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About SharePoint Server 2007 Each site comes with a predetermined number of Web Parts. Web Parts are
content “containers” used to display information on a site. Site members
SharePoint Server 2007 is an integrated suite of server applications that can use Web Parts to arrange text, related links, calendars, images,
helps people and teams work together. At Microsoft, these sites are document libraries, other Web pages, and more.

most commonly used for team collaboration. This Overview focuses on
the team collaboration capabilities of SharePoint Server 2007. added.

Each site has a Web Parts Gallery from which additional Web Parts may be

Web Part Purpose
What Is SharePoint Server 20077 Announcements Post messages on the home page.
SharePoint Server 2007 is a collection of Web-based tools that make it easy Tasks Keep track of project work details.
to work on projects with other people. These tools consist mostly of pre- )
designed Web sites that teams or individuals use to store information and Calendar Stay informed on team events.
collaborate with others. These sites come with content authoring tools for Links Post links of interest for site members.

site owners and members.

These sites use Web conventions—access through a browser, linked Document Library  Share documents with site members.

information, images as well as text—to create a fast and easy method of

. . . . - . Contact List Post names and contact information of site
collaborating. These sites create a single point from which information can
members.
be shared.
Image Display pictures and photographs.

SharePOIHt Server 2007 Sites The Team Site template is one of the most frequently used templates. The

Use customizable templates for the creation of Web sites. A variety of following illustration shows a sample Team Site home page.
templates are available—Team Site, Document Workspace, Meeting

Workspace, Blog, Wiki Site—and each template is designed for a different

purpose.

e — —
Apptix Live Support: 866-688-0128 Online Support: http://hostaccount.custhelp.com
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Sample Team Site Home Page

This sample site was built from a Team Site template.

Tabs
Display subsites and

link to them.

Announcements — |

Post messages on the
home page of the site.

E Budget Partners

2"t Contoso Team Site

Tools
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This Site

| g

View All Site Content
Documents

Pictures

= Team Images
Lists

= Calendar

= Tasks

= Contacts

Discussions

Quick Launch

= Team Discussion

List key site pages on
this navigation menu.

Calendar
Display important dates
and events.

Surveys
Sites

= Budget

= Partners

= Tools

Pegpie and Groups
|2/ Recycle Bin

Apptix Live Support: 866-688-0128

A ements

= Shared Documen; =T
— &cond Library

The Road Ahead ! Hew
by Deepak Arand <
Start thinking about next year. See Plans.

Budget Discussions
by wendy Richardson <
Make your opinions known in Budget Discussion.

Project Update
by Deepak Arand 1=
Find the latest project status in Shared Documents.

E Add new announcement

Calend

8/22/2006 5:11PM

8/22/2006 5:02PM

8/22/2006 5:01PM

10/5/2005 10:00 AM  Bi-Weekly Status
10102006 1:00PM  Budget Meeting FY 2007
10/16/2006 10:00 AM Off-Site Planning
10/26/2008 10:00 AM Bi-Weekly Status
11/10/2006 2:00PM  All Hands ! nEw
11/16/2006 10:00 AM Bi-Weekly Status
12/6/2006 10:00 AM  Meet and Greet ! new

E Add new event

Moy
-—

Windows
SharePoint Services

Shared Documents M

Type  MName @ Modified By

Service

Branding ! HEw

Outreach & Wendy Richardson

Deliverables & Deepak Anand
2007

= Add new document

Links v

o Partner Site
o Editorial Team

= Add new link

Use Web Parts as building blocks for your site.

& Deepak Anand

Site Actions
Show common
commands for the site.

Document Library
Contain and display
team documents.

Links
Post links of interest to
site members.

Online Support: http://hostaccount.custhelp.com
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Conventions

To get the most from your site, familiarize yourself with its conventions.
These include navigation, file manipulation, and site permissions.

Navigation

There are three ways to navigate: the left navigation menu (Quick Launch),
tabs, and a “bread crumb” trail.

e The left navigation menu is customizable, so its appearance may vary
from site to site. However, in most cases, the pages on a site will be
listed on its left navigation menu.

e Tabs across the top of the main
window can also be used for
navigation. A Home tab always
appears. As subsites are created, new

»
& % Contoso

Home | Marketing  Fulfillment

tabs generally appear for them, [ al s mmiee 1T
though this appearance is optional.

e A “bread crumb” trail is a series of links indicating your location on a site.

In addition to showing location, bread crumbs offer links to locations
between you and the parent site. Bread crumbs appear below the tabs,
in the upper-left portion of the main window.

