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Terms

This Guide from the Computer Information Agency is provided as is. Every effort has been made by the author to
ensure that information provided is correct however this cannot be guaranteed.

By using the Guide you also acknowledge that any work performed on production systems is a potentially
dangerous act and may involve significant business risk and downtime. You hereby agree to release, waive and
discharge the Computer Information Agency and/or the author from any liability incurred to yourself, your
business or customers for any and all loss or damage, and any claims or demands therefore on account of
problems arising from the use of this Guide.

By using this guide you hereby assume full responsibility for any risk to computer systems, now and forever arising
out of, or related to the use of this Guide on any computer system.

Distribution and Duplication Guidelines

This document is copyright and only available directly from the Computer Information Agency. If you have received
it via any other means please contact www.ciaops.com immediately to arrange for a registered copy.

You are permitted to make backup copies of the Guide for your own personal use and for backup purposes;
however you are not permitted to share them with anyone else, without obtaining specific written authorization
from the Computer Information Agency. Providing the documentation to a third party, posting of documents to
the Internet or public/private networks are all examples in violation of the license and copyright agreements.

By using this Guide you agree to these terms.
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What is SharePoint Online?

SharePoint Online is a component of Microsoft Office 365 and is a hosted version of SharePoint

Server 2010 in Microsoft datacenters. It is accessed across the Internet typically using a web
browser but can also be accessed directly from many Microsoft Office applications like Word.

SharePoint is a Microsoft product that is available either on site or from the ‘cloud’. It is simply
an internal web site also known as an intranet. Into this web site you can store all sorts of
information including documents, spreadsheets, emails, etc. You can also store other general
information that is typically part of any business including things such as tasks, calendars,
projects and more. In many ways it can become the central repository for all the information
you have in your business. Importantly, information saved in SharePoint can easily be searched.

SharePoint provides the flexibility on which you can create just about anything you require to
manage your informational needs and work together in teams.

What does this document contain?

This document will examine the basic operation of SharePoint Online for Professional and Small

Business via the Office 365 P Plan. SharePoint Online is also available for Enterprises via Office

365 E Plans, but this document will not specifically cover that version.

This document will examine the following basic components of SharePoint Online:

Documents
Calendar

Tasks

Picture Libraries
Recycle bin

o vk wnNPRE

Search

This document will take you step by step through these areas showing you each item in detail,
including screen shots. If you have access to SharePoint Online for Professional and Small

Business already you are encouraged to follow along with the tutorial to get a better feel for
the power of SharePoint.

This tutorial process will make changes to the default SharePoint Online Team Site. These

changes can be undone however the complete process of restoring the site back to its original
state is not completely covered in this guide.

You will also find a number of common SharePoint terms underlined throughout the document.
You will find a summary of these terms in the Glossary at the end of the document.
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Also at the end of the document you will find a list of resources to help improve and extend
your understanding of SharePoint.

How can I use SharePoint Online?

SharePoint Online is accessed normally by simply opening a browser on any machine connected
to the Internet and entering the Office 365 portal URL by typing
https://login.microsoftonline.com into the address line. After doing so you should now see the

following screen displayed:

P Welcome to Microsoft Online Services - Bl ~ =] mm v Pagev Safetyv Toolsw 0' ”
7 Microsoft: -
£a.Office 365 =
new customer? sign in

« Access email and calendars from mobile devices
« Create Websites to share documents, contacts, and tasks

« Work with Office documents from virtually anywhere with a browser Vser D

Password:

Forgot your password?

Remember me
D Keep me signed in

Sign in

Show saved user [Ds

©2012 Microsoft Corporation | Legal | Privacy Community | Use enhanced security (551} | Feedback

You can use just about any browser to access SharePoint Online however you get the most

functionality when you use Microsoft’s Internet Explorer and for that reason, this is what we
will consider here. If you choose another browser then some of the options and displays may
be different from what is covered here.

Once you enter your Office 365 User ID and Password and press the Sign in button you will be
taken to the Office 365 portal which should look something like:



© 2012 www.ciaops.com Version 1.1

Lewis Collins

Qj.a?ﬁ‘ce 365 Home Outlook Team Site 4y profie | Sign out
Start here

e

1. Run the Setup Quickstart again.
2. Get an overview of Office 365
3. Learn the basics. Read the

Resources
Qutlook

Read email and access your Outlook calendar, contacts, and tasks.

Inbox | Calendar | Options v Connect Outlook on your
! I desktop

Run the Setup Quickstart

How to import your contacts

Lync
Downloads
Use Lync for instant messaging, audio and video calling, and anline meetings.
e Community
Team Site Ask a question in the forums

Check out our blog

Participate in the community

Website

View your public-facing website.

http a0ps365p.sharepoint.com

/{claops365p.s

Microsoft ©2012 Microsoft Corporation Legal | Privacy Community Feedback

You can now access your SharePoint Online Team site from here in two ways:

1. You can click the Team Site link at the top of the page.
Or

2. You can click the Visit team site link under the Team site section in the middle of the
page.

Either of these will take you directly to your private SharePoint Team Site. The link at the
bottom of the screen under the Website heading will take you to the public SharePoint site that
is automatically configure with Office 365 Professional and Small Business edition. Information
about this SharePoint site is not covered in this Getting Started Guide.

You should now see something like:
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7 Microzatt Home Outlook Team Site Lewis Colli
La.Office 365 can
User Settings -
Site Actions ~ Ff [f | Browse Page
S CIAOPS-P Team Site » Home
Team Site Search Search this site... p=l e

Site Pages

Team Site Home

[+ Add New Page] Team Slte

powered by SharePoint

Documents
= Edit this page or add new pages or lists to share ideas and information
— = Share this site with additional people
& Recycle Bin
[ Al site Content
Posts

Post a message

There are currently no active posts, Use tt ox above to post a note for your team.

Documents

There are no items to show in this view of the "Documents™ document library. To add a new item, dick "Add document”™,

4k Add document

Microsoft ©2012 Microsoft Corporation Legal | Privacy

Community Feedback

Because SharePoint is just like a web site you can navigate around it just like other web pages.
You will notice that SharePoint pages contain a number of hyperlinks which can be clicked,
allowing navigation to more information. For example, click on the word “Documents” in the
middle of the page to be taken to the Documents area of the Team Site.

Once you have clicked on the hyperlink Documents you should see a screen like this:
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DS Ej’“’fﬁ‘ce 365 Home Outlook Team Site

Lewis Colli
Sign of
Site Actions = £

User Settings ~
Browse

§| CIAOPS-P Team Site » Documents

Share a document with the team by adding it to this document library.

Team Site | Search

Search this site... 2 (2]
Site Pages dOCU ments
Team Site Home h h sh P
i T vour te: . ar .

[+ Add New Page] share documents with your team on SharePoint

* Upload documents to make them available to anyone with access to this site

« Create a new shared document using the Office Web Apps
Documents
'E Recycle Bin w] X;‘ PP -.N }
) AN site Content word Excel PowerPoint  OneNote

1 Type Mame Modified Modified By

There are no items to show in this view of the "Documents™ document library. To add a new item, dick ™New™ or "Upload™,

4k Add decument

Microsoft ©2012 Microsoft Corporation Legal Privacy

Community Feedbadk

To return to the front page again simply press the Back button in your browser.

You can also return to the front or Home Page of your SharePoint site by clicking the Team Site
tab in the top left of the screen.

DS Bmﬁ;‘ce 365 Home Outlook Team Site

Site Actions ~ | Browse

User Settings ~

ST“‘ CIAOPS-P Team Site » Documents

Share a document with the team by adding it to this document library.

