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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.

SharePoint sites can be accessed from the internet from desktop computers, laptop computers and
mobile devices. A vpn will not be required when accessing the system. Users who have an Active
Directory account on the GTA network will be granted access to the system.

1.1 Intended Audience

The intended audience for this course is all GTA SharePoint site users who want a basic understanding of
SharePoint 2013. Mastery of the content in the SharePoint 2013 Basic Concepts will provide a
foundation for the user when working with SharePoint 2013.

1.2 System Requirements

For maximum performance, the recommended browser is Internet Explorer 11. The Google Chrome
browser is also supported.

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

Active Directory — also known as AD, Active
Directory is a directory service that is used to
enforce security policies for computers.

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

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

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

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.

Apply Your Knowledge: Exercises

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.

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/

Complete Exercise 1: Overview in your SharePoint Basic Concepts: Exercises

manual.

2.0 Access SharePoint

2.1 Login
To log in to SharePoint 2013,

1. Enter the URL for the GTA SharePoint 2013 environment in the browser, e.g. for production, enter

https://mygta.ga.gov/

2. When prompted, enter your network User name and Password

Revised 03/03/2014
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2.2 Security and Permissions

When logging in, SharePoint will check that you have an Active Directory account. Your Active Directory
account will be used to assign you the correct permission levels. All SharePoint users must have an
Active Directory account.

There are several different levels of security permissions for each library and list. The SharePoint
administrator has full control over the entire site collection and will assign users to groups as
appropriate.

Note: If you need help with your site or permissions, please contact the support team at:
http://support.georgia.gov
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GEORGIAGOV

Translate

Portal Services

A senvice provided by Georgia Technology Authority.

One place for all your e-government needs.

Interactive Data Sharing Services Application Development

Get the tools you need to build an Share information quickly and easily Save time and money by moving yeur
innovative, user-centered website. between systems. services online with interactive applications.

Need help?

we will respond to all support and request tickets during normal business hours, Monday-Friday

from 8 a.m. to 5 p.m. If you have an emergency, please contact the Consolidated Support Desk

at 1-877-482-3233. Otherwise we will respond to your ticket the following business day.

For all OrderNow! tickets including computer and email requests, please visit the GETS Customer
Resource Center.

Support Request

Subject *

Support Type *

[- Select - v

URL or Page

If applicable.

Support Request in Detail *

Contact Information

Your Name *

Email =

Phone *

CAPTCHA
This question is for testing whether you are a human visitor and to prevent automated spam submissions.

What code is in the image? =

Enter the characters shown in the image.

Application Development | Data Sharing Services | Interactive | Accessibility | Privacy/Security

AT YOUR SERVICE ELECTED OFFICIALS NEED HELP?
GeorgiaGov. Attorney General

encies Governor
Cities & Counties Lieutenant Governor
Popular Topics More Officials >>

Figure 1 Support Page when you contact the support team at: http://support.georgia.gov
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2.3 Logout
To log out of SharePoint 2013,

1. Click your name in the upper right corner

2. Click Sign Out

SharePoint Newsfeed OneDrive Sites  [RIIEWIROEN RS

€ AboutMe

Sign OUt Sign Out

|
my\":‘;/'; r}\ Teams - GTA Projects  Quick Links ~

GIA myGTA Searcn s e

Georgia Teshnalogy Autherity

myGTA

About GTA myGTA Home

News Archive

Policies & Forms News

Work-Life

New SharePoi

Site Contents New design

nt for GTA coming June 30 Title Location Start Time End Time
vigation and functionality on the way!

Lunch and Learn - Ground floor 6/24/2014 6/24/2014

Important information about state rental car requiremeants !
SharePoint 2013 conference rooms  12:00 PM 1:00 PM

Rental car expenses for business travel may not be reimbursed if state

nuiramante aran't fallawar

mFigure 2 Sign Out when you want to end the session

Apply Your Knowledge: Exercises

Complete Exercise 2: Access SharePoint in your SharePoint Basic Concepts:
Exercises manual.

3.0 SharePoint Pages
The SharePoint 2013 architecture is focused on site administration and includes the following:

e Asite that contains libraries, lists and settings.
e Pages that contain items stored in libraries and lists.
e Tools for managing the pages, libraries and lists.

Site administration enables management of the site and improves the organization and accessibility to
the site content. This will improve the user experience regarding navigation, search, team collaboration

and integration with the Microsoft Office Suite: Word, Excel, etc.

Pages, libraries and lists will be managed by content managers.

Note: Technical architecture for SharePoint 2013 is not in scope for this module.
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3.1 Home Page

The myGTA home page contains a Quick Launch area on the left navigation that provides links to
popular content.

SharePoint (WSS EE0 e I TRCT S Johnson, Charlene

1) SHARE Yy FOLLOW

Senior Leadership GTA Projects  Quick Links -

m myGTA Search this site

Georgia Teshnology Autherity

Quick Launch
(home page)

About GTA

MNews Archive

Policies & Forms News Events

Work-Life New SharePoint for GTA coming June 30 Title Lacation Start Time  End Time
Site Contents New design, navigation and functionality on the way!

Important information about state rental car requirements fupchland Ground /20 LUGrod/ 201

Rental car expenses for business travel may not be reimbursed if state Learn - X floor 12:00PM  1:00 PM
reguirements aren't followed. SharepPoint conference
2013 rooms
Get the latest news in the May issue of GTA Update
GTA Update for June 2014 now available Independence 7/4/2014  7/4/2014
Day (state 12:00 AM  11:59 PM
Take a look at the April issue of GTA Update holiday)

Figure 3 Home Page when you sign in to myGTA

3.2 Landing Page
When you select a tab on the gold bar, the landing page is displayed. The landing page is similar in
appearance to the home page and contains the following parts:

e Custom blue bar with additional top navigation tabs
e Custom Quick Launch links on the left navigation

e Content area for the main body of the page
To view the landing page of a site,
Select a tab from the gold bar, e.g. Teams

If available, select the second level, e.g. Teams > Portal
SharePoint will direct you to a page, e.g. the Portal landing page

Revised 03/03/2014
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Johnson, Charlene- £ 92

BROWSE PAGE {:JSHARE ﬂg FOLLOW # EDIT

Senior Leadership  GTA Projects  Quick Links ~

Blue bar

Search this site

SharePoint Support More Links =

Portal

Representing three distinct lines of business with multipleNustomers both internally and externally, the Portal team's
inifying goal is to provide technology solutions, leveraging eNger nical resources,

Content Area

with GeorgiaGoy Interactive, the focus is on providing a maturd, | sence for the State of
seorgia wia Georgia.gov and state agency websites and electell « i a Drupal based
platform that enables dynamic and visually appealing content mized with valuable constituent facing information,
blended in a seamless fashion.