Contoso Team Site = TDDI.E = Child of Tools = Son of Tools Workspace

Announcements

Note: Subsites live within an existing SharePoint Server 2007 site. The
existing site is known as the top level site. Subsites may be created to
appear completely independent of the top level site, but are rooted in the
top level site

Apptix Live Support: 866-688-0128
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Editing Files

To edit a file, click the
document name. In the

" 1
Microsoft Internet Explorer @

*You are about to open:
Mame: CollaborationTools_SG ppt

Windows® Explorer From: _ sharepoint

. . - How would you like to open this file ?
wm_dow, click the Edlt * Read Only
option, and then click & Edit

OK.

o

Some files can ham your computer. if this information locks
suspicious, or you do not fully trust the source, do not open the file.

Moving Files

Do not delete files in one location and upload them to another in order to
move them. Instead, use Windows Explorer view to drag files from one
location to another.

In a Document Library, on the Actions menu, click Open with Windows
Explorer. Open a similar window in a different Document Library. Now
resize the windows so you can see both, and drag files from one location to
the other. Click your browser’s Back button to return to the default view.

Restoring Files

The Recycle Bin is a temporary location where = Budget
files await permanent deletion. You can restore
files from the Recycle Bin, but you must restore
them before automatic permanent deletion takes = Tools
place. The default waiting period is 30 days, but
this period can be customized. Ask a site
administrator for details.

= Partners

People and Groups

& Recycle Bin

Online Support: http://hostaccount.custhelp.com
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Permissions and Access

All sites come with permission options. The default setting prevents anyone
from accessing the site. A site owner (typically the site creator) must give
specific users and specific groups access to the site.

Site owners either add users to existing permission groups, or give specific
permissions to specific users.

By default, there are three groups used for allowing access to a site:
Visitor, Member, and Owner. When you add a user to one of these groups,
the user is given the permission level associated with the group. The
following table describes the three groups.

This group Provides this permission level

Visitor Read: user can view site content.

Member Contribute: user can view and edit site content.
owner Full Control: user can view and edit site

content, and modify site settings.

By default, permission levels applied to the Home page of a site
automatically apply to all pages within the site. Site owners may also apply
different permission levels to different pages and subsites.

Apptix Live Support: 866-688-0128
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Integration Features in SharePoint
Server 2007

Integration with Microsoft® Office Outlook 2007

Create SharePoint Server 2007 resources for team collaboration and
connect them to Outlook 2007. Team members can then use Outlook 2007
to collaborate with the SharePoint Server 2007 resources. In Outlook 2007,
the SharePoint Server 2007 resources appear in the SharePoint Lists
folder. You access them the same way you access your e-mail messages.

2 All Mail Rems

L ! Shared Documents [f) %
Lol Team Site - Event Team Discussion

Online Support: http://hostaccount.custhelp.com
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Integration with Microsoft® Office Groove® 2007

Collaborate with other team members by adding the files to a Groove 2007
workspace. Workspace members access the files, edit them, and then
synchronize the changes with SharePoint Server 2007.

e —
@ Workspace 2 - SharePoint Files - Shared Documents - Microsoft Office Groove =] CTH X

Eile Edit View Options Help E'_'¢|Workspacesv|

SharePoint Files - Shared Documents 6

D) Add Files... (g Save Files.. $2 = (F | Ca @ | X G | % % | ® Download

Folders MName Size Modified Date
#[[3 Shared Documents |, Team Documents 12/4/2006 9:52:23 AM
= | Team Documents # B]Business Strategies_2007 31K 12/4/2006 10:05:02 AM
1 Bl How to Make a Milion 20KB 12/4/2006 10:05:5% AM
8 B yyorking Smarter 31KB 12/4/2006 10:05:31 AM I

Groove 2007 workspace

Integration with RSS (Really Simple Syndication)

Distribute content on a site through RSS, using Outlook 2007 as an RSS
reader. This way, site members receive the most current content as it
becomes available.

You can also display RSS content using the RSS Viewer Web Part.

Apptix Live Support: 866-688-0128 Online Support: http://hostaccount.custhelp.com



YAVAPPTIX

EMAIL - CTALL - UNITE

SharePoint How To’s / Sites & Workspaces | 1 of 2

About SharePoint Server 2007 Sites and Workspaces

SharePoint Server 2007 helps you store and collaborate on information using Web sites and workspaces hosted on the corporate network. No specialized
knowledge is needed to create a site or workspace. Use this guide to determine which sites or workspaces are best for your needs.

Sites (long-term use) Workspaces (short-term use)

My Site

Individuals share public
information; organize daily
activities; store private files.

Team Site Document Workspace Meeting Workspace

Teams store and display
information; coordinate activities;
collaborate on projects.

Groups collaborate on
documents related to a
specific project or purpose.