Team Site | Search

Search this site... R @
e peoes documents
T Site H
[ja:;d ;W;gel g documents with your team on SharePoint

* Create a new gd document using the Office 'got 2o
Documents

{4 Recycle Bin @ @ m N

Q All Site Content

Word Excel PowerPoint te

E Type Mame

There are no items to show in this view of the "Documents”

return to front

4 Add document

o

©20 12 Microsoft Corporation Legal Privacy

Community Feedback

When you return to the Home Page you will notice that SharePoint is laid out in a specific

manner.
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7 Microgatr Home Outlook Team Site Lewis Colli
£ Office 365 Sgn o
User Settings -

Site Actions = 8 | Browse ser Settings
S_‘| CIAQPS-P Team Site » Documents

Share a document with the team by adding it to this document library.

Team Site | Search Search this site... 2 (2]
Site Pages npn-l-q
Team Site Hom
[+ Add New Pa oint
1 access to this site
Documents B
C U
& rRecycle Bin
3 Al site cor
Mame Modified Modified By

There are no items to show in this view of the "Documents™ document library. To add a new item, dick ™New™ or "Upload™,

4k Add decument

Microsoft ©2012 Microsoft Corporation Legal |  Privacy Community Feedback

Down the left hand side is what is known as the Quick Start menu. This menu is generally
shown on every page in SharePoint and allows you to easily navigate to any location in
SharePoint directly by clicking on that item.

1. Documents

Click on the link Documents that appears on the Quick Start menu on the left hand side of
SharePoint.
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Qé B'Of-?fi‘ce 365 Home Outlook Team Site Lewis Colli

Sign
. . User Settings ~
Site Actions ~ [ [ | Browse Page

§-| CIAOPS-P Team Site + Home

Team Site Search Search this site... Pl (]

Site Pages

Team Site Home

[+ Add New Page] Tea m Slte

powered by SharePoint

Documents
= Edit this page or add new pages or lists to share ideas and information
Share this site with additional people

[Zn il site content

There are currently no active posts. Use the text box above to post

Documents

There are no items to show in this view of the "Documents™ document library. To add a new item, dick "Add document”.

% Add document

rosoft Corporation Legal | Privacy Community

You should now see a screen like:

) Micomoft Home Outlogk Team Site Lewis Colli
CoaOffice 365 Sgn o
User Setti -

Site Adtions ~ £ | Browse ser Settings
S_‘| CIAQPS-P Team Site » Documents

Share a document with the team by adding it to this document library.
Team Site | Search Search this site... P Q

site Pages documents

Team Site Home h N - 5
ar nts w vour te: N ar .
[+ Add New Page] share documents with your team on SharePoint

* Upload documents to make them available to anyone with access to this site
* Create a new shared document using the Office Web Apps

Documents

W E e
4/ Recycle Bin - £\ =, P L |
5 Al site Content Word Excel PowerPoint  OneNote

[ Type Mame Modified Modified By
There are no items to show in this view of the "Documents™ document library. To add a new item, dick ™New™ or "Upload™,

4k Add decument

012 Microsoft Corporation Legal |  Privacy Community

The Documents area is called a Document Library in SharePoint. In here you can store any sort

of file you wish including things like word processing and spreadsheet files.

10
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The first step in using a Document Library is to upload some documents. To do this, click on the
Add Document link in the middle of the window in the Document Library.

L Microsar Home Outlook Team Site Lewis Calli
Ca Office 365 Sign

User Settings ~
site Actions = % | Browse

S CIAQPS-P Team Site » Documents
=
Share a document with the team by adding it to this document library.

Team Site | Search

Search this site... Pl Q
Site Pagas documents :
Team Site Home . . c I I c k
share documents with your team on SharePoint
[+ Add New Page]

* Upload documents to make them available to anyone with access to this site
e Create a new shared document using the Office Web Apps
Documents

{a Recycle Bin @ @ E

3 Al site Content

Add Document

Word Excel PowerPoint

1 Type Modified Modified By

There are no items to sh iew of the Documents™ document library. To add a new item, dick New™ or "Upload™,

4k Add decument

crosoft Corporation  Legal

Community

You should now see a screen like:

Documents - Upload Document

Upload Document

Browse to the document
you intend to upload.

Overwrite existing files

Click

Browse

If you now click the Browse button you can navigate to any file on your local system like so:

11
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File Upload

- | +3 | | Search Desktop

%v|- Desktop »
==

Qrganize « New folder (a=
I Favorites M ) Libraries

Bl Desktop Iy System Folder

& Downloads

17 Dropbox ) userd58

=] Recent Places & System Felder

& SkyDrive .
& [ | Computer

| System Folder

w4l Libraries

@ Documents . Metwork
J) Music I Systemn Folder

[ Pictures m

B videos

/8 Computer
&, Local Disk (C3)

File name: ~ [ANFiles 1

)

Open |v Cancel

and press Open

After selecting the file to be uploaded and pressing the Open button, the location of that file

will be transferred to the Name field in SharePoint as shown below.

Documents - Upload Document

Upload Document

Browse to the document
you intend to upload,

Name:

Overwrite existing files

Cdownload\Speaker Call for Papers.d

To upload the selected document to the Documents area of your Team Site, simply click the OK

button.

12
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Q,Ell 6?‘??(& 365 Home Outlook Team Site

Site Actions = [ | Browse

ST CIAOPS-P Team Site » Documents
i

Share a document with the team by adding it to this document library.

Team Site | Search

Site Pages documents

Team Site Home . =
[+ Add New Page] share documents with your team on SharePoint
» Upload documents to make them available to anyone with access to thi

e Create a new shared document using the Office Web Apps
Documents

& Recycle Bin @ @ E

[Z anl site content Word

Excel PowerPoint

[C] Type  MName Modified

4k Add document

Microsoft ©2012 Microsoft Corporation  Legal | Privacy

iy Speaker Call for Papers znew 5/9/2012 11:57 FM

Lewis Colli
Sign

User Settings -

Community Feedback

You should now see the document you selected appear in the list for the Document Library. In
this case a Word document has been uploaded and the Word icon appears at the beginning of

the line to indicate the document type.

If you now click on the document name it will attempt to open. You will generally only be able
to view the document if you have the corresponding application on your local machine.
However, in the case of Microsoft Office documents like Word, Excel, PowerPoint and OneNote

the file will automatically open in a browser for viewing like so:

CIAOPS-P Team Site » Documents » Speaker Call for Papers.doc

Microsoft Word Web App
[P (W] Open inWord | A Editin Browser 34 Find | 100% -

Lewis Collins

Page 10f1 4

%

Title: Organization:

Phone number: E-mail Address:

Track: Business or Technical (please circle one)

Topic (25 words or less):

Speaker Bio (100 words or less):

Abstract (100 words or less):

13
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You'll see that there is also an option on the menu bar to Open in Word and Edit in Browser
giving you the opportunity to edit the document either in the native desktop application or
directly in the web browser.

To close the document and return to the Team Site select File in top left and then Close
CIAOPS-P Team Site » Docum

@ Cpen in Word _,/_T Edit in Browser

Waord.

Print
Print the document.

Close
Close the document,

"w. Open in Word
{ Open this document in Microsoft
a

The ability to both view and edit Microsoft Office documents directly in a browser via
SharePoint Online is known as Office Web Apps.

You can repeat the process of selecting Add document in Documents, then pressing the Browse
button and locating the desired file and finally selecting OK to upload documents. Please take
the time to upload a few different documents into the Documents area using this process.