Google Talk Accts
Site Contents The aDM team is tasked with hosting, creating and maintaining applications for a varied cientele, including external
partners and internal business units seeking solutions customized to their needs. Among the platforms supported is
the UNIX portal, the WINTEL portal and GTA's SharePoint presence,

D55 provides vital data connections for its partners, feeding critical information across multiple platforms in a secure
and reliable manner.

Newsfeed

Figure 4 Landing Page when selecting Teams > Portal

3.3 Pages

Pages are containers for library and list content items. A page may also contain navigation links, text and
pictures.

If you have sufficient permissions, SharePoint will display content tabs related to the page e.g. BROWSE,
PAGE, etc.

Note: If you do not have sufficient permissions SharePoint will not display the content tabs for the
page.
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Dint

Mewsfeed OneDrive  Sites Johnson, Charlene~ £ ?

Content
tabs

) SHARE ¥y FOLLOW # EDIT O,

=

|
w r;"— Teams - Senior Leadership  GTA Projects  Quick Links ~

@& 1A sharePoint Support 5

Georgia Technology Authority

v DSS  SharePoint Support  More Links ~

myGTE = Portal = SharePoint Support
sharePoint Suppert  SharePoint Support
Notebook

Add site/team info here.

Shared Documents
Recent
Newsfeed
SPSupportlssues

Start a conversation

SP Training
Documents
) “ Roland, Terrence
Site Contents Let me know when you get this message @Randall-Carr, Camille
Juned5 Like Reply Follow Roland, Terrence -
Recent

Site Contents

Figure 5 Site Page when selecting SharePoint Support

Apply Your Knowledge: Exercises

Complete Exercise 3: Navigation in your SharePoint Basic Concepts: Exercises
manual.

4.0 SharePoint Global Navigation

SharePoint Server 2013 is organized into three distinct hubs: Newsfeeds, OneDrive, and Sites. These
hubs are available in a global navigation bar. By using the global navigation bar, you no longer need to
specifically visit your My Site in a web browser to access social features. All SharePoint pages contain a
global navigation bar that will provide you with links to the following customizable social features:

e Newsfeeds
e OneDrive

e Sites
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4.1 Newsfeeds

Selecting Newsfeeds on the global navigation bar located at the top right corner of the page, will allow
SharePoint to quickly display updates to newsfeeds that you are following. This is the quickest way to
stay current regarding new posts.

To view your newsfeeds,

1. Click Newsfeeds from the global navigation bar

SharePoint Newsfeed OneDrive Sites [EEGIHEVREIETEEE S

.

) SHARE Yy FoLow O,

Newsfeed

e

M\_;';Ll,"—l Teams -~  Senit

m myGTA Search this site

Georgia Teshnalogy Autherity

myGTA
About GTA myGTA Home

MNews Archive

Policies 8 Forms News Events

Work-Life New SharePoint for GTA coming June 30 Title Location Start Time  End Time
Site Contents New design, navigation and functionality on the way!

Important information about state rental car requirements Lunch and Ground 6/24/2014 6/24/2014

Rental car expenses for business travel may not be reimbursed if state =T = X floor L2:OHEMEpR S NIEM
requirements aren't followed. SharePoint conference
2013 rooms
Get the latest news in the May issue of GTA Update
GTA Update for June 2014 now available Independence 7/4/2014  7/4/2014
Day (state 12:00 AM  11:59 PM
Take a look at the April issue of GTA Update holiday)

Figure 6 Newsfeed on the global navigation bar

2. SharePoint will display your newsfeeds
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SharePeint Newsfeed OneDrive Sites [EEIUEINEIEGEES o S S

Share with everyone

Start a conversation

Following Everyone Mentions -
Johnson, Charlene

It's pretty quiet here. Follow mare people to see activity in your newsfeed, or see what Everyone is talking
Newsfeed soout.
About me
Blog
Apps

Tasks

# EDIT LINKS

Search this site o

I'm following
0
people

2

documents

1

sites.

tags

Trending #tags

Tagging's been quiet lately. No trending tags right now.

Figure 7 Newsfeeds page when you select Newsfeed on the global navigation bar

4.2 OneDrive

Selecting OneDrive from the global navigation bar located at the top right corner of the page, will allow
you to take documents offline from document libraries and use them when you are disconnected from
the SharePoint Server 2013. When you are reconnected to SharePoint Server 2013, the files will be

synchronized by SharePoint.

Some benefits of using OneDrive include the following:

e You can take your documents offline and let SharePoint synchronize them when you are online

again

e Your documents can be synchronized across all of your devices and servers where the files

are stored and synchronized.

e  Multiple users (online or offline) can work on documents at the same time, and the OneDrive

will synchronize the changes between the users. If there are conflicts, users will be prompted to

resolve the conflicts.

e Users can work from many locations, either online or offline, and work from many devices.

To access OneDrive,

1. Click OneDrive from the global navigation bar

Revised 03/03/2014
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SharePoint [ et i Johnson, Charlene~ 2
I

) sHARE Yy fouow O,

L
| .

m myGTA Search this site - D

Georzia Toshnology Autherity

myGTA

myGTA
About GTA myGTA Home

News Archive

Policies & Forms News Events
Work-Life New SharePoint for GTA coming June 30 Title Lacation Start Time  End Time
Fie@rTies New design, navigation and functionality on the way!

Important information about state rental car requirements Lunch and Ground 6/24/2014 6/24/2014

Rental car expenses for business travel may not be reimbursed if state Learn - floor 12:00 PM  1:00 PM
requirements aren’t followed. SharePoint conference
2013 rooms
Get the [atest news in the May issue of GTA Update
GTA Update for June 2014 now available Independence 7/4/2014  7/4/2014
Day (state 12:00 AM 11:59PM
Take a look at the April issue of GTA Update holiday)

Figure 8 OneDrive on the global navigation bar

2. SharePoint will display your OneDrive page

SharePoint Newsfeed OneDrive Sites  [EEISIUEHNeELEN RSN o S J

BROWSE | FILES  LIBRARY Cgsmne O

OneDrive for Business

Documents

Search this site o

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss

Johnson, Charlene

iy TIET—E (® new document or drag files here

Followed Documents Al e Find 2 flle L
v [ nName Modified Sharing Modified By
Shared with Everyone  ».»  Monday at 11:28 AM &% Johnson, Charlene

Figure 9 OneDrive library when you select OneDrive on the global navigation bar

4.3 Sites

Selecting Sites on the global navigation bar located at the top right corner of the page, will allow you to
quickly navigate to sites you are following. The primary benefit is that this is customizable and will be a
time saver when navigating from one site to another.