Groups manage meeting
agenda items, materials, and
follow-up actions.

Purpose

Best Uses = Share business-related = Centralize and coordinate team  « Collaborate on documents » Post meeting agendas.

information about yourself
with your coworkers.

Store private files or
collaborate on shared files.

activities.

Store, organize, and display
team files.

without using e-mail.
e Store multiple documents.

« Display information related
to document review.

» Track action items.

» Store documents and other
files associated with a
meeting.

Key Features &

Stores private and shared
documents.

Enables control of private
information versus public
information.

Allows for site customization
and supports multi-purpose
use.

Enables collaboration on
Microsoft Office system files.

Includes document check
in/check out and version
control .

Allows site customization and
supports multi-purpose team
use.

e Enables use of SharePoint
Server 2007 features
directly from Microsoft
Office system applications.

¢ Includes document check
in/check out and version
control.

e Connects to a Team Site or
My Site.

e Enables workspace
creation in Outlook 2007
when sending a meeting
invitation.

e Supports one-time or
recurring meetings.

« Connects to a Team Site or
My Site.

Challenges -

Public section is viewable to
all users with corporate
network access.

Apptix Live Support: 866-688-0128

Keeping content current and
useable may require a site
manager.

e Review and editing of
documents requires
corporate network access.

e Meeting participants must
be aware of the site and its
location.

Online Support: http://hostaccount.custhelp.com
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Q Q My Team Document Meeting i — i
Site and Workspuce Compunson oA San Workspace  Workspace Extranet Sites—Collaborate with
. External Partners and Customers
Your Own Work Web Site ® Want to use a SharePoint Server 2007 site
St o Tearn Salllabe e - to collaborate with external business
partners, vendors, or customers? Create a
Best for Document Collaboration . SharePoint Extranet Team site. Because
. . Extranet sites are accessed through the
Best for Managing Meetings ® Internet, external users can access the
Supports Search Function - - - - content and collaboration features.
Multi-purpose, Longer-term Use . . Note To determine if SharePoint Server
. 2007 Extranet Sites are available in your
Single-purpose, Shorter-term Use ° ° enterprise, check with your Site
Provides Public and Private Sections o Administrator.
Use Directly from Office 2003 Applications .
Create Using Outlook 2003 . .
Control User Access and Privileges . . . .
Requires Corporate Network Access . . . .

Apptix Live Support: 866-688-0128 Online Support: http://hostaccount.custhelp.com
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About Customizing a SharePoint Server 2007 Site

Modify the structure and appearance of your SharePoint Server 2007 site to best suit the needs of your group. Use the tools and methods described in this
guide to customize your site. Note This guide assumes you already have a site created. For illustration purposes, a Team Site is used as an example.

Create a Unique Look for Your
22

'# Team Site This Site /ﬁ/ Site with an Image Web Part.
adiemsy

View All Ske Content H
Do 5 @ ffharel.‘! Dul:lfments D'ISp!ay Oi.iher Content on Your
=7 Shiared Documerks " 3 s Site including shared documents,
: Monithly Report_Apri
Pictures CIENOSO - j e :”"' 5 / partner names, alerts, RSS feeds,
* Site Images News T @ vashweronexe and more to aid collaboration with
Lists Discussions Setigrd 05 YW Othel’S.
 Calend by Wendy Richardson L @ @&  v3SharePomk Excel
| R Yoice your point of view in Team Discussion. Sample 06 1 riew
" Contact it DA s o il Bl i Customize Announcements
= News Find the latest project status in Shared Documents. _3 ig ¥3 SharePoirt Excel on YOUI’ Slte tO Create a better
= Announcements Sample 02 ! rew .
A emants? B Add new announcement Add:naw documsnt eXpel’IenCE fOf yOUI’ I’eaders
DI CURsions Completed Projects ¥TD part
= Team Discussion ar 'Il"l?fS
Gy, o e Display a Microsoft® Office
« Change the Status Project Name Project Type Start Finish S ) document on Your Site to
Meeting Format? A. Datum Corporation Resource Planning 2-Feb-2006  15-Apr-2006 . diatelv sh inf ti
sites Blue Yonder Arlines  Process Re-engineering 10-Feb-2006  25-Apr-2006 Rekd Immediately share information
o Links City Power & Light  Sarbanes-Oxley 15-Feb-2006  14-Apr-2006 Anderson  Nanc with users.
Humongous Insurance  CostReductiofr——————22-Feh-2006 _ 17-Apr-2006 Coleman Pat
People and Groups .
&) Recycle Bin Lucerne Publishing Strategic Planning 8-Feb-2006  30-Mar-2006 =T ROTe Customize Your Left
e Northwind Traders ~ Cost Reduction 1-Mar-2006  G-Apr-2006 Navigation Menu by addlng
School of Fine Art Fund Raising S-Mar-2006  31-Mar-2006 . . .
Trey Research Process Re-engineering 16-Feb-2006  1-May-2006 or removing site links.
wide World Importers Resource Planning 7-Mar-2006  5-May-2006
Woodgrave Bank Sarbanes-Oxley 9-Feb-2006  10-Apr-2006