The next question you are probably going to ask is whether you can upload multiple documents
at once. The answer is yes you can, however for this tutorial we will not cover that option. For
further information on this topic look at the Where to go from here? section at the end.

14
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£aOffice 365

Team Site | Search

Site Pages
Team Site Home

[+ Add New Page]

Documents

@ Recydle Bin

[ Al site Content

Home Outlook

site Actions = % | Browse

S—‘l CIAQPS-P Team Site » Documents

Y Share a document with the team by adding it to this document library.

documents

share documents with your team on SharePoint

* Upload documents to make them available to anyone with access to this s

s Create a new shared document using the Office Web Apps

- - e
Wl oo Pl (NG
S 3 I
- 3 = i
Word Excel PowerPoint  OneNote
[[] Type  Name
Gl 3029474239-1 Einew
Eﬂ budget = new
=) iPad intro & HEw
\EJ Speaker Call for Papers uew

4k Add document

Microsoft ©2012 Microsoft Corporation  Legal | Privacy

Team Site

Modified

5/10/2012 12:06 AM
5/10/201Z2 12:07 AM
5/10/2012 12:06 AM

5/9/2012 11:57 PM

Search this site...

Modified By
Lewis Collins
Lewis Collins
Lewis Collins

Lewis Collins

Community Feedback

Once you have uploaded a few documents into Documents your Document Library should look
something similar to what’s shown above.

You will notice that some files display an icon in the Type field (typically Microsoft Office
documents) while others don’t (in this case Acrobat PDF).

You may be wondering why using a SharePoint Document Library is any different from storing
the file in folders on your local computer. Here are some examples of the added functionality
that SharePoint can provide.

15
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Microsafr

= l‘l“lofflce 365 Home Outlook Team Site
[wTwl

site Actions = % | Browse

S_‘| CIAQPS-P Team Site » Documents

Y Share a document with the team by adding it to this document library.

Team Site | Search Search this site...

Site Pages doouments
Team Site Home . P

[+ Add New Page] share documents with your team on SharePoint
* Upload documents to make them available to anyone with agge
* Create a new shared document using the Office Web A

4k Add document

Microsoft ©2012 Microsoft Corporation  Legal | Privacy

o = column headin
P . g
@ Recydle Bin w N\ &
[ Al site Content Word Excel P
[ Type  Nam Modified
G 30294742381 e 5/10/2012 12:06 AM
) budget men 5/10/2012 12:07 AM
& iPadintro mnew 5/10/2012 12:06 AM
o] Speaker Call for Papers &inew 5/9/2012 11:57 PM

Modified By
Lewis Collins
Lewis Collins
Lewis Collins

Lewis Collins

Community Feedback

If you click once on the word Name in the column heading directly above the first file you

uploaded you should see a small arrow appear to the right.

[] Type  Namet S

5 3029474239-1 Evew
=R budget & new
e iFad intro & Hew

Iy Speaker Call for Papers @2uew

gr Add document

This indicates that the Document Library file list is sorted alphabetically from A to Z. If you click

the Name field again you should see that the arrow now point down and the documents in the

Document Library are arranged from Z through A automatically.

] Type Name¢g

] Speaker Call for Papers & new

i iPad intro 2 HEw
@ budget & new
5 30294742391 & rew

g &dd document

16
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You can repeat this sorting process by clicking on any column heading.

I [] Type = MNamed

Ascending

Descending

Clear Filter from Type
doc

1Pg
pdf

wlEa

all for Papers & Hew
iPad intro &2 He
budget & Hew

3025474235-1 &iHew

nent

If you hover your mouse over the Type field heading a small triangle should appear to the right.
If you now click that arrow, a drop down menu will appear as shown above.

Not only can you sort information in the Document Library but you can also filter what you see.
Select one of the document types (in this case we will select doc) from the menu that appears.

[ Type  Named

iy Speaker Call for Papers & Hew

gf Add document

You should now find that only documents that match the type you just selected appear in the
list (in this case only documents that are of type doc). You will also notice that a small filter
symbol appears in the Type column heading. This indicates that a filter has been applied to this
column telling you some of the information in the Document Library is being hidden. This now
makes it extremely easy to locate documents of any type in your Team Site Document Library.

This filtering can be applied to single as well as multiple columns. Imagine how much easier it
would be to locate documents this way rather than simply using file folders stored on your local

computer.

17



© 2012 www.ciaops.com Version 1.1

I [] Type™f ~ MNamed

Speaker Call for Papers £ Hew

Ascending

Descending

Clear Filter from Type
doc
iPg
pdf

wl=ae

If you again hover over the Type heading and press the down arrow that appears, the menu will

again appear. To clear the filter, simply select the option Clear Filter from Type. Once selected,

your view will return to normal and all the documents in the Document Library again will be

displayed.

»ft Corporation

[ Tvpe Name-

IE—IJ Speaker Call for Papers
e iPad intro £ wew

=1 budget @:mew

5 30294742391 Eanew

gk Add document

Legal | Privacy

View Properties
Edit Properties

View in Browser

Edit in Microsoft Word
Check Out

Alert Me
Send To

Delete

If you now hover your mouse over the name of any file in the Document Library you should see

another down arrow appear to the right of the entry. Press on the arrow once to display the

menu as shown above.

You will notice that an option called Check Out is displayed. This is because SharePoint can
function as a basic document management system. By checking a document out the author is
able to make changes but others are not. All they are able to do is view a read only copy until
the file is checked back in. Go ahead and select the Check Out option from the menu.

18
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speaker Call for Papers & wew
) iPad intro £ wew

= budget &:mew

) 30294742391 & new

g Add document

Once the document is checked out you will now see it has a small green icon with an arrow in it
on top of the normal Type icon. This indicates to Team Site users that that document is
currently checked out. As the person who checked the document out you are now free to make
changes to the document. These changes will not be seen by other users until you check the
document back in. Others users are able to view the original document but not make changes
until you check the document in again.

] Type Name

@é Speaker Call for Papers & Hew -

) iPad intro & Hew View Properties
Edit Properties

@ budget & Hew
) View in Browser
& 3029474239-1 & new v in e
Edit in Microsoft Word

g Add document check In

Discard Check Out

5 i B

oft Corporation  Leagal Friva
: egal | = Alert Me

Send To r

Celete

%

To check the document back into the Document Library simply hover over the file name entry
again and click on the down arrow on the right of the file name when it appears. In this menu
you will now see the option to Check In, select this.

19
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Check in

Retain Check Out

Retain your check out after checking in?

Other users will not see your  ves % No
changes until you check in. I o
sh to continue editing
yOu Can retain your dhack ou
after checking in.

Comments

pe comments describing

hat has changed in this

Since you are checking the document back into the Document Library you are prompted to

enter information about the changes that you made. You can also elect to leave the document
checked out if you wish to work on it further. By providing optional comments you are creating
an audit tracking trail for that document that makes it easier for others to understand the
changes you have made. Press the OK button when complete.

SharePoint also provides you with the ability to retain a version of each document you check
into a Document Library. This means that you can easily roll back to a previous version if

required. For further information on that topic look at the Where to go from here? section at
the end.

In summary, you should now be able to begin to understand some of the features of Document
Libraries that make them superior to normal folders on your local computer. There are many
additional features of a SharePoint Document Library however for further information on that

topic look at the Where to go from here? section at the end.
2. Calendar

A default calendar does not exist with this version of the Team Site but it is easy to create one.
To do that you will need to have the rights to create items in the Team Site. If you don’t have
these rights you will need to either have your Team Site administrator add these rights or
create the calendar for you.