For more information on navigation between sites, please see the section on ‘Follow Sites and
Documents’ in a later section of this document.

Revised 03/03/2014 pg. 14



Apply Your Knowledge: Exercises

Complete Exercise 4: Global Navigation in your SharePoint Basic Concepts:
Exercises manual.

5.0 Sorts and Filters

5.1 Sorts

You can sort a list. The sort will display the list in ascending or descending order.
To sort a list,

1. Navigate to the library or list, e.g. SP Training Documents
2. SharePoint will display the items in the list

SharePoint Newsfeed OneDrive Sites  [RGGUESINSIETI RN o ]

BROWSE | FILES  LIBRARY  CONTENT MATRIX € sHaRe Ty Fouow g svc

P o

1
my S r;"—\ Teams ~ GTA Projects  Quick Links ~

& [/A sharepoint Support v

Georgia Technalogy Awherity

v DSS  SharePoint Support  More Links ~

myGTA > Portal > SharePoint Support
SharePoint Support SP Training Documents
Notebook

Shared Documents (® new document or drag files here

Recent UserTestingView  All Documents  Demo-checked-out-info  «ee Find a file o

SPSupportlssues v 0O Name Modified Modified By TrainingDocType  TrainingTopic SP_Status
5P Training Documents FuturePhaseDocs s May 28 Johnson, Charlene
Site Contents E Add_Approval_Workflow ees June 16 Johnson, Charlene Job Aids Waorkflows Ready
Recent ] Add_Approval_Workflow ees June 16 Johnson, Charlene Job Aids Warkflows Active

Demo-library = Add_Columns_To_Libraries .. Monday at 2:31 PM Johnson, Charlene Job Aids Document Ready

Libraries
Demo-task-list
) Add_Columns_To_Libraries ... Yesterday at 9:46 AM Johnson, Charlene Job Aids Document Active

R W g

Figure 10 List when selecting a document library

3. Hover over the title of the column you want to sort and click the arrow icon, or Open menu icon
that appears.
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SP Training Documents

(® new document or drag files here

UserTestingView  All Documents Demo-checked-out-info s Find a file 0o
v [  Name Modified Medified By TrainingDocType  TrainingTopic
FuturePhaseDocs s May 28 Johnson, Charlena Open Menu
B Add_Approval_Workflow e June 16 ClICk the arrow to sort orkflows Ready
_@ Add_Approval_Workflow e June 16 or f”ter by thIS column Workflows Active
z Add_Columns_To_Libraries .« Monday at 2:3 Document Ready
Libraries
_@ Add_Columns_To_Libraries ... Yesterday at 9:46 AM Johnson, Charlene Job Aids Document Active v
Libraries

Figure 11 Open Menu when hovering over a column

4. SharePoint will display the sort options and valid values

4| Ascending

%] Descending

| O Empty)
[ Active
[] Draft
[] Ready

[ test

Close

Figure 12 Sort and filter items for a list

5. Click on Ascending or Descending

6. SharePoint will sort the list

5.2 Filters

Filters will allow you to limit the display to only those items that meet your specifications. For example,
you can filter a list by the status of ‘pending’ and the display will only show those items that are marked
‘pending.’

When using filters, you can select more than one filter at a time.

Note: You can also use a filter on the documents in a document library. Follow the same process as
using a filter on a list.

To filter a list,

1. Navigate to the library or list, e.g. SP Training Documents
2. SharePoint will display the items in the list
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3. Hover over the title of the column you want to sort and click the arrow icon, or Open menu icon that
appears.

SP Training Documents

(® new document or drag files here

UserTestingView  All Documents Demo-checked-out-info s Find a file 0o
v [ Name Modified Medified By TrainingDocType  TrainingTopic SP_Status
FuturePhaseDocs ... May28 Johnson, Charlena Open Menu
e Add_Approval_Workflow e June 16 ClICk the arrow to sort orkflows
_@ Add_Approval_Workflow e June 16 or f”ter by thIS column Workflows Active
B Add_Columns_To_Libraries .« Monday at 2:3 Document Ready
Libraries
_@ Add_Columns_To_Libraries ... Yesterday at 9:46 AM Johnson, Charlene Job Aids Document Active v
Libraries

Figure 13 Open Menu when hovering over a column

4. SharePoint will display the sort options and valid filter values

4| Ascending

1| Descending

| O Empty)
[ Active
[] Draft
[] Ready

[ test

Close

Figure 14 Sort and Filter values when you display this list

5. Click the check box on one or more values you want to use as a filter, and click Close.
6. SharePoint will display the filtered list of only those values you selected

Apply Your Knowledge: Exercises

Complete Exercise 5: Sorts and Filers in your SharePoint Basic Concepts: Exercises
manual.
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6.0 Work with Searches

6.1 Global Search

The global search is also called the site search. A global search will search across the entire SharePoint
site and then display the results.

The following global searches are available:

e Everything

e People

e Conversations
e This Site

Note: For the best search results, always use meaningful names for all titles.

Also, it may take up to 24 hours turnaround time for an item to become available to the search. As
SharePoint stabilizes, it is expected that the search turnaround time will be greatly reduced.

To use a global search,

1. Click on the down arrow in the Search this site box and select the search type, e.g. This Site

SharePoint Newsfeed OneDrive Sites [N Mol RS

€ SHARE ¥y FOLLOW O,

Global

search box
GTA Projects Quick Links -

Search this site

Georgia Teshnology Authority

Everything
People
mMyGTA Conversations

Abeut GTA myGTA Home This Site
News Archive
Policies & Forms News Events
Work-Life New SharePoint for GTA coming June 30 Title Location  Start Time End Time
TG T New design, navigation and functionality on the way!

Important information about state rental car requirements Independence Day (state 7/4/2014 12:00 7/4/2014 11:59

Rental car expenses for business travel may not be reimbursed if state holiday) AM PM

requirements aren't followed.
Get the latest news in the May issu
GTA Update for June 2014 now available

Take a look at the April issue of GTA Update

Figure 15 Search box when selecting a global search

2. Enter the search criteria

3. Click the magnifying glass next to the item search box or press the Enter key to perform the search
Revised 03/03/2014 pg. 18



SharePoint Newsfeed OneDrive Sites Johnson, Charlene> 2

=talnl ) ) )
W\E}j{(}\ Teams -  GTA Projects  Quick Links -

Search criteria

€ SHARE Yy FOLLOW

G A myGTa

Georgia Teshnology Authority

‘ Normandy

vD|I

myGTA

myGTA
About GTA myGTA Home
News Archive
Policies & Forms News Events
Work-Life New SharePoint for GTA coming June 30 Title

Location

Site Contents MNew design, navigation and functionality on the way!