Apptix Live Support: 866-688-0128 Online Support: http://hostaccount.custhelp.com
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Create a Unique Look for Your Site

Change the look of your site with a theme. Themes combine color schemes
and design elements to give your site a cohesive look and feel. Then place a
banner, team logo, or other image on your home page using an Image Web
Part. For example, see the “Contoso” banner on page 1 of this guide.

Tip Though bold colors are striking, they can also make text hard to read.

If you use a theme to change the look of your site, always keep your
audience in mind.

Change the Look and Feel of Your Site with a Theme
1 On the Site Actions menu, click Site Settings.
7 Under Look and Feel, click Site theme.

3 Select a theme from the list, and then click Apply.

The image below shows the Simple theme. Compare this to the Default
theme featured on page 1 of this guide.

'zt ;
Team Site
Yigw All Sike Content
e
= Shared Documents COD[OSO
Pictures
= Site Images News -
Lists Discussions 4/13/2006 1:54 PM
try Wendy Richardson L
= Calendar ) ) - ) .
Yaice your point of view in Team Discussion,
= Tasks
. Project Status 4/13/2006 1:52 PM
= Conkack Listl by Deepak Anand Y
= Mews Find the latest project status in Shared Documents.

Apptix Live Support: 866-688-0128
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Add a Banner or Picture to Your Site

1 Go to a Picture Library, and then click Upload.

Note To see all your picture libraries, click View All Site Content at
the top of the left navigation menu (Quick Launch).

2 Browse to the picture, click Open, and then click OK. If desired,
update the picture properties, and then click OK.

3 With the picture in All Pictures view, click the picture. Right-click the
preview picture, and then select Copy Shortcut. This gives you the

image address.

From your SharePoint Home

4 -
page, on the Site Actions |
menu, click Edit Page.

Site Actions -
Create
&dd a new library, list, or web page ko
this wehsite.,
——— Edit Page
I / #dd, remove, or update Web Parts on
E this page.

-

Cita Eattinnc

At the top of the column where you want to add the picture, click
Add a Web Part. In the Add Web Parts to [column] list, select
the Image Web Part check box, and then click Add.

6 In the Image Web Part, click
open the tool pane.

Image Web Part

Ta link to an image, open the tool pane

box.

Online Support: http://hostaccount.custhelp.com
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/ In the tool pane, under Image Image Link
Link, enter the image address To link to an image file, type a URL
you copied in step 3. Test the or path,
location by clicking Test Link. Test Link
If the link works, click OK. [ E

8 When you have finished, on the Site Actions menu, click Exit Edit
Mode to return to normal view.

Notes
= Use the tool pane to adjust picture —
alignment, appearance, and layout. To TS
open the tool pane, click the arrow to Close
the right of the Image Web Part title, y
and then click Modify Shared Web j Modify Shared Web Part
Part. &) Help

« Never use a copyrighted image in your site without obtaining permission
from the copyright holder.

Display Other Content on Your Site

Use Web Parts to customize your site. Web Parts are content “containers”
used to display information. Use Web Parts to arrange text, related links,
calendars, images, document libraries, other Web pages, and more.

Apptix Live Support: 866-688-0128

There are Web Parts for almost every kind of content. With a little
creativity, you can use existing Web Parts for almost any new content need.
In the table below are some examples of existing Web Parts:

To Display This Content Use This Web Part

Messages to site users Announcements
A list of site users Site Users
An Office document or a Web page Page Viewer Web Part

A list of high priority tasks for site Tasks
users

1 From your Home page, on the Site Actions menu, click Edit Page.

? At the top of the column where you want to add the Web Part, click

Add a Web Part. In the Add Web Parts to [column] list, select the
check box of the Web Part that you want, and then click Add.

Note If you don't find the Web Part you're looking for in the Add Web
Parts to [column] list, click Advanced Web Part gallery and options.

[]El Tasks

Use the Tasks list to keep track of work that vou or wour team needs to complete,

[J& Team Discussion

Use the Tearn Discussion list to hold newsgroup-style discussions on bopics relevant to vour team, o

Advanced Web Part qallerﬁ and options

Online Support: http://hostaccount.custhelp.com
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