To create a Calendar select Site Actions (1) in the top left of the Team Site and then More
Options (2) from the menu that appears like so:

20
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kicrosaft*

£0.0ffice 365

Erowse

= Edit Page
}7 Madify the web parts an this Ll
page.

Mew Crocument Library
D Create a place to store and
zhare documents.

More Options...
Create other types of pages,
lists, libraries, and sites.

= View All Site Content

=kl Wiew all libraries and lists in nt
this site.
2 Site Settings
Access all settings for this site.

A Recycole Bin o

From the list that appears click on the Calendar icon (1),

Create

Browse From: - Traralied Tt
Search Installed Items

Installed Items > ., Type

Calendar
Filter By:

Type: List
All Types > = Categones: Tracking
) =8
Library w A calendar of upcoming meetings,
. deadlines or other events. Calendar
List information can be synchronized with

Page Announcements Calendar Contacts Custom List Microsoft Outlook or other compatible
programs.

All Categories

Blank & Custom ‘Calendad
Collaboration F D 2
2

Communication

Content i _' Discussion Board Document Library External List
Data
Tracking

-4

Import Spreadsheet Issue Tracking

Picture Library Project Tasks

then give the calendar a name on the right (2), in this Calendar, and press the Create button.
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Home Outlook Team Site Lewis Collins

5,3 Office 365

Calendar Toaols
User Settings ~
Site Actions = 8 Browse Events | Calendar

""":":"I % ‘ﬂ % % qﬁ U7 Create View  Current View: : Q :& D 0% (H]exportto Excel @.

[» Madify View - | Calendar . Open with Access
Day Week |Month| Expand Collapse Calendars E-maila Alert RSS Connect to Edit Form Web List
Al All Qverlay D\ Create Column Link Me~ Feed Qutlook List Parts Settings
Scope Expand Manage Views Share & Track Connect & Export Customize List Settings
4 2012 3 o
+ (+ May, 2012
Jan Feb Mar
Apr May Jun Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Jul - Aug Sep 29 30 1 2 3 4 5

Oct Nov Dec

Today is Thursday, May
10, 2012

8 calendars in 5 8 ® 10 = =
View
Calendar
4k Add
13 14 15 16 17 13 19 £
Lists
Calendar
20 21 22 23 24 25 26
Site Pages
Team Site Home
[+ Add New Page]
27 28 28 30 31 1 2

Documents

& Recycle Bin

By all Sita Cantant

You should then see a calendar displayed as shown above. You will also notice on the Quickstart
menu on the left that a new heading called Lists has been added and a hyperlinked item
Calendar resides below it. You can now use this link to navigate directly to the Calendar page.

Lists

Calendar

Site Pages
Team Site Home

[+ Add Mew Page]

Documents

If you now click the Calendar tab at the top of the screen you will reveal the Ribbon menu.

22
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Microsoft®

£a Office 365

Calendar Tools

Site Actions = FH  Browse Events | Calendar

=,

Day Week [Month| Expand Collapse Calendars
Al All Overlay [ifl] Cre

[EXAREN  (hEhhh | ERERRIO s
1] 1] -

|
il

Expand

At the left of the Ribbon menu you will find options to display the calendar by Day, Week and
Month. Clicking any one of these will change the range that the calendar displays. Clicking on
Day will display something like:

Micragoft

d 3 Home Qutlook Team Site Lewis Colli
Lo Office 365

Sign of
Calendar Tools
User Settings ~
Site Adtions ~ [  Browse Events | Calendar

ammma] F Create View  Current View: B =~ | 1 |‘._—'[|Expnrtto Excel 2
iifi sl i Q@ 0z d

[ Modify View ~  Calendar - —R Open with Access
Day ‘Week Maonth  Expand Collapse Calendars E-maila Alert RSS Connedt to Edit Form Web List
All All Overlay {ll Create Column Link Me + Feed Outlook List Parts Settings

Expand Manage Views Share & Track Connect & Export Customize List Settings
4
#) (#) Thursday, May 10, 2012
=
Thursday
7 AM
6 7 8 9 |10/11 12
13 14 15 16 17 18 19
2021 22 23 24 25 26 8
2728 29 30 31
Today is Thursday, May g
10, 2012
8 calendars in 1o
Wiew
Calendar
11
L2 12 FM
Calendar
. 1
Site Pages
Team Site Home
2
[+ Add New Page]
3
Documents
5: Recycle Bin

&) Al site Content

While clicking Week will display:
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Click on Month to return the page to the original view.

Wicrosaft®

0 Office 365

Calendar Tools

Jul

Site Actions = F#  Browse Events Calendar
Version His _;jj,
- Event Permissions .
Mew View Edit
Event«~ Event Ewvent Delete Event Me
Mew Manage Share & Track
1 2012 r
Jan Feb Mar
Apr May Jun

g Moot Home Outlook Team Site Lewis Collins
0 Office 365 Sgn ot
Calendar Tools
) User Settings ~
Site Actions + £ Browse Events Calendar
Ly i Create View Current View: o 1 X|Export to Excel
e oy Do LI 3
14 Modify View +  calendar - R Open with Access
Day Week | Month Expand Collapse Calendars E-maila  Alert RSS Connect to Edit Form Web List
All All Overlay 1l Create Column Link Me ~ Feed Qutlook List Parts Settings
Scope Expand Manage Views Share & Track Connect & Export Customize List Settings
4 May, 2012 » B
L )+ May 06 - May 12 2012
S MTWTTF?5S
12 3 45 & Sunday 7 Monday 8 Tuesday 9 Wednesday 10 Thursday 11 Friday 12 Saturday
7 AM
6 7 8 9 (1011 12
13 14 15 16 17 18 19
2021 22 23 2425 26 8
27 28 29 30 31
Today is Thursday, May B
10, 2012
8 calendars in 10
View L
Calendar 1
11
=5 12 PM
Calendar
1
Site Pages
Team Site Home
2
[+ Add New Page]
& Add
3
Documents 1
S Recycle Bin -
[ AN site content

To create a new item in the calendar press the Events tab at the top of the screen.
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] 36?‘??(:8 365 Home Outlook Team Site
[w]ul

Calendar Tools

Site Actions ~ [ Browse Events ” Calendar

User Settings

Lewis

'z Version History _;

- Event Permissions -

MNew View Edit Attach Alert Workflows Approve/Reject
Event~ Event Event Delete Event File Me »

MNew Manage Actions Share & Track Workflows

4
+ [+ May, 2012
Jan
Apr May Sunday Monday Tuesday Wednesday
- Aug 29 30 1 2 3
Oct MNow Dec
Today is Thursday, May
10, 2012 & add
8 calendars in ] 8 = 10
iaw
Calendar
15 16 17
Lists
' -
Calendar
£U 1 22 23 24
Site Pages
Team Site Home

[+ Add New Page]

Documents

Thursday

i1

18

25

Friday

12

19

26

Saturday

This will change the Ribbon menu and display the New Event button. Press the New Event

button from the Ribbon menu.

= Acut @
HEBE O

=4 Copy .
Save Cancel Paste Attach
File
Commit Clipboard Adions
Title = |New calendar item
Location [Somewhere

[374/2011 El1em =lfoo =]
|3/4/2011 iffz2em =]foo =]
A Al B I U i=i=

Details about item.]

n value:

All Day Event

-day activity that doesn't start or end
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You are taken to a screen where you can now enter the details about the new calendar item,

including whether it is an all-day item or recurs.

When complete press the OK button to save the details.