Important information about state rental car requirements
Rental car expenses for business travel may not be reimbursed if state
requirements aren't followed.

Independence Day (stats
holiday)

Get the latest news in the May issue of

GTA Update

GTA Update for June 2014 now available

Take a look at the April issue of GTA Update

Figure 16 Global Search Box when entering search criteria

4. SharePoint will search the site and display the search results

6.2 Item Search

Start Time End Time

7/4/2014 12:00 7/4/2014 11:59
AM PM

The item level search is used to search a specific library or a list. This search is limited to the specified
library or list and will not search entire site. For example, you might want to search for a file in a specific

document library.

To use an item level search,

1.
2.

Select an item on the Quick Launch, e.g. select SP Training Documents library
Enter the search criteria in the item search box

3. Click the magnifying glass next to the item search box or press the Enter key to perform the search
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i L‘,L\_ Teams -~ Senior Leadership GTA Projects  Quick Links -

€& /A sharepoint Support -5

Georgia Teshnalogy Authority
Portal ADM -~ DSS  SharePoint Support  More Links ~

myGTA > Portal > SharePoint Support

SharePoint Support  GP Training Documents Item search box
Notebook
A (# new document or drag files here
Recent UserTestingView  All Documents  «=- I Find a file il I

SPSupportlssues v [ nName TrainingDocType  TrainingTopic
SP Training ) Add_Approval_Workflow ... Job Aids Workflows
D ts -

ccumen ] Add_Columns_To_Libraries .. Job Aids Document Libraries
Site Contents - . . .

Add_Columns_To_Lists «e Job Aids Lists

| &=

Recent

Figure 17 Search box when selecting an item search

4. SharePoint will display the search results

Apply Your Knowledge: Exercises

Complete Exercise 6: Work with Searches in your SharePoint Basic Concepts:
Exercises manual.

7.0 View and Edit Documents

A document library is a container for documents. Depending on your permissions, documents can be
opened, edited, shared or followed. You will notice that there tends to be more than on way to perform
most SharePoint functions. In particular, there are several ways to add documents to a document
library.

Note: SharePoint uses different terminology for the same functionality, e.g. the view function for a
pdf will be ‘Open’ and the view option for a Word document will be ‘View.’

7.1 View Documents

To view a document,

1. Select alibrary (in this example, we selected the SP Training Documents library from Quick Launch
on the left)

2. Select an item from the list by clicking on it
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3. SharePoint will display the document

Note: To view a document, you can also click on the ellipses next to the name of the document and
then click Open.

7.2 Check out Documents for Editing

Team collaboration is an important function. However, a problem can arise when two or more users
attempt to make changes to the same document at the same time. To avoid this problem, you will check
out a document before you start making edits. This will assign you exclusive rights to edit the document.
When the document is checked out other users can view the document, but they cannot make changes
to the document.

Note: Changes you make to the document will not be seen until you check the document back in.
Also, no one else can make changes to the document until you check in the document.

To check out a document for editing,
1. Identify your document

2. Click the ellipses " associated with your document
3. SharePoint will display a pop up menu

.

BROWSE | FILES  LIBRARY  CONTENT MATRIX ‘ € sHare Yy Fowow Cdsmc [

Menu (first)

- -
& A sharePoint Support — »
Groreia Techmalogy Authority Add Columns To Libraries.docx
Portal ADM -~ DSS  SharePoint Support  More
myGTA > Portal > SharePoint Support
SharePoint Support  SP Training Documents Word Web App
Notebook
Shared Documents & New document or drag files here
Recent UserTestingView  All Documents — «.= Find a file
SPSupportlssues v 0O Name
SP Training FuturePhaseDocs
D t:
ccuments e Add_approval_Workflow ¥
Site Content: " .
ELEE O I & Add_Approval_workflow . Changed by you on 6/16/2014 9:21 AM b
Recent jith lots of people
ceen Add_Columns_To_Libraries @ Shared with lots of peaple ¥
Site C
Silie EmiEE https://t-mygta.ga.gov/portal/spsupport/SP3%20Training%200D0cume
] Add_Columns_To_Libraries £
L Add_Columns_To_Lists oo EDIT  SHARE  FOLLOW O ¥
F Add_Columns_To_Lists ws  June 16 Johnson, Charlene Job Aids Lists Active v

Figure 18 Menu when clicking on ellipses from a list

Click the ellipses " onthe pop up menu
5. SharePoint will display a drop down
Select Check out from the drop down
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7. SharePoint will record that the document is checked out to you

harePoint Support | -

Add Columns To Libraries.docx

M - DSS  SharePoint Support  More
ETA
myGTA > Portal > SharePoint Support Add Colum
.l e Manage LAFS
SP Training Documen <clection

Menu (second)

& new document or drac .. .
1 View Properties

UserTestingView  All Documents  «»- Find a file . .
Edit Properties
0 fame ! View in Browser s
FuturePhaseDocs we | R~ Editin B
3 PAGELOF6 fLin Srowser =)
- g =

Add_Approval_Workflow we ] ¥
Changed by you on 6j16/20].4< Check Out
Add_approval_Workflow - A g ¥y L

i)

g% Add_Columns_To_Libraries ...~ Sheredwith lots of people Version History ¥
https://t-mygta.ga.gov/portal/t} compliance Po620Docums
=] Add_Columns_To_Libraries e ] Details H]
Z  Add_Columns_To_Lists ... 1 EDIT SHARE FOLLOW Workflows ¥
Fl Add_Columns_To_Lists e June 16 Johnson, Charlene 1 fj Download a Active b
= hiik—

Figure 19 Menu when clicking on ellipses from the pop up menu

8. Select Edit from the menu

SharePoint [N e ol VT O Johnson, Charlene~ £ %

BROWSE | FILES ~ LIBRARY  CONTENT MATRIX | ) sare vy rouow Cdsmc

€& /A sharepoint Support

Georgia Teshmology Authority Add Columns To Libraries.docx

Portal ADM -~ DSs

myGTA > Portal > SharePoint Support Add Columns Ta A Library

SharePoint Support  SP Training Documents
Notebook

& new document or drag files here -

Shared Documents LR
Recent UserTestingView  All Documents — sss Find a file =
==
SPSupportlssues v [  Hame ] : ' atus

SP Training | i S
Documents g Edit (option) | |
Site Contents -@ e e v 1 Changed by you on 6/16/2014 2:21 AM 5
Recent i | B E T LS Shared with lots of people ¥
Site Contents https://t-mygta.ga.gov/portal/spsupport/SP%20Training%20Docume

_@r_ Add_Columns_To_Libraries E

L Add_Columns_To_Lists .. 1§ EDIT HARE  FOLLOW = y
[ Add_Columns_To_Lists «= June 16 Johnson, Charlene Job Aids Lists Active

Figure 20 Edit option when displaying the edit menu
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9. SharePoint will open the document and you can edit it

Note: If you open the document using EDIT, the document will open in Word, Excel, etc.

