View page
10. Enter the View Name: myDemoView-xx, where xx are your initials
11. Click OK and SharePoint will create the view

10.2 Modify Columns in a View

To modify the order or visibility of columns that display in a view,

1. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox
On the Quick Launch, click on the Sandbox-list

Click the ellipses that are just above the column headers and SharePoint will display a drop
down
4. From the drop down, select the myDemoView-xx view, where xx are your initials
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Recent
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Demo contacts list Title jam Project Start Dat=  Project End Date [}
sample list data w. Port Modify thisView g 2014 8/1/2014 8/30/2014
Demo Announcement
list TEST kj wa Port Create View 7/30/2014 8/21/2014
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Figure 25 Ellipses when you want to select a view using the drop down

Click the LIST control tab and SharePoint will display the list ribbon
On the ribbon, click Modify View
SharePoint will display the Settings > Edit View page for the list
Modify the columns as follows:
a. Uncheck the box next to Project End Date
b. Click the box next to ID and set the Position from the Left = 1
c. Click the box nextto Attachments
d. Then click OK
SharePoint will:
a. Remove the Project End Date column from the view
b. Display the ID column in the first position
c. Display the Attachments column

10.3 Modify Sorts and Filters in a View

To modify a view using sorts and filters.

1.

Navigate to:

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

On the Quick Launch, click on the Sandbox-list

Click the ellipses that are just above the column headers and SharePoint will display a drop

down
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From the drop down, select the myDemoView-xx view, where xx are your initials
Click the LIST control tab and SharePoint will display the list ribbon

On the ribbon, click Modify View

SharePoint will display the Settings > Edit View page for the list

O N wun e

Modify the sort as follows:
a. Inthe Sort area, click First sort by the column: Organization
b. Inthe Filter area, click Show the items when column:
i. Project Start Date
ii. Isgreater than
iii. 08/01/2014
c. Thenclick OK
9. SharePoint will display items:
a. inascending order by Organization
b. where the Project Start Date is after 08/01/2014

10.4 Modify Groups in a View

You can modify a view by changing the groups.

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

2. On the Quick Launch, click on the Sandbox-list
Click the LIST control tab and SharePoint will display the list ribbon

On the ribbon, click List Settings
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myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

Peas Sandbox-list ®
Netebook () new item or edit this list
Documents
All Items  CJ-Calendar  cj-proj mgmt  ese Find an item 0o
Recent
¥ Titla Ornznization Draviack Nama Deniect Start Date  Drniact Fod Nate i

Figure 26 List Settings when you display the ribbon
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5. SharePoint will display the Settings page for the list
6. Scroll down to the bottom of the page and click on the view: myDemoView-xx view, where xx
are your initials

SharePoint Newsfeed

RGN Johnson, Charlene~ ¥ 2

€ sHARE Yy Fouow O

,’—\ Teams - GTA Projects Q

%}IA SharePoint Training Sandbox

Georgia Teshnalogy Authority

SharePoint Training Sandbox

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

fiome Sandbox-list + Settings
Notebook List Information
Documents Name: Sandbox-list
Web Address: https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/Lists/Sandboxlist/AllTtems.aspx
Recent Description: This is the sandbox area that contains a list

Demo contacts list
General Settings Permissions and Management Communications

Demo Announcement
list

Demo Task list
Demo-List

Sandbox-library

Sandbox-list

Demo-Library

Sample-Library-03

Sample-Library-04 Columns

A column stors ormation about eac

st. The following columns are cum gilable in this list:

Sample-Library-02

Column (click to edit) Type Required

Sample-Library-01

Title Single line of text v
Site Contents Organization Choice v

Project Name Single line of text

Project Start Date Date and Time Vv

Project End Date Date and Time

Modified Date and Time

Created Date and Time

Created By Person or Group

Modified By Person or Group

9 Create column

from existi

vs you to see a particular selection of r to see the items sorted in a particular

figured for this list:

iew (click to edit) Default Vi Mobile Default Mobile View
All Ttems v v v
CJ-Calendar v
v

Figure 27 The available views when you want to select a view using List Settings
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7. SharePoint will display the Settings > Edit View page for the list
Modify the group as follows:
a. Click Group By to expand the group area
b. Inthe Group By area, click First group by the column: Organization
c. Thenclick OK
9. SharePoint will display items: grouped by Organization and you can choose to expand or

collapse the groups

10.5 Create a Gantt Chart View for a Task List

To create a Gantt Chart view,

1. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox
On the Quick Launch, click on the Demo Task list

Click the LIST control tab and SharePoint will display the list ribbon
On the ribbon in the area that contains the views, click the drop down for All Tasks