: &6?‘?:(:&! 365 Home Outlook Team Site
[ [w A

Calendar Tools

Site Actions ~ F#  Browse Events Calendar

Lewis

User Settings -

New View it Alert Workflows Approve/Reject
Event~ Event Event Delete Event Me~

Mew Manage
4 2012 »
+ (= May, 2012
Jan Feb Mar
Apr May Jun Sunday Monday
Jul Aug Sep 29 30 2
Oct Mov Dec
Today is Thursday, May
10, 2012
8 calendars in G z g E] 10 11
lew 1:00 pm - 2:00 pm
Calendar New Calendar Itemr
13 14 15 16 17 18
Lists
Calendar
20 21 22 23 24 25
Site Pages
Team Site Home
[+ Add New Page]

Documents

Friday Saturday

26

When you are returned to the full calendar view you should find your item displayed. Note, that

item is now hyperlinked which means you can simply click on that item in future to bring up the

details.

Click on the Browse tab at the top of the screen to remove the Ribbon Menu.
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Microsaft*

C a Office 365

site Actions = i

Browse

Team Site Search
4 2012 [

o=
Jan Feb Mar
Apr May Jun
Jul Aug Sep 79
Oct Mo Dec

Events

.':;—| CIAQPS-P Team Site » Calendar » Calendar
|y

Home Cutlo
Calendar Tools |
Calendar |
Calendar
All Events
Current Events
May, 2012 |[{® Modify this View
Sunday ! (.:.:E?te View —
30 1

If you now select the down arrow that appears at the end of the breadcrumb menu at the top
of the window, to the right of Calendar, you will see a list similar to that shown above. Most
elements in SharePoint allow you to have different ‘Views’ of your data. This means that the
underlying information remains the same just the way it is displayed changes.

For example, select the item All Events from the menu that appears, which should now display

the calendar in this format:

5 Microsof
£ Office 365
List Tools

Site Actions + 5 | Browse Items List |

S.—-l CIAQPS-P Team Site » Calendar + All Events
=

Team Site | Search

Lists 0 O a

aip Title

New Calendar Item

Calendar

Site Pages 48 Add new event
Team Site Home

[+ Add Mew Page]

Documents

i:' Recycle Bin

All Site Content

I HEW

Home Outlook

Location

Somewhere 5

Team Site

Start Time

f10/20

Lewis

User Settings -

o (7]

Search this site...

End Time All Day Event

12 1:00 PM 5/10/2012 2:00 PM

The All Events View displays the data in a similar format to Document Libraries. It is possible to
create any number of different Views of your data for most elements in the Team Site. This
makes it much easier for users to find exactly the information they are after.
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You are also able to create as many different calendars as you desire within SharePoint. It is
possible to link Team Site calendars to Outlook so that information can easily be displayed in
both locations. There are many additional features of a Team Site calendars however for
further information on that topic look at the Where to go from here? section at the end.

Click on the Team Site link in the top left of the page to return to the Home screen.

J Microsolt Home Cutlook Team Site Lewis
£ Office 365

List Tools

. User Settings ~
Site Actions - 6 | Browse Ttems List |

S .-l CIAQPS-P Team Site » Calendar » All Events
Lty

Team Site | Search Search this site... »r 0

s U} ok Title Location Start Time End Time All Day Event

New Calendar Item &inew Somewhere 5/10/2012 1:00 PM 5/10/2012 2:00 PM

-

Site Pages
Team Site Home

[+ add New Page]

Documents

& Recycle Bin

2 Al sSite Content

3. Tasks

A default Task list does not exist with this version of the Team Site but it is easy to create one.
To do that you will need to have the rights to create items in the Team Site. If you don’t have
these rights you will need to either have your Team Site administrator add these rights or
create the Tasks list for you.

To create a Task list select Site Actions (1) in the top left of the Team Site and then More
Options (2) from the menu that appears like so:
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J
(i [m }

kicrosaft*

Office 365

Erowse

Edit Page
Madify the web parts an this
page.

Mew Crocument Library
Create a place to store and
zhare documents.

More Options...
Create other types of pages,
lists, libraries, and sites.

View All Site Content
Wiew all libraries and lists in
this site.

Site Settings
Access all settings for this site.

Scroll through the options listed,

Browse From:

Installed Items >

Title « Type
All Types >
Library _‘__'QJ
List
page Import Spreadsheet

All Categories

Blank & Custom ﬁ

Collaboration

~
)

Communication ‘:%}
Content Page
Data

Tracking

Wiki Page Library

Al Hecvcle Bin

click on the Tasks icon (1),

!

Issue Tracking Links

i e

Picture Library

™ L

Tasks ‘Web Part Page

Search Installed Items

Tasks

Type: List
Categories: Tracking

A place for team or personal tasks.

then give the Task list a name on the right (2) and press the Create button.
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3 Microsft Home Outlook Team Site Lewis O
aOffice 365
List Tools
. User Settings -
Site Actions = £ Browse Ttems H List
— — 1 Modify View » Current View: [:=4 E-mail a Link Sync to SharePoint Workspace i
’L) "‘-—') il Create Column Al Tasks - g Alert Me - .ﬂ Connect to Qutlook L4
Standard| Datasheet New Create List
View View Row WView Mavigate Up Current Page B RSS Feed @ Export to Excel Settings
View Format Datasheet Manage Views Share & Track Connect & Export Customize List Settings
Lists 0 W Type Title Assigned To Status Priority Due Date % Complete Predecessors
Calendar
T There are no items to show in this view of the "Tasks" list. To add a new item, dick New",

g Add new item
Site Pages
Team Site Home

[+ Add New Page]

Documents

a_‘:_' Recycle Bin
[2 il site Content

Microsoft ©2012 Microsoft Corporation Legal | Privacy

Community

You should then see a list displayed as shown above. You will also notice on the Quickstart
menu on the left that a heading called Lists is shown and a hyperlinked item Tasks resides
below it. You can now use this link to navigate directly to the Tasks page.

Team Site Search

Lists
Tasks

Site Pages
Team Site Home

[+ Add Mew Fage]

Documents

e_:__ Recycle Bin

Zh All Site Content

Tasks is an area in which you can easily add information about ‘To do’ items that are visible to
all users.
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| Micrcsst Home Outlook ~ Team Site Lewis O
i Office 365
List Tools
. User Settings -
Site Actions = £ Browse Ttems H List
=— — [P Modify View . Current View: [:=4 E-mail a Link Sync to SharePaint Workspace
’L) "‘-—') il Create Column Al Tasks - g Alert Me - .ﬂ Connect to Qutlook
Standard| Datasheet New Create List
View View Row View Mavigate Up Current Page B RSS Feed @ Export to Excel Settings
View Format Datasheet Manage Views Share & Track Connect & Export Customize List Settings
Lists 0 W Type Title Assigned To Status Priority Due Date % Complete Predecessors
Calendar
There are no items to show in this view of the "Tasks" list. To add a new item, dick New",
Tasks
g Add new item
Site Pages

Team Site Home

[+ Add New Page]
Documents

Al Recycle Bin

4

[2 il site Content

| Privacy

©2012 Microsoft Corporation  Legal

Community

To create a new Task item simply click on the Add new item link under the headings.

A new task item will now be displayed where you can enter information in about the task.

Tasks - New Item
HBa 8. 0¥
‘j 52 Copy
Save Cancel Paste A}::t_la(h Spelling
ile -
Commit Clipboard Actions  Spelling
Title = New task to be done

Predecessors

Priority

Status
% Complete

Assigned To

Description

Start Date

4

(2) Normal El

Not Started

Information on what needs to be done.|

Click for help about adding basic HTML formatting.