You can open the document in the browser using the web version of Word, Excel, etc. by clicking on

the ellipses " and then clicking Edit in Browser from the drop down.

7.3 Check in Documents after Editing

When you are finished editing the document, you will check in the document. When the document is
checked in other users can view the changes. Also, when a document is checked in, it will become

available for editing.

To check in a document after you are finished editing it,

1. When you are finished making changes to the document, click Exit

"~ | Add_Cqumns_To_Libraﬁé!WcmdtWo_

7

Home Insert Page Layout References Mailings Review View E t
- e Xl
=% segoeun 20 AA A (B EES q % 8 Find -
=) A 9 A D | = AaBblcDe| « Aasblcl » AaBbCdl 2 —_
E e Sac
Paste B 7 U -abe x, X' -w-A- | EFE=E= - TNormal | WSGBull.. TWSGBul. | Change
3 S 4 — L . | | styles~ | W Select~
Clipboard % Font ] Paragraph » Styles Editing

| e &

lAdd Columns To A Library

ADD COLUMNS TO A LIBRARY
1. Navigate to the library you want to add columnsto, e.g. SP Training Documents.

Figure 21 Exit when you are finished editing

2. When prompted, click Save

Microsoft Word P S
Save
.-"fa\\ I
! b Do you want to anges you made to
Add_Colurmn: _Libraries?
[ Don't Save ] [ Cancel ]

I I Save

[——_—_——.

Figure 22 Save when you are finished editing
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3. When prompted, confirm that you want to check in the document by clicking Yes

Microsoft Word /I [
! Yes

ot see your changes until you check in.
chedk in now?

[ Mo l [ Cancel ]

k ¥

Figure 23 Yes when confirming you want to check in the document

4. When prompted, add comments about the changes you made and click OK
Check In Y |——

———

Version Comments

Modifications to the document are complete and should be made available to
all users, 2 July 2014

OK

[7] Keep the document checked out after chedking in thigersion.

I Ok I][ Cancel ]

Figure 24 OK after you enter version comments

5. SharePoint will save your comments and make the changes to the document available to other users
Apply Your Knowledge: Exercises

Complete Exercise 7: View and Edit Documents in your SharePoint Basic
Concepts: Exercises manual.

8.0 Work with Document Properties

Document properties are used to catalog documents and include information such as the name of the
document, the version number, who created the document and when it was last updated, etc. You may
also hear this document’s properties referred to as metadata.

SharePoint search functionality uses document properties to find information as quickly and easily as
possible. You can improve the efficiency of the search functionality by making sure that document
properties are as complete as possible. You can also increase the efficiency of the search by using key
words to make titles as meaningful as possible, and by creating and following naming conventions for
your documents.
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You can view document properties or edit them.

8.1 View Document Properties

To view document properties,

1. Identify a document whose properties you want to view

2. Click the ellipses " associated with your document

3. SharePoint will display a pop up menu

myGTA = Portal = SharePoint Support
SP Training Documents

(® new document « Pop up

UserTestingview AllD Menu Find a

1

=

Name

Add_Approval_Workflow

|

[z

Add_Columns_To_Libraries

H

4

Add_Columns_To_Lists

H|

[

Add_Columns_To_Views

T

Add_Feedback_Workflow

H

¥
]
1

[

ans

=

Add Approval Workfl... views

Changed by you on 6/16,/2014
8:29 AM

Shared with lots of people

https://t-mygta.ga.gov/portal/sps

OPEN  SHARE  FOLLOW @

Figure 25 Pop up menu when clicking on ellipses

4. Click the ellipses " onthe pop up menu
5. SharePoint will display a drop down
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SharePoint Support | =

Add Columns To Libraries.docx x
DSS  SharePoint Support
&1
myGTA > Portal > SharePoint Support Add Calurr
. e Manage LaP
SP Training Documents -
DrOp Selection
new document or drag files here =~ N
@ 9 down \View Properties ]
UserTestingView  All Documents s Find a file — ) -
| Edit Properties
v O neme i View in Browser
FuturePhaseDocs o | | AT .
03 PAGE1OFS Edit in Browser .o
Z Add_aApproval_Workflow o |
. Check Out
@ Add_aApproval_Workflow o | Changed by you on 6/16/2014
g5 Add_Columns_To_Libraries Shared with lots of people Version History
— https://t-mygta.ga.gov/portal/} compliance g%20D0cume
F  Add_Columns_To_Libraries e 1 Details
L Add_Columns_To_Lists ... 1 EDIT SHARE FOLLOW Workflows
F Add_Columns_To_Lists «+ June 16 Johnson, Charlene 3§ Download a Activ
= Lifome M|

Figure 26 Drop down when clicking on ellipses from the pop up menu

6. Select View Properties from the drop down
7. SharePoint will display the properties of the document

1
Mg EEr [\ Teams- GTAProjects Quick Links -

Document Properties

v DSS  SharePoint Support  More)ifiks ~

myGTA > Portal > SharePoint Support

SharePoint Support SP Training Docymfents
Notebook
Shared Documents Name Add_Columns_To_Libraries.docx See also
SP Training Documents Title Add_Columns_To_Libraries A Add_Columns_To_Li
Recent TrainingDocType  Job Aids Nt 2013 Pr.. -

Owners&Mgrs TrainingTopic Document Libraries 23 Custom Vi.. e

eat New_C NS wses
Site Contents SP_Stalus Ready et
e A New Column
Johnson, Chariene Close
PM by | Johnson, Charlene

Figure 27 Document Properties when clicking on View Properties

8.2 Edit Document Properties

Document properties include Name, Title and other fields. You can change these fields by editing the
document properties. You can even rename a document by changing the document properties.
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of afile is like moving the file location.

If you change the document Title, the URL of the file does not change.