SharePoint N ETE - e = BT OOl Johnson, Charlene~ £ 72

BROWSE | TASKS | LIST < SHARE Yy FOLLOW OO0,

[T Modify View . C 3 Open with Access D Form Web Parts + ®
By @ O o2 g | A
[l Create Column = S ki R Eait List
View OEJ'CIC Create Tags & E-malla  Aer RSS  Most Popular OEEI" with Syncto Export to Customize List  Shared Workflow
dit View Navigate Up | Dl Notes Link  Me~ Feed Ttems roject  Outlook  Excel Fom  f3 NewQuickStep  Seftings With Seftings.
View Format Manage Vi a)i Tasks Tags and Notes Share & Track Connect & Export Customize List Settings

Public ~

Calendar

Teams . owm ‘ojects Quick Links ~

. . . My Tasks
SharePoint Training
Upcoming

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

-2 Demo Task list

Notebook

Documents August, 2014 September, 2014 October, 2014
Recent | Add tasks with dates to the timeline

Demo contacts list

) A P R I [F
‘Det'm Announcement (@ new task or edit this list
15

All Tasks  Calendar Completed e Find an item 0

Figure 28 All Tasks when you want to select the Gantt Chart view from the drop down

5. From the drop down, click Gantt Chart
6. SharePoint will display the Gantt Chart view for the task list
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10.6 Create a Calendar View for a Task List

To create a Gantt Chart view,

1. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox
On the Quick Launch, click on the Demo Task list
Click the LIST control tab and SharePoint will display the list ribbon

On the ribbon, click the drop down for All Tasks

SharePoint N ETE - e = BT OOl Johnson, Charlene~ £ 72

BROWSE | TASKS | LIST < SHARE Yy FOLLOW OO0,

r,- Modify View . G ‘ . @ @ Open with Access D} Form Web Parts - .‘ .\
Bhieale » 9 8O = oF ¥ . &8 &
D

View OEJ'CIC Create Tags & E-mai ert RSS  Most Popular OEEFW'M Sync to Export to Customize List  Shared Workflow
dit View Navigate Up Notes Link  Me~ Feed Ttems roject  Outlook  Excel Fom  f3 NewQuickStep  Seftings With Seftings.

View Format Tags and Notes Shal Track Connect & Export Customize List Settings

Manage Vi a)i Tasks

Gantt Chart

Late Tasks

. . . My Tasks
SharePoint Training
Upcoming

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

-2 Demo Task list

Notebook

Documents August, 2014 September, 2014 October, 2014
Recent | Add tasks with dates to the timeline

Demo contacts list

) A P R I [F
‘Det'm Announcement (@ new task or edit this list
15

All Tasks  Calendar Completed e Find an item 0

Figure 29 All Tasks when you want to select the Calendar view from the drop down

5. From the drop down, click Calendar
6. SharePoint will display the Calendar view for the task list

10.7 Create a Calendar View for a Custom List

You can create a calendar view for a custom list using date fields on the list.

‘ Note: To create a calendar view, the list must have at least one date field.

To create a custom calendar view,

7. Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

8. On the Quick Launch, click on the Sandbox-list

9. Click the LIST control tab and SharePoint will display the list ribbon
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10. On the ribbon, click Create View
11. SharePoint will display the Settings > Edit View page for the list
12. Modify the columns as follows:
13. SharePoint will display the Settings > View Type page for the list
14. Click Calendar View
15. SharePoint will display the Settings > Create View page
16. Enter the View Name: myDemoCalendar-xx, where xx are your initials
17. Select Time Interval:
a. Begin
i. Project Start Date
b. End
i. Project End Date
18. Select Calendar Columns:
a. Month View Title
i. Project Name
b. Week View Title
i. Organization
c. Week View Sub Heading
i. Project Name
d. Day View Title
i. Organization
e. Day View Sub Heading
i. Project Name

19. Click OK and SharePoint will create the calendar views by day, week and month
20. Click on the CALENDAR tab and then select the view you want to display

SharePoint Newsfeed OneDrive Sites [EDIUESIIEUEIERINE o S

BROWSE

€ SHARE ¥y FOLLOW [,

B BB = @ 9 5
Day  Wesk Month Expend Collgpse Tags & E-mailz Alet  RSS Edit  Form Web
Al Al Motes Link Me~  Feed List Parts+
Scope Expand Tags and Notes Share & Track Customize List
. ~
myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
et Sandbox-list @
Jan Feb Mar
Apr May Jun /(%) August, 2014
il Aug e SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
Oct Nowv Dec 27 28 29 30 3 1 2
Today is Friday, August 29, Practice SP List-c] Summer Project 2014
2014 Training 2014
Home
3 4 5 6 7 I 9
Notebook Summer Project 2014
Documents Training 2014
R . Team Alpha 101
ecen 3 more items 5 more items 5 more items 5 more items 5 more items

Figure 30 Calendar tab when you want to display the calendar views
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11.0 Work with Spreadsheets

A list can be displayed in a spreadsheet view that contains rows, columns and cells. You can also import
and export lists between SharePoint and Excel.