5/10/2012

When you have completed entering information about the task click the Save button.
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) Microsafe Lewis
0 Office 365
ools
User Settings -
Site Actions = FH  Browse 3 List
H Version History J
- Item Permissions .
New MNew View Edit Attach Alert Workflows Approve/Reject ILike Tags &
Htem~ Folder Item Item Delete tem File Me ~ It Motes
Mew Manage Actions Share & Track Workflows Tags and Notes
Lists m W Type Title Assigned To Status Priority Due Date % Complete Predecessors
Tasks
] Mew task to be done @inew Mot Started (2) Normal
Site Pages 4 Add new item

Team Site Home

[+ Add New Page]

Documents

g Recycle Bin

2 Al site content

You will now see the task appear in the list. The listing appears similar to that in Document
Libraries.

Click on the Browse tab at the top of the page to hide the Ribbon menu.

| Microsaft _|Clr"'IE

£ Office 365

List Tools

Site Actions = F# | Browse || Items  List |

S§< CIAOPS-P Team Site » Tasks » All Tasks

All Tasks
Team Site | Search Active Tasks

By Assigned To
Lais = @ Type  Title By My Groups A
Tacks Due Today

A New My Tasks

Site Pages 4 Add new item f#®  Modify this View
Team Site Home il Create View

+ Add Mew FPage

As with most elements in SharePoint it is possible to use Views to display the information in a
different manner. You can see all the Views available in the Tasks area by clicking the down

arrow at the end of the breadcrumb navigation at the top of the screen. If you can’t see the
breadcrumb navigation, click the Browse button to the right of Items to remove the Ribbon
menu.
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If you now click on the item name to display the entry you should see something similar to:

Tasks - New task to be done

fers H 4 Alert Me

j & Manage Permissians
Edit
Item X Delete tem

Manage Adtions

Predecessors

tent Type: Task
d at 3/4/2011 1:4% PM by robert Tlinsa
Last modified at 3/4/2011 1:49 PM by robert -

From here you can Edit the task, change or add information. You can Delete the item so it no

longer appears in the list and you can manage the Permissions on this item. This allows you to
determine exactly which rights users have on this particular item including the ability to view,
change and delete. Finally, you have an option to configure email Alerts about when changes
occur with this item.

Most items in SharePoint have the ability to send email Alerts when information changes. These
Alerts can be customized in their frequency and triggers. Alerts are configured on a per user
basis to provide flexibility around what users receive Alerts about.

Press the Close button to exit the task.
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i Type Title

B Mew task to be done ZIHEW |-

) Wiew Item
gr Add new item _ _
5+ Edit Item

Alert Me

¥ Delete Item

If you hover over the item in the list and select the down arrow that appears to the right of the
field you will see than many of items in the menu that is displayed are similar to those displayed
when you actually click into the item.

As expected, it is possible to link these task items with those in Outlook. There are many other
additional features of SharePoint tasks, however for further information on that topic look at
the Where to go from here? section at the end.

4. Picture Libraries

A default Picture Library does not exist with this version of the Team Site but it is easy to create
one. To do that you will need to have the rights to create items in the Team Site. If you don’t
have these rights you will need to either have your Team Site administrator add these rights or
create the Picture Library for you.

To create a Picture Library list select Site Actions (1) in the top left of the Team Site and then
More Options (2) from the menu that appears like so:
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Microsaft®

53 0ffice 36

£ | Browse

Edit Page
Madify the web parts on this

page.

Mew Document Library

D Create a place to store and

zhare documents.

More Options...
Create other types of pages,
listz, libraries, and sites.

View All Site Content
View all libraries and lists in
this site.

Site Settings
Access all settings for this site.

nt:

5.

Al Hecycle Bin

Scroll through the options listed, click on the Picture Library icon (1),

Browse From:

Installed Items >

Title « Type
All Types »
Library _‘__'9‘
List
page Import Spreadsheet

All Categories

—
Blank 8 Custom ﬁ

Collaboration

w

Communication

Content Page
Data
Tracking

urvey

ﬂ., Wiki Page Library

then give the Picture Library a name on the right (2) and press the Create button.

Issue Tracking Links

= =

Picture Library

v 0

Tasks ‘Web Part Page

Search Installed Items

Picture Library

Type: Library
Categones: Content

A place to upload and share pictures.

|P|ctures
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Wicrossf

E < Offl‘ce 365 Home Outlook Team Site Lewis

User Settings «
Site Actions ~ [

S .-l CIAOPS-P Team Site » Pictures » All Pictures
Lty

Team Site Search

. . MNew - Upload - Actions ~ Settings - View: | All Pictures -
Ficture Preview

Type Name Picture Size File Size

There are no pictures to show in this view, To add a new picture, dick Upload™,

"Picture file name"

Pictures
Pictures

Lists
Site Pages
Team Site Home

[+ Add New Page]

Documents

A Recycle Bin

Search this site... R 0

You should then see a library displayed as shown above. You will also notice on the Quickstart

menu on the left that a heading called Lists is shown and a hyperlinked item Pictures resides

below it. You can now use this link to navigate directly to the Pictures page.

Pictures

Pictures

To move to the Picture Library select Pictures from the Quick Start Menu on the left.

SharePoint Picture Libraries are very much like Document Libraries, however they have a

number of special features that makes then more suitable for cataloguing images.

Since the Picture Library has just been created you will need to upload an image.
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Home Outlook Team Site Lewis

12 OFice 365

User Settings -
Site Actions ~ [

S—l CIAOPS-P Team Site » Pictures » All Pictures

Team Site | Search Search this site... L 0

. . New - Upload - Actions - Settings - Wiew: | All Pictures -
Ficture Preview

Type Mame Ficture Size File Size

There are no pictures t*hovNgathis view. To add a new picture, dick Upload™,

"Picture file name"

Pictures

Pictures

Lists
Site Pages

Team Site Home

[+ Add New Page]

Documents

& Recydle Bin

To upload an image, click the Upload button from the menu bar.

Pictures - Select Picture

Upload Document
Mame:

Browse to the picture you

intend to upload. Choose File | Mo file chosen

Civerwrite existing files

Much like the process of uploading files into a Document Library you will need to press the

Choose File button and then navigate your local computer to locate a file you wish to upload.
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Cut
Copy
Save (Cancel Paste Delete
Item
Commit Clipboard Actions

MName * ciaops -Jpg
Freview
Title CIADPS colour logo
Date Picture Taken HH |12 aM [+] | 00 [+]
Description CIAQPS golour logo

Used as alternative text for the picture.
Keywords

loge colourd

o The document was uploaded successfully. Use this form to update the properties of the document.

m

Once you selected the desired file you will be prompted to enter information about that file as

shown above. When you have completed this, click the Save button.
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Home Outlook Team Site Lewis

= Microsoft-
o Office 365
Site Actions = m User Settings -

Sj CIAOPS-P Team Site » Pictures ¢ All Pictures

Team Site Search Search this site... r 9

. New - Upload = Actions ~ Settings » wiews: | All Pictures «
Picture Preview L 2 s
[Cl] Type MName Picture Size File Size
F [E daops 167 x 97 7 KB

ciaops

Pictures
Pictures

Lists
Site Pages

Team Site Home

[+ Add New Page]

Documents

é_ Recycle Bin

Q All Site Content

Click on the name of the image you just uploaded.