Note: If you change the document Name, it will change the URL for the file, i.e. changing the Name

To edit document properties,

1. Identify a document whose properties you want to view

2. Click the ellipses " associated with your document
3. SharePoint will display a pop up menu

myGTA > Portal > SharePoint Support
SP Training Documents

(® new document or drag files here

7

UserTestingView  All Docume Pop up FIRd a file Add Approval Worlkfl... e
v [ Name Menu Changed by you on 6/16/2014
8:39 AM
= Add_Approval_Workflow ]
== Shared with lots of people

Add_Columns_To_Libraries

BT
;

[

https://t-mygta.ga.gov/portal/sps
Add_Columns_To_Lists

iz
;

[

T

Add_Feedback_Workflow

T
;

Add_Columns_To_Views
OPENM SHARE FOLLOW

[

Figure 28 Menu when clicking on ellipses

4. Click the ellipses " onthe pop up menu
5. SharePoint will display a drop down
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SharePoint Support | =

Add Columns To Libraries.docx x
DSS  SharePoint Support
ETA
myGTA > Portal > SharePoint Support Add Calurr
. e Manage LaP
SP Training Documents celection
® new document or drag files here Drop P iow Properties 1)
UserTestingView  All Documents === Fndafle  dOWN L —
Edit Properties
v O neme i View in Browser
FuturePhaseDocs o | | T f .
03 PAGE1OFS Edit in Browser .o
Z Add_aApproval_Workflow o |
Changed by you on 6/16/2014 {| Check Out
@ Add_aApproval_Workflow o |
g5 Add_Columns_To_Libraries v~ Shared with lots of people Version History
https://t-mygta.ga.gov/portal/} compliance g%20D0cume
F  Add_Columns_To_Libraries e 1 Details
- EDIT  SHARE FoLLow || Workflows
L Add_Columns_To_Lists e ]
F Add_Columns_To_Lists «+ June 16 Johnson, Charlene 3§ Download a Activ
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Figure 29 Menu when clicking on ellipses from the Edit menu

6. Select Edit Properties from the drop down
7. SharePoint will display the properties of the document and you can edit them

8. Click Save to save your changes

SharePoint Newsfeed OneDrive Sites [ IUSs R LR oY

BROWSE O sire Yy Fouow

HB nt X
S Caneel Paste N De

Document Properties

L\ Teams- GIAProjects Quick Links -

ADM -~ D55  SharePoint Support  More Links  —
myGTA > Portal > SharePaint Suppart
e euaL SP Training Documen
Notebook
Shared Documents HaRE Add_Columns_To_Libraries
SP Training Documents Titie dd_Columns_To_Libraries
Recent TrainingDecType*  [Tob Aids ~
Owners&ivgrs TrainingTogic [Blogs
Site Contents Ocalendars

OCommunity Site
MDocument Libraries

Oists
DONavigation
OPermissions:
Oposts
Oprofiles
[Project Sites
DSurveys
OTasks
Oviews
Oworkflows

57 _Stats e

Jahnson, Charlens

Figure 30 Document properties when clicking on Edit Properties
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Apply Your Knowledge: Exercises

Complete Exercise 8: Work with Document Properties in your SharePoint Basic
Concepts: Exercises manual.

9.0 Follow Sites

Following a site, will allow you to see that site’s Newsfeed. So when a post is made on the site’s
Newsfeed, you’ll see it in your Newsfeed.

If your team has its own SharePoint site, everyone on your team should follow the site. This will allow
you to quickly communicate with one another and not have to search endless email chains to recall the
conversation. You can even announce important information by posting it on the site’s Newsfeed and
then everyone who is following the site will receive the notification.

Following a site also helps you quickly get back to the site with just a few clicks. This will be a time saver
when you are navigating throughout the site.

9.1 Follow Sites

To follow a site,

1. Identify a site you want to follow
2. Click FOLLOW at the top of the page

SharePoint Newsfeed OneDrive Sites [NGIUESTNSHEGELETNE o B4

BROWSE  PAGE SEsenl FOLLOW eor O

P FOLLOW

!
my\’;j r}\ Teams - GTA Projects  Quick Links -

Search this site

DSS  SharePoint Support  More Links -~

myGTA > Portal
Agency List Portal
End User Computing
(EUC) Collaboration
Library

Representing three distinct lines of business with multiple customers both internally and externally, the Portal team’s unifying goal is to provide
technology solutions, leveraging experienced teams of highly technical resources.

Figure 31 FOLLOW on the top of the site page

3. SharePoint will display a message that you are following the site. You can check your Newsfeeds for
updates
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BROWSE PAGE

ﬂ Portal

Now following this site

FOLLOW
(message)

a Portal Search this site

Portal ADM DSS  SharePoint Support  More Links ~

{
T L}X Teams - GTA Projects Quick Lil

myGTA > Portal

Agency List Portal

Figure 32 FOLLOW message when you follow a site

9.2 Navigate to Sites you are following

1. Click Sites from the global navigation bar

SharePoint WEVS I Il VAT Gl Johnson, Charlene~ 9P

— QEE iy Rl =

=Yl
e

! .
mg.\__jrn!f\ Teams -  Senior Leadership 1 Sites

& 1A myGTA

Georgia Technolngy Authority

myGTA

myGTA
About GTA myGTA Home

News Archive

Policies & Forms News
PUCHCES New SharePoint for GTA coming June 30 Title Location Start Time  End Time

Site Contents New design, navigation and functionality on the way!

Important information about state rental car reguirements funchland ound DEEYATIES (BT

Rental car expenses for business travel may not be reimbursed if state 23 - floor 12:00PM  1:00 PM
requirements aren’t followed. SharePoint conference
2013 rooms
Get the |atest news in the May issue of GTA Update
GTA Update for June 2014 now available Independence 7/4/2014  7/4/2014
Day (state 12:00 AM 11:59 PM
Take a look at the April issue of GTA Update holiday)

Figure 33 Sites on the global navigation bar

2. SharePoint will display the sites you follow
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3. Click the title of the site you want to navigate to, e.g. Portal and SharePoint will display the landing
page for the selected site

SharePoint Newsfeed OneDrive  Sites Johnson, Charlene~ £ %

Search this site el

Sites I'm following Suggested sites to follow “

e Site Title

Stop following

Followed Sites

Complete your profile and follow
people and content to get
suggestions here.

Figure 34 Site Title when you follow the site

9.3 Post to a Site

When you post to a site, everyone who is following the site will receive an update in their newsfeed.
SharePoint will send simultaneous notification of announcements and other news updates that are in
the site newsfeed. This will allow everyone on the team to stay current with news events.

To post to a site,

1. Identify a site you want to post to
2. Enter your post in the Newsfeed section
3. Thenclick Post
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m SharePoint Support Search his s

Georgia Teshnology Authority

SharePoint Support
Notebook

Shared Documents
SharePoint Job Aids
Recent

SharePoint Training
SignUp

Site Contents

SharePoint Support ~  More Links ~

myGTA > Portal > SharePoint Support

SharePoint Support

The SharePoint Support Team's responsibilities include:

« SharePoint administration
« SharePoint training

Additionally, the team actively participates in SharePoint implementation projects.

Frequently Used Links
The following links are frequently used:

Submit a SharePoint Support Ticket > Newsfeed
SharePoint Job Aids and Training Resources > section

Sign Up for Training >

Newsfeed

Did you know that SharePoint training is going to start soon?

It's pretty quiet here. Invite more people to the site, or start a conversation.

