3
M@llStreet

A Division of Apptix

Kbout SharePoint Server 2007 .

SharePoint Server 2007 is an integrated suite of server applications that
helps people and teams work together. At Microsoft, these sites are
most commonly used for team collaboration. This Overview focuses on
the team collaboration capabilities of SharePoint Server 2007.

What Is SharePoint Server 20077

SharePoint Server 2007 is a collection of Web-based tools that make it easy
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
collaborate with others. These sites come with content authoring tools for
site owners and members.

These sites use Web conventions—access through a browser, linked
information, images as well as text—to create a fast and easy method of
collaborating. These sites create a single point from which information can
be shared.

SharePoint Server 2007 Sites

Use customizable templates for the creation of Web sites. A variety of
templates are available—Team Site, Document Workspace, Meeting
Workspace, Blog, Wiki Site—and each template is designed for a different
purpose.
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Each site comes with a predetermined number of Web Parts. Web Parts are
content “containers” used to display information on a site. Site members
can use Web Parts to arrange text, related links, calendars, images,
document libraries, other Web pages, and more.

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

Web Part Purpose

Announcements Post messages on the home page.
Tasks Keep track of project work details.
Calendar Stay informed on team events.

Links Post links of interest for site members.

Document Library ~ Share documents with site members.

Contact List Post names and contact information of site
members.
Image Display pictures and photographs.

The Team Site template is one of the most frequently used templates. The
following illustration shows a sample Team Site home page.

Email Support: ClientSupport@MailStreet.com
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Sample Team Site Home Page

This sample site was built from a Team Site template.
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Tabs 3'3% Contoso Team Site This Site ¥ (=]
Display subsites and Hiomey] sudget parmers ook m_/
I|nk to them . View All Site Content A ements -
Documents
= Second Library Start thinking about next year, See Plans. ows
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Post messages on the
home page of the site.

= Team Images
Lists

= Calendar

= Tasks

= Contacts

Discussions

Quick Launch
List key site pages on
this navigation menu.

Calendar
Display important dates
and events.

= Team Discussion

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 5:01PM

Surveys
Sites
= Budget
= Partners

= Tools

PeGile and Groups
|#] Recycle Bin
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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

Shared Documents

Type  MName

Service
Branding ! HEw
Cutreach

Deliverables
2007
= Add new document

Links

@ vodified By
& Deepak Anand

& Wendy Richardson

& Deepak Anand

o Partner Site
o Editorial Team

= Add new link

Use Web Parts as building blocks for your site.

Site Actions
Show common
commands for the site.

Document Library
Contain and display
team documents.

Links
Post links of interest to
site members.
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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

MailStreet Live Support: 866-461-0851
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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

Email Support: ClientSupport@MailStreet.com
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Permissions and Access Integration Features in SharePoint

All sites come with permission options. The default setting prevents anyone

from accessing the site. A site owner (typically the site creator) must give Server 2007

specific users and specific groups access to the site. Integration with Microsoft® Office Outlook 2007

Site owners either add users to existing permission groups, or give specific Create SharePoint Server 2007 resources for team collaboration and
permissions to specific users. 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.

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.

2 All Mail Rems
This group Provides this permission level .
Visitor Read: user can view site content. )
. . . Event Team Documents:
Member Contribute: user can view and edit site content. ""”é‘ : %
L ! Shared Documents [f)
Full Control: user can view and edit site Led Team Site - Event Team Discussion

Owner
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.

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.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.

S ——
@ 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.

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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About SharePoint Server