~F Home Outlook Team Site Lewis

£ Office 365

. User Settings -
Site Actions = Fff  Browse | View

] Version History G Alert Me

Manage Permissions _‘%j' Manage Copies
Edit Check
Item X Delete Item Out
Manage Actions
Pictures Name ciaops
Pictures Preview
Lists
Site Pages
Team Site Home
[+ Add New Page] Title CIAOPS colour logo
File Type ipg
Documents Picture Size

Date Picture Taken

Description CIAOPS colour logo

a_: Recycle Bin

[Zh All site Content

Keywords logo colour

Created at 5/10,/2012 10:27 PM by Lewis Collins
Last modified &t 5/10,/2012 10:23 FM by Lewis Collins

Microsoft ©2012 Microsoft Corporation  Legal |

Privacy Community

As with the Task items, you can now see more detailed information about the image. You will
notice that it has two fields called Description and Keywords. Into these fields you can enter
text information about the image that will make it easier to locate when someone uses search.
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To edit the information about this image, click the Edit Item option from the Ribbon menu.

Microso

] fr Home Outlook Team Site Lewis
£a.Office 365
User Settings «
Site Actions ~ Fff  Browse | Edit
HEBE DL, X
— = 42 Copy
Save Cancel Paste Delete
Item
Commit Clipboard Actions
Pictures Name * Ew
Pictures N
Preview
Lists
Site Pages
Team Site Home
[+ Add New Page] Title

CIAOPS colour logo

Date Picture Taken

Documents (12 am [+ ] 00[]
Description CIAOPS colour logo
& Recycle Bin
2 all site Content
o
Used as alternative text for the picture.
Keywords loge colour
r
For example: scenery, mountains, trees, nature

You are now able to enter additional information into the selected fields. In this case you may

give the image a suitable title and some descriptive keywords. When complete, simply click the
Save button.

Much like Document Libraries you can upload additional images to the Picture Library simply by
using the Upload button from the Ribbon Menu. You can also change the way the data is
displayed by selecting from the available library Views as shown previously.

40



© 2012 www.ciaops.com Version 1.1

5. Recycle bin

If a user mistakenly deletes information it can be easily recovered from within the Team Site.

Mew Upload -

|7 Type MName

@ 8

Ciaops

Actions -

Settings -

Delete
Dielete selected pictures.

View Slid® S
View pictures in
format.

View R55 Feed
Syndicate items with an RS5
reader.

Alert Me
Feceive notifications when
items= change.

With the image item visible, click once with the left mouse button in the checkbox that is to the
left of the image name. When you do a tick should appear there. From the menu across the top
of the library press the down arrow to the right of Actions. From the menu that appears click

Delete.

Message from webpage x|

9} Are you sure you want to send this item to the site Recycle Bin?

You'll be prompted as to whether you are sure you want to delete the item.

Select OK to continue.
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) Micrasaft: Home Outlook Team Site Lewis C
LaOffice 365 i

Uszer Settings -
Site Actions » 4

S—l CIAOPS-P Team Site » Pictures » All Pictures

Team Site | Search Search this site... » (7]

. . New - Upload ~ Actions - Settings ~ View: | A&ll Pictures -
Ficture Preview

Type Name Ficture Size File Size

There are no pictures to show in this view. To add a new picture, dick "Upload™

"Picture file name"

Pictures

Pictures

Lists
Site Pages

Team Site Home

[+ &dd New Page]

Documents

i:_ Recycle Bin

Q Al Site Content

You should now see that the Picture Library is empty. Click on the Recycle Bin item in the
bottom of the Quick Start Menu on the left.

Restore Selection ¥ Delete Selection

] Type Name Original Location Created By Deletedd

] ﬁ_—] ciaops.jpg /TeamsSite/Pictures Lewis Collins 5/10/2012 11:37 PM

In the Recycle Bin you should now see the image that was just deleted. To restore the item to

its original location simply place a check next to the item and select Restore Selection from the

menu.

}( Delete Selechon

be Name Message from webpage | x| Deletedd

I:el Are you sure you want to restore "5B5_logo.png™?
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You will be prompted as to whether you wish to restore the item. Select OK to continue.

J Micrscfe Home Outlook Team Site Lewis
£ Office 365

User Settings
Site Actions ~ [

Sj CIAQPS-P Team Site » Pictures » All Pictures
5y

Team Site | Search Search this site... L 0

. . MNew - Upload - Actions « Settings - View: | All Pictures -
Ficture Preview

| Type mName Picture Size File Size

CR A B B daops 167 % 97 7 KB
ciaops

Pictures

Pictures

Lists
Site Pages
Team Site Home

[+ Add New Page]

Documents

Q:' Recycle Bin

2 Al site Content

If you now return to the Picture Library by selecting the Team Site tab in the top left and then
Picture from the Quick Start Menu you will see that the item has been restored to its original
location.

SharePoint actually has two recycle bins. The first is the one shown above, available for every

user. The second is one that is accessible only by administrators. If an item is deleted from the

users Recycle Bin it can still be recovered from the administrators Recycle Bin. SharePoint
therefore has dual layers of protection against any item being mistakenly deleted.
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6. Search
Q) Mot Home Outlook Team Site Lewis
CaOffice 365
User Settings «

Site Actions ~ [

S—l CIAOPS-P Team Site » Pictures » All Pictures

Team Site | Search Search this site... L 2]
Ficture Previe New - Upload - SEEIS - ZEils - View: | All Pictures -

[l Type Name Ficture Size File Size
daops 167 x 97 7 KB

ciaops
Pictures
Pictures

Lists
Site Pages
Team Site Home

[+ Add New Page]

Documents

a_:j Recycle Bin

2 i site Content

Click on the Team Site tab in the upper left of the screen to return to the front page.

Search this site...

On the front page you will see a Search line in the top right of the screen.
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5 Microsafy Home
CaOffice 365
Site Actions ~ £ [ | Browse Page

S CIAOPS-P Team Site » Home
=5

Team Site Search

Pictures
Pictures T S_t
Lists powered by SharePoint
Site Pages X X X ;
« Edit this page or add new pages or lists to share ideas and i tion

feamsichions with additional people

[+ Add New Page]

Documents Posts

Dnst 5 m e
o5t a8 message

Q:' Recycle Bin
i All site Content
There are currently no active posts. Use the text box above to post a note for your team.

Documents

w

Outlook Team Site

Search this site...

Lewis

User Settings -

Simply enter term that you wish to search for and click on the magnifying glass to the right of

the line to commence the search.

Not only is most of the information you enter into the Team Site searchable but much of the

information inside documents stored in the Team Site is also searchable. This means that you

can search information stored inside Word and Excel documents that are stored in the Team

Site.

7. Cleaning up

This tutorial has shown you how to create a number of new items in your Team Site. In the case

where you may not wish to retain these items they can generally be quickly and easily deleted.

To do so, simply navigate to the location where the item appears, typically by clicking on the

link in the Quickstart menu on the left hand side.
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u&ﬁ"ﬁice 365 Home Qutlook Team Site

site Actions - [
|S_‘?] CIAOPS-P Team Site » Pictures » All Pictures

Team Site | Search Search this site...

Mew - Upload = Actions Settings »
Picture Preview g d

) Type Name

CRBA[l] o 8 o

ol ds

ciaops

Picture Size File Size

167 x 97 7 KB

Pictures

Pictures

Lists
Site Pages

Team Site Home

[+ Add New Page]

Documents

5 Recycle Bin

2 &l site Content

In the case of a Picture Library click on the Settings link in the menu bar.

hctions - Settings -

Create Column

_‘Dj Add a column to store
additional information about
each item.

Create View
Y Create a view to select
\ columns, filters, and other
display settings.