Figure 35 Newsfeed section when you want to post to a site

4. SharePoint will display your post and update the Newsfeed of everyone who is following the site.

SharePoint
BROWSE  PAGE
NoERooK
- Shared Documents
SharePoint Job Aids

Recent

SharePoint Training
SignUp

Site Contents

Revised 03/03/2014

Newsfeed Ol

D[RRI LI Johnson, Chariene~

{J SHARE YY FOUOW # EDT |

The SharePoint Support Team's responsibilities include: -

+ SharePoint administration
= SharePoint training

Additionally, the team actively participates in SharePoint implementation projects.

Frequently Used Links
The following links are frequently used:

Submit a SharePoint Support Ticket >

SharePoint Job Aids and Training Resources >

Sign Up for Training >

Newsfeed

|

[o]
Johnson, Charlene »
Did you know that SharePoint training is going to start soon?
A dsago  Like Reply

Figure 36 Post message when you post to a site
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9.4 Check Newsfeed Site Updates

You can check your newsfeeds to see posts to sites you are following.
To check your newsfeeds,

1. Click Newsfeed from the global navigation bar

SharePoint Newsfeed OneDrive Sites Johnson, Charlene~

BROWSE  PAGE Newsfeed € sHaRe Yy Fouow 4 eom T

Search this site

DSS  SharePoint Support ~  MoreLinks ~

myGTA > Portal
Documents Portal

End User Computing

Representing three distinct lines of bi s with multiple customers both internally and externally, the Portal team's unifying goal is to provide
(EUC) Collaboration

T o T T O T

Figure 37 Newsfeed tab when you want to select it on the global navigation bar

2. SharePoint will display the newsfeed posts for the sites you are following
3. SharePoint will display the posts to the site

SharePoint Newsfeed OneDrive Sites [EESEREEE o JN]

Share with everyone

Start a conversation Search this site fel
Following Everyone Mentions - I'm following

Johnson, Charlene > SharePaint Support 0
e SharePoint training is starting in August. Basic Cancepts and Workflow will be a big enefit everyone!

15minutesago Like Reply = people
About me O
Blog Johnson, Charlene > SharePoint Support
Apps Announcement!! documents

16 minutesago  Like Reply =
Tasks 1

# EDIT LINKS SHOW MORE POSTS

Newsfeed Trending #tags

pOStS Tagging's been quiet lately. No trending tags right now.

Figure 38 Posts displayed in your newsfeed when you follow a site

Apply Your Knowledge: Exercises
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Complete Exercise 9: Follow Sites in your SharePoint Basic Concepts: Exercises
manual.

10.0 Follow Documents

As part of the team collaboration, you may want to follow a document. Following a document will allow
you to receive a newsfeed when a document is changed.

10.1 Follow Documents

When you follow a document, your newsfeed will be updated whenever changes to the document are
saved. This will prevent you from having to constantly ask your team members if they finished making
changes to the document.

Note: You can follow individual documents, but you cannot, follow an entire document library.

If you want to know when a change is made to a document in a library, you will need to create an
alert which is one of the ribbon functions. You must have sufficient permission to use ribbon
functions.

To follow a document,

1. Identify a document you want to follow

2. Click the ellipses " associated with your document
3. SharePoint will display a menu
4. Select FOLLOW from the menu
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Figure 39 FOLLOW option on the Edit Menu

5. SharePoint will send a notification to your newsfeed whenever changes to the document are saved.

10.2 Check Newsfeed Document Updates

You can check your newsfeed to see when changes to a document you are following have been saved.
To check your newsfeeds,

1. Click Newsfeed from the global navigation bar

SharePoint Newsfeed OneDrive Sites  [EINEINEE R o 3

BROWSE  PAGE NeWSfeed € sHaRe Yy Fouow # eom I

Search this site

SharePoint Support =  More Links ~

myGTA > Portal
Documents Portal

End User Computing

Representing three distinct lines of business with multiple customers both internally and externally, the Portal team’s unifying goal is to provide
(EUC) Collaboration
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Figure 40 Newsfeed tab when you want to select it on the global navigation bar

Revised 03/03/2014 pg- 35



2. SharePoint will display newsfeeds when changes to the document you are following have been

saved

SharePoint

Share with everyone

Start a conversation

Following Everyone Mentions
Johnson, Charlene I

# spd and Johnson, Charlene modified Sample Doc 17. I

Newsfeed
About me
Blog
Apps
Tasks
SP_Portal

SharePoint Training

# EDIT LINKS

Johnson, Charlene
SharePoint training is starting 1
benefit

2 hours ago

rePoint Support
st. Basic Concepts and Workflow will be a big

Like Reply -

Newsfeed
Notification

Johnson, Charlene > SharePoint Su
Announcement!!!
Ihoursago Like Reply -

SHOW MORE POSTS

Mewsfeed OneDrive Sites Johnson, Charlene~ £ 2

Search this site pel

I'm following

0

pecple

3

documents

2

sites

0

tags

Trending #tags

Tagging's been quiet lately. No trending tags right
now.

Figure 41 Newsfeed notification displayed when a document you followed was changed

10.3 Stop Following Documents

When you stop following a document, you will no longer receive newsfeed updates when the document

is changed.

To stop following a document,

1. Click Newsfeed from the global navigation bar

2. Click the number of Documents you are following
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Figure 42 Number of Documents you follow when you are on the Newsfeed page

3. SharePoint will display Docs I’'m following

4. Click Stop following under the document you want to stop following
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Apply Your Knowledge: Exercises

Figure 43 Stop following option on the Docs I'm following page

Complete Exercise 10: Follow Documents in your SharePoint Basic Concepts:
Exercises manual.

referred to as

11.0 Add Library Documents

This section will discuss various ways to add documents to libraries. You may also hear documents

items.

11.1 Drag New Documents

You can populate a library by dragging and dropping new documents.

‘ Note: You must have permission to add content to a library.

To drag new documents to a library,

1. Select the library to which you want to add content. Organize your computer screen so that you can

also see the folder that contains the documents you want to add to the library (see figure below).

2 € SP-T.. » 5P2013 Trainin...

SharePoint

Newsfeed OneDrive Sites
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¢ Favorites
M Deskiop
4 Downloads

| Recent Places
& Google Drive
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=) Documents
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myGTA > Portal > SharePoint Support
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Figure 44 Personal documents and document library

- 2

2. From the folder, click on the items you want to add and drag them to the drag files here area
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Figure 45 Selecting documents that will be dragged to SharePoint
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3. SharePoint will gray out the drag files here area while the files are copied to the library
. i e e SharePoint (S G o 1 - 0l Johnson, Charlene~ £ 2
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Figure 46 Drag here area when dragging documents to SharePoint

4. SharePoint will add the documents to the library
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11.2 Upload Documents

You can also populate a document library by browsing for the document and uploading it.

| Note: You must have permission to add content to a document library.