11.1 Spreadsheet View using Quick Edit

You can create a view using Quick Edit. This will allow you to work with the list using minimal
spreadsheet functionality.

To create a Quick Edit view,

Navigate to the list
Click the LIST control tab and SharePoint will display the list ribbon
On the ribbon, click Quick Edit

SharePoint Newsfeed OneDrive Sites Johnson, Charlene~ £

() SHARE Yy FOLLOW

?

=

[T Madity View  Current View: T EI i [ Open with Access qﬂ [T Form Web Parts . D &% Shared With
. = Ex 3 SV FRean st

[ Create Column | All Ttems Open with Project Q’E! Workflow Settings .
Tags & E-maila Alert RSS  Most Popular  Connect to Export to Customize s
Mavigate Up Current Page Notes Lk Mew Feed fems Outlook  Excel Form

Manage Views Tags and Notes Share & Track Connect & Export Customize List Settings

i3] New Quiccstep  Seftings

ELLA T j ick Link
o\ eams - GTA Projects Quick Links ~

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
T3 Demo-List
Notebook

@ new item or edit this list

Documents =
All Ttems  =es Find an item el

Recent

v Title Demo-Category

Figure 31 Quick Edit when you display the list ribbon

SharePoint will display the list as a spreadsheet
5. When you are finished working with the list, click Stop Editing, and SharePoint will save your
changes and display the list in the standard format.
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dit  View Mavigate Up Current Page Notes Unk  Me. Feed Ttems Outiook  Excel Form {3 New QuickStep  Settings
View Format Tags and Notes Share & Track Connect & Export Customize List Settings

Teams - GTA Projects  Quick Links ~

Home LISt
Notebook 3
Stop editing tis list
Documents =
All tems s Find an item o
Recent
Demo contacts list v Tite Demo-Category +
Demo Announcement I“em One 3 - |Category #1
fst ltem Two 3¢ e | Category #2

Demo Task list ltem Three % Category #3

Demo-List

Camedbhnay Ehean

Figure 32 Quick Edit view when you want to work with the list as a spreadsheet

11.2 Export a List to Excel

You can export a list to Excel and then work with it using full spreadsheet functionality.
To export a list to Excel,

Navigate to the list
Click the LIST control tab and SharePoint will display the list ribbon
On the ribbon, click Export to Excel

SharePoint Newsfeed OneDrive Sites Johnson, Charlene~ £ 72

BROWSE | ITEMS g ) sHARE ¥y Fouow O,

S
D IJ r,- Modify View . Current View: C = E Open with Access qﬂ D Form Web Parts + D 2% Shared With
[ Create Column | All Ttems - u Open with Project ks m Edit List Q’E! Workflow Settings .
View OEJ k. Create Tags & E-maila Alert RSS  Most Popular  Connel Customize
dit View Mavigate Up Current Page Notes Lk Mew Feed fems Outlo Form
Share & Track

i3] New Quiccstep  Seftings

Customize List Settings

onnect & Export

Tags and Notes

View Format

Sandbox

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

Home Demo-List
Notebook @ new item or edit this list
Documents
All tems  wes Find an item el
Recent
v Title Demo-Category

Figure 33 Export to Excel when you display the list ribbon
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4. SharePoint will export the list and display it as a spreadsheet by using Microsoft Excel

Home Insert Page Layout Formulas Data Review View Design
Table Name: |i_.'}] Summarize with PivotTable ; ﬁ ,ﬁ' Properties Header Row |:| First Column e el il — — — |
Table_owsswr__1 E'E Remove Duplicates 1 Cipen in Browser |:| Total Row |:| Last Column === E==
Export Refresh . = ==
:l' Resize Table .Ej Convert to Range - - £z Unlink Banded Rows |:| Banded Columns
Properties Tools External Table Data Table Style Options
| Al - fe | Title
Bookl
A B C D E
il Title ﬂ Demo-Category ﬂ Item Type ﬂ Path -
2 ItemOne Category#1 Item portal/spsupport/sptraining/sptrainingsandbox/Lists/DemolList
3 |ltemTwo Category #2 Item portal/spsupport/sptraining/sptrainingsandbox/Lists/DemoList
4 [tem Three Category #3 ltem portal/spsupport/sptraining/sptrainingsandbox/Lists/Demolist |
5
]

