VILLANOVA

______ What is SharePoint?
f SharePoint 15 a Microsoft
Office zpite of integrated

k * server applications that

Improves
organizational

effectiveness. It enhances team collaboration
by allowing you fo save all of vour project
dociuments and all project-related fimetions
such as calendaring, contacts, tasks, issues
lisis, reporis, surveys, and electronic
discussions in one central websife mown as a
“porial. © The information you save to the
portal is searchable.
NOSS iz short for Microsoft Office SharePoint
Server. A portal 13 created upon request of the
project manager (PM) through the UNIT Helpdesk.
The PM will be grven the portal’ s URL when the
portal has been created and a general template
applied to the ste. Your SharePomnt team
administrators will then customize the portal for
the team’s use and assign vartous securtty
PErIzsI0ns.

The most difficult concept to
grasp will be the fact that
you are no longer using your
B local ¢ drive to create and

% save your documents; and
that vou are now using a shared access area
where everyone can create, access and update
the team’s documents when needed. There 13
no more emailing the documents back and
forth for review/approval

You may wizh to make the portal
..q. M URL a favorite or vour default
TR ome page for easy access.

A I There 1z no login or logout to use
( "‘ SharePoint.
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Click the help bufton “ located in the
upper right corner of your SharePoint
window. Help is broken down by main fopics
OF VOU can perform da specific fext search.

You may contact the Helpdesk at 610-519-
TITT.

SharePoint 1= broken down mto several sections.

The top left section contains the name of the portal
and tabs for different areas of yvour project. Each

tab pertamns to a different area of the master project
or team.
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The top right section contains your profile, an area
to customize the portal, an area to add links, and
help. A search feature 15 available to quickly find
anything on the entire site. The “Site Actions™
button allows Administrators of the portal to
customize and create web parts and fonctions.

The left side contains a Quick Lannch
Bar for easy access to the various areas
in the portal Note areas for team
dizcusstons, documents, links,
documents. people, pictures, group
worksttes and surveys.

g

The main area contams a navigation



“breadcromb trail” so you can click anywhere on
the link to be redirected to that area. (e.g., Click
Tratning to go back to the mam Training area )

Team Discussion

Announcements, Calendar, and Links are
individual web parts included with the standard
template. You can add more webparts as vou
deem necessary (e.g., Tasks, ete.)
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You can add, edit and delete
NEWS announcements regarding the project.
Rl You can attach files to the
announcement. Amnouncements are listed by the
most recent creation date.
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To Add an Announcement:

# Click the “Add new announcement” link.
¥ Type the Title of vour announcement.
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# Type the announcement message in the
area below the formatting buttons. Format
the announcement text as needed.

#» 5et an expiration date so yvou don’t have to
manually delete the announcement.

#* Click “"OK" to zave the announcement.
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To Edit an Announcement:
> Click the announcement name to open the
options wimndow.

# Click the “Edit Item™ button.
# DMMake your changes.
# Click the “OK” button

Welkome IS the UNIT SharePolnt JO0T Teasa g Sl




Your team must decide whether to
;!'} use the team calendar in SharePoint
- a or your own Dutlook calendars.

4 You can ink tems on the team
calendar to vour own Outlook calendar. The
SharePoint Calendar may be redundant in favor of
Outlook.

To Add an Event to the Calendar:

#* Click the “Add new event” link.

¥ Tvype the event Title, Location, Start Time,
End Time, and Description.

# Select the applicable check boxes for “All

Day Event” “Fecurrence.” and/or

“Workspace.™

Click “Attach file” if necessary.

Click “0OK" to save the event

To Edit an Event:
Y ou can edit an event if the time, location

etc. changes.

# Chck the title of the event to be
edited.
¥ Click “"Edit item™ to dizplay the event
fields.
# Make vour changes.
# Click "OK” to save the changes.
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To Link the Event to Your Outlook Calendar:

You can display the SharePomnt calendar in vour
Outlook calendar and synchronize appomtments
from SharePomt to Qutlook.

Open the SharePoint Calendar.
Click the “Actions™ button.

Click “Connect to Outlook.”
Any appomtments you make on the
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SharePomt calendar will sync with your
Cntlook calendar, but not vice versa.
. Links
i\\ You can add project-related links to
s & webpages on the main page for all
S' team members to access
shared/common websites. They can
s link to external websites or internal
VU sites,
Links
B American Sodety for Traning and Development

@ Traimers Warenouse
g Elementk Onbne Learning
B LUNIT Trainimng Ste

= Add new hink

To Add a Link:

# Click “Add new link.”

# Type the URL or paste 1t from the webzite
itzelf

# Type the description which iz the name
which appears on the main list of links,