To upload documents to a library,

1. Select alibrary
2. Click new document

oo | 1 [
v [ 44 ||[ search se2.. o
_

& <« SP-T.. » 5P2013 Trainin...
. e

Organize +  Includeinlibrary v » E=

o @®
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& 5P-Prep_Docs-2014-01

£] Mod-2-Working_with_Lists
%] Training Manual Template
k. Google Drive
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[ Documents
5| My Documents
. GTA-Admin-Instr
b My Music
E] My Pictures
B My Videos
/ OneMote Notebo
| Optimizer Pro
| Pragram Files
| Snagit
J SP2013-Feedback
| SP2013-Issues
J Public Decuments
& Music o T
4 items

,—

SharePoint

Newsfeed OneDrive Sites

BROWSE ‘ FILES UBRARY CONTENT MATRIX ‘

Johnson, Charlene -

& ?

() SHARE Yy FOLLOW E‘,s SYNC O

Georgia Teatmalogy Authority

DSS

myGTA > Portal > Spffe!
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Shared All Documents == Find a file

Documents

Recent v [ Hame Modified
SPSupportlss @F Demo-doc % . 3 hours ago
ues

SP Training

Documents

Site Contents
Recent

Demo-
library

Demo-task-

W SharePoint Support [seo v

New document
(option)

»

Modified By

Johnson, Charlene

Figure 47 New document option on the document library page

3. SharePoint will display the Create New File box

4. Select UPLOAD EXISTING FILE
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| Create a new file

1

il

= Word document

& Excel workbook
I

@ PowerPoint
|presentation

I @ OneNote notebook

(option)

New folder

I UPLOAD EXISTING FILE I

Figure 48 UPLOAD EXISTING FILE button on Crate a new file box

5. Click Browse to find the file that you want to upload, e.g. Resource Materials
7 b e

UPLOAD EXISTING FILE

1 | 1) PDF-docs-2014-06-18 6,
Pictures
' I nt Su pport % Videos |@] Resource Materials 6,
| _L SharePoint_Team_Docs-2014-06-18 6,
] 5P 2013 User Testing Checklist (20140609)-cj 6,
Homegrou
Add a document - gosp l!. SP2N13-Active-2014-06-18 | 13
- LU
File name: Resource Materials * | All Files ()
SharePoint Support
\ = =

myGTA > Portal > SharePoint Support

Choose a file H
I Browse.. |

Upload files using Windows Explorer instead

Woverwrite existing files

oK Cancel

Figure 49 Open option when selecting a document for upload

6. Click Open to select the file and then click OK
7. SharePoint will add the file to the library

11.3 Create Documents

You can also populate a document library by creating the document from SharePoint.

‘ Note: You must have permission to add content to a document library.

To create a new document from SharePoint,
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1. Select the library where you want to add content.

2. Click new document

(C=REe >
2 % SP-T... » SP2013 Trainin... Search SPZ..
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4 Downloads [#] Mod-1-Overview New document

] Recent Places %] Mod-2-Working with_Lists Portal

@ 5p-Prep Docs- 20140 ] Traiming Manuel Templete ADM - DSS SharePointsfpport (option) I
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. : I Documents
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B My Videos Recent
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|| Program Files
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|/ SP2013-Feedback
| SP2013-Issues

|\ Public Documents

Site Contents

Recent

o Music IR i v
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4 items lib
Y ibrary
=1 W
Demo-task-

Figure 50 New document option on document library page

3. SharePoint will display the Create New File box

4. Select the type of document you want to create, e.g. Word document

| Create a new file x

|| @& Word document

Word document
(option)

@ PowerPoint
|presentation

I @ OneNote notebook

New folder
UPLOAD EXISTING FILE
Figure 51 Word document button on Create a new file box when opening web version of Word

5. SharePoint will display the Create a new document box
Enter the Document name in the title box, For this example, Test-Document is the Document name
Click OK
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Create a new document

SharePoint Support

Title box
myGTA > Portal > SharePoint Support
Document Name Test-Document I-docx
OK Cancel

Figure 52 Title box when creating a new document

8. SharePoint will open the web version of the application. You can create your document and save it,
and it will be stored in your SharePoint Library.

m HOME | INSERT  PAGELAYOUT  viEw | [FIOPENINWORD &% SHARE

ABC
| Calibri (Body) Sl - A A% E

AaBbCc  AaBbCc | AaBbC AaBbCc AaBbCe v

Paste B I U ax x x* % A-

A bl @« Nospang | Nomal | Headingl  Hesing2  Heaging3 Speling

Ciipboard Font Styles Spelling

this is a test document
it is not intended to add valuable content

this is only a tesq

Figure 53 Web version of Word when creating a new document
Apply Your Knowledge: Exercises

Complete Exercise 11: Add Library Documents in your SharePoint Basic Concepts:
Exercises manual.

12.0 Work with Lists

A list is a container for information. Lists are similar to a very simple database or spreadsheet. In
SharePoint 2013 you can use a personal list or a team list. Similar to documents, you can sort or filter
lists. You can also display lists in various views, such as the spreadsheet view or the calendar view.

12.1 Add New List Items

You can populate a list by adding a new item.
To add a new item to a list,

1. Select the list you want to edit. Click new item
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Figure 54 New item icon when adding information to a list

SharePoint will display the form you can use to enter information
Enter the data and click Save

Note: There is a Save icon in the list ribbon and there is a Save button at the bottom of the form.
You can use either of them because they both do the same thing.

SharePoint

Newsfeed OneDrive Sites [EEEGNEGNSIENE SR E o B4

Save (icon) Qs fyrouow I

BROWSE

ABC

Paste Afacn speling

Commit Clipboard Actions  Spelling
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Figure 55 Data entry form when adding information to a list

4. SharePoint will add the information to the list
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12.2 Spreadsheet View

The standard view of a list consists of rows of information. You can change the view to display the list as
a spreadsheet. This will allow you to use Excel commands to work with the list.

To display the list using a spreadsheet view,

Select a list
Click edit this list
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Site Contents 2 Personal Tasks fail to refresh Roland, Terrence Closed (3) Low 6/20/2014 12:00 AM Yes

Figure 56 Edit this list when editing list information

3. SharePoint will display the list in a spreadsheet and you can edit the information
When you are finished editing the information, click Stop editing this list

& /A sharePoint Support Searh this e -p
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Figure 57 Stop editing this list when editing is finished

Apply Your Knowledge: Exercises

Complete Exercise 12: Work with Lists in your SharePoint Basic Concepts:
Exercises manual.
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