Picture Library Settings
Manage settings =uch as
permissions, columns, views,

T
oF
and policy. !

Then select Picture Library Settings from the menu that appears.

Yy

Lewis Colli
Sign o

User Settings -

P (7]

Wiew: | All Pictures =
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| Microsaft*

10 Office 365

| Calendar Tools |

Site Actions = Ff | Browse | Events Calendar |

—__| B )
5= CIAOPS-P Team Site » ndar » Calendar

Team Site Search

4 2012 3
r, 2012
Jan Feb Mar

Apr May Jun Sunday Monday

Jul Aug Sep 2g a0

For other items like the Calendar select the List type tab, in this case Calendar, to reveal the
ribbon.

" & 6rﬁice 365 Home Outlook Team Site Lewis Colli
Lid -
Calendar Tools

User Settings -
Site Adtions = £ Browse Events Calendar

|eanas] RONY  pRa UF Create View Current View: 5 1 ¥ Export to Excel
EEESE B Q@ o7 P
114 Modify View +  Calendar - s Open with Access
Day Week |Month| Expand Collapse Calendars E-maila Alert RSS Connect to Edit F List
All All Cwverlay |]] Create Column Link Me - Feed Qutlook List Settings

Scope Expand Manage Views Share & Track Connect & Export
4 2012 3
Jan Feb Mar
Apr | May  Jun Sunday Monday Tuesday Wedne
Jul Aug Sep 29 30 1 2

Settings

« (+ May, 2012

Saturday

Press the List Settings button on the right hand side of the ribbon.

List Information

MName: Calendar

Web Address: http://ciaops365p.sharepoint.com/TeamSite/Lists/Calendar/calendar.aspx

Description:

General Settings Permissions and @an Inications
Title, description and navigation Delete this list RSS settings
Versioning settings Save list as template

Advanced settings Workflow Settings

Audience targeting settings

For all cases now, from the centre column under the Permissions and Management heading
click Delete this list.
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Are you sure you want to send this list to the site Recycle Bin?

OK ] ’ Cancel

You will then be prompted to ensure that you wish to delete this item. Note that all the
information inside the list and list itself will be deleted. Most items will be sent to the Recycle
Bin to allow recovery if required. However, beware that some items may be deleted

permanently.
Press the OK button to remove the list.

Once complete you should no longer see this item appear in the Quickstart menu. The headings
will generally however remain and will need to be removed by an administrator of your Team
Site. This process is not covered in this Guide, however for further information see the Where
to go from here? section at the end.
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Conclusion

The Team Site is a very powerful component of Microsoft Office 365. It is build using SharePoint
technology that is also available on other Windows Server editions. It is the starting point from
which you can create a solution to solve your collaboration needs. Basically, all you need to
know is that SharePoint is a standard tool, much like Word or Excel that you can easily
customize to suit your business needs.

This document has provided a very basic overview of some of the most common features
available with a SharePoint Online for Professional and Small Business (P SKU) Team Site as well

as taking you through a basic tutorial of these features. This document should make a great
starting point for anyone wanting to come to grips with the basics of SharePoint Online on
Office 365.

Where to go from here?

What has been shown here is only the tip of the iceberg as to what can be accomplished with
the Team Site and SharePoint Online. The first place to start, if you want more information are
the links and video section below. These will provide you with more information about
SharePoint which is the technology on which the Team Site is built.

Further documents and information about utilizing the advanced features of SharePoint can be
found at http://www.ciaops.com. If you are interested in receiving information about any

upcoming documents about SharePoint please send an email to director@ciaops.com asking to

be added to our regular newsletter.

If you have any feedback on the information provided here please contact
director@ciaops.com.

Computer Information Agency
http://www.ciaops.com

49


http://www.ciaops.com/
mailto:director@ciaops.com
mailto:director@ciaops.com
http://www.ciaops.com/

© 2012 www.ciaops.com Version 1.1

Glossary

Alerts — Are settings that can be made to most components of SharePoint that will send an email to
inform of changes in information. They can be customized in respect to what triggers the sending
(change, delete, addition, etc) as well as the frequency (immediate, daily, weekly, etc). They are
configured by each individual SharePoint user normally at the location they wish to monitor.

Document Library — Are storage locations in SharePoint specifically designed to manage any sort of

document (Word, Excel, PDF, etc). Once here, documents can easily be sorted and displayed. It is also
possible to configure check in/check out as well as document approval to give better document
management than what is normally provided in folders on the local computer.

Office 365 — Is hosted versions of Microsoft Exchange, SharePoint and Lync. They can be purchased as a
suite or individually. All of the servers live in Microsoft data centers but can be accesses anywhere an
Internet connection is available.

Picture Library — Are similar to Document Libraries but they are specifically designed for the

management of images (JPG, BMP, TIFF, etc). They share many features with Document Libraries

including the ability to check in/check out document as well as document approval. Importantly, Picture
Libraries allow additional descriptive information to make locating images much simpler.

Ribbon Menu — Much like the ribbon that is evident in Office 2007 and 2010 products SharePoint 2010
will now display a ribbon menu to provide you with a greater range of options. The ribbon menu is
context sensitive only showing you the options that are available depending on where you are located in
SharePoint 2010.

SharePoint — |s the Microsoft technology on which the Office 365 Team Site is based. It is a web front
end onto a database in its simplest form. It is accessed via a standard web browser but provides much
greater functionality when viewed with Internet Explorer. SharePoint can be used to manage a variety of
information sources from documents to ad hoc lists with everything inside it being fully indexed for
search ability.

SharePoint Online — |s the hosted version of SharePoint Server 2010 provided by Microsoft via Office
365.

Views — Are different ways to display the same data. You are able to have a number of different Views
of the same data between which you can easily select. Views can also be used to aggregate data within a
list such as summing up values in a column, averaging values, or other aggregation functions.
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Links

Microsoft SharePoint
http://sharepoint.microsoft.com/en-us/Pages/default.aspx

e Document collaboration and co-authoring
http://office.microsoft.com/en-us/sharepoint-server-help/document-collaboration-and-co-
authoring-HA101812148.aspx

SharePoint 2010 Help and How to
http://office.microsoft.com/en-us/sharepoint-server-help/CL100315293.aspx

Synchronize SharePoint 2010 content with Outlook 2010
http://office.microsoft.com/en-us/sharepoint-foundation-help/synchronize-sharepoint-2010-
content-with-outlook-2010-HA101881295.aspx

Office 365
http://www.office365.com

Videos

Increased user productivity with SharePoint 2010 Search
http://sharepoint.microsoft.com/en-us/Pages/Videos.aspx?VideolD=19

What can SharePoint do for you?
http://sharepoint.microsoft.com/en-us/Pages/Videos.aspx?VideolD=25

SharePoint in plain English
http://www.youtube.com/watch?v=s12Jb5Z2xaE

Other SharePoint tutorials

http://www.youtube.com/directorciaops

http://www.youtube.com/saturnalliance
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which in the long run leads to greater productivity and profitability. More information about the
Computer Information Agency can be found at http://www.ciaops.com.

Advertisement

The Windows SharePoint Operations Guide (http://www.wssops.com) will help the IT Professional
install, configure and maintain Windows SharePoint in a variety of environments. Since the product is
subscription based you always get access to the latest SharePoint information in a clear and concise manner. For
the price of a few hours of work you can have access to an ever growing library of SharePoint knowledge. It’ll
not only save you time and money but help you generate more revenue by teaching you about the fastest
growing Microsoft technology. Sign up today and start reaping the benefits.
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