Figure 34 Excel spreadsheet when you export a list

11.3 Import a Spreadsheet

When you want to import a spreadsheet, you will need to make sure you have permission to Add an

App. After navigating to the page where you want to add the spreadsheet, you will import the

spreadsheet by adding the appropriate app

To import a spreadsheet,

1. Navigate to Site Contents where you want to import the spreadsheet

2. Click the gear Lx and a drop down will display
3. Onthe drop down, click Add an app
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SharePoint Training Sandbox

. port > SharePoint 2013 Training > SharePoint Training Sandbox
Home Site Contents >
Notebaok Lists, Libraries, and other Apps

(4 SITE WORKFLOWS ~ £XSETTINGS (5] RECYCLE BIN (9)

Documents
Recent Demo contacts list
Demo contacts list
add an app
Demo Announcement ‘
list
Demo Task list Demo Task list Demo-List
Demo-List

Sandbox-library

Sandbox-list

Figure 35 Add an app when you are in Site Contents and want to import a spreadsheet

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

5. Scroll through the app tiles until you find the Import Spreadsheet app and then click on it.

Apps you can add  newest Name A
Asset Library Data Connection Access App Report Library
App Details Library App Details App Details

App Details

PortalPipeline PortalAgencylist PolicyDocsLibraryTemp Content
App Details App Details late App Details
App Details
m @
GTA_Employ g Employ sDel Portal ADM Project I el
ersDelegates egates Library Template App Details
App Details App Details App Details v

Figure 36 Import Spreadsheet app when you scroll through the app tiles
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6. SharePoint will display the Site Contents > New page

7. Enter the Name and Description of the list you want to create and then Browse to locate the
spreadsheet

8. After you browse for the spreadsheet, click Insert

% Load Excel dat... Error “the sele...

@ https://mygta.ga.gov/portal/spsupport/sptraining/sptrainingsandbox/_layouts/15/new.aspxiListTer O + & shalepoim 201.. How to Import...

File Edit View Favorites Tools Help

SharePoint Newsfeed OneDrive Sites [GIIEVINeIERC]
() SHARE ¥
Q1A 2 FUILEl 2 D1a1 SFUITL SUPPUIL # D181 SFUIL SULD iy 2 D1iai SFUIlL 11 @iy a1 uuUA
Home Site Contents * New
Notebook
Documents Mame and Description Name:
Type a new name as you want it to appear in headings and finks throughout the site. Type descriptive text that wil help site visitors use this Imparted RTM Spreadsheet
Recent st
Demo contacts list Description:

Demo Announcement this is for the demo

list

Demo Task list

Dema-List
Sandbox-library Import from Spreadshest N —
Sandbox-list Specify the location for the spreadsheet you want to use as the basis for this list :
{ |c:\Users\ciohnson10\Goeale [ Browse...
Demo-Library

Sample-Library-03
Sample-Library-04 Cancel
Figure 37 Site Contents > New page when you want to insert a spreadsheet

9. SharePoint will open the spreadsheet and display a pop up where you can select the range of cells
you want to import:

a. Range of Cells
b. Table Range

¢. Named Range

Note: The default range type is Table Range, but other options are Named Range or Range of Cells. If
you haven’t named the data as a range in Excel or set it as a table, select the Range of Cells option
and then enter the Select Range.
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10. Select the cells you want to import and then click Import

=T
Import to Windows STOEPG s - el T Microsoft Excel =iE]
—— Insert Pagelayout  Formulas  Data  Review  View a
) 1 Sia - -
| Range of Cels j . $ S Genem . ﬂ ﬁ}’g ’;g =lnsert = W [ﬁ
= -3 ¥ Delete - | [g]- ¥
U - . « § -9 s | %0 | Condtional Format Cell Sort& Find &
Select Range: = = ° 0S8 rmatting * a5 Table + Styles+ | LS Format = | (2 Filter ~ Select -
[Sresishsrasstd [ Font g Alignment G Number i Styles Cells Editing
- A
o Import your spreadsheet data as a new Windows SharePoint Services
st.
il = B8
[ I N N T e L §
Requirements Test
Demo Announcement !
list + ReqlID Req Description Req Comments Test ID Test Team Test]
al
Demo Task list 1 I
. 5 1BR-D1 Portal informatien accessible within GTAas well as externally uaA
Demo-List § Although the search feature can still be
Sandhcx-lihrary : , , t:es':edj 'fhe requirement was not defined in a
& lBR02 simple and easy to use search interface quantifiable manner OutofScope  [UA
Sandbox-list ] Although the search feature can still be
1 tested, the requirement was not defined ina
Demo-Library 7 'BR-03 Quick response to content search quantifiable manner. OutofScope  |UA
Sample-Library-03 At least read access to all sites on the first 2 hierarchy levels of
8 BR-04 the portal (allowing for certain exceptions) uA
Sample-Library-04 ' Increased productivity by enabling GTA users to find the The requirement was not defined ina
9 1BROS information they ned to do their job quantifiable manner OutofScope  [N/A
Sample-Library-02 ! Ability to access the portal from within and outside of GTA with
T 1018806 = GTA provided device or an employee-owned device uaA
! Process automation and content centralization to replace
Site Contents 11 18R-07 current manual processes Outof Scope_[N/A
: Enterprise Search to access information across the
12 18808 ated portal _ A

Figure 38 Pop up when you want to specify cells in a spreadsheet that you want to import

11. SharePoint will import the spreadsheet and convert it into a list in Site Contents

GULIIBUIL HANSIE Y % f

) SHARE Yy FoLlow O

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
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Site Contents P I

Figure 39 A new list created by SharePoint when you import a spreadsheet
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12.0 Apply Your Knowledge Exercises: Spreadsheets

12.1 Spreadsheet View using Quick Edit
To create a Quick Edit view,
1. Navigate to:

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

2. On the Quick Launch, click on the SharePoint Training Issues
3. Click the LIST control tab and SharePoint will display the list ribbon
4. On the ribbon, click Quick Edit and you can edit the contents
5. Click Stop editing to return to the standard view of the list
BROWSE | mEMS | LST ) SHARE ¥y FOLLOW [,
= [T Modify View . Current View: = ith Access [ Form Web Parts » o 5
E lj [ Create Calumn | Al Tssues - C I\_—/I i D NG . Project -gﬁ ER et List D &0 G)/El
vew QUEC | QE L eseup |+ Garentrome RS QA e R weffopur Cgmedm epon CHIMIE sty S D Mg

View Format Manage Views Tags and Notes Share & Track Connect & Export Customize List Settings

ADM <~ Creative DSS  SharePointSupport =  MorelLinks -

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

0 SharePoint Training Issues ®
Notebook - R
Stop editing tYs list
Documents
AllTSETE Active Issues My Issues == Find an item 0
Recent
SharePoint Student v lssue ID Title ~ Assigned To Issue Status Priority Due Date
Library Edit a page and add a right column fails ... Johnson, Charlene | Active (2) Normal | 8/16/2014 12:00 AM
SharePoint Trainer Label Content Type should not display ... .
Library Johnson, Charlene| Active (2) Normal | 7/12/2014 12:00 AM
Dy on page

Figure 40 Stop Editing when you want to return to the default view of the list

12.2 Export a List to Excel

To export a list to Excel,

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

On the Quick Launch, click on the SharePoint Training Issues

Click the LIST control tab and SharePoint will display the list ribbon

On the ribbon, click Export to Excel

SharePoint will export the list and display it as a spreadsheet by using Microsoft Excel

ukwn

12.3 Import a Spreadsheet

For this exercise, you will need to have access to a spreadsheet that you can import.

To import a spreadsheet,
Revised 03/03/2014 pg. 46


https://mygta.ga.gov/Pages/default.aspx
https://mygta.ga.gov/portal/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/sptraining/Pages/default.aspx
https://mygta.ga.gov/Pages/default.aspx
https://mygta.ga.gov/portal/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/SitePages/Home.aspx
https://mygta.ga.gov/portal/spsupport/sptraining/Pages/default.aspx

No v~ w N

10.

11.

Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

On the Quick Launch, click on the Site Contents

Click the gear £ and a drop down will display

On the drop down, click Add an app

Scroll through the app tiles until you find the Import Spreadsheet app and then click on it.
SharePoint will display the Site Contents > New page

Enter the Name and Description of the list you want to create and then Browse to locate the
spreadsheet

After you browse for the spreadsheet, click Insert

For Range Type, select Range of Cells

Delete the default values in Select Range and then click the range of cells in the spreadsheet that
you want to import

Click the Import button on the pop up

To view the new list that SharePoint created,

12.

13.

Navigate to:
myGTA > Teams > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training
Sandbox

On the Quick Launch, click on Site Contents

14. Click on the new list that you creted and SharePoint will display the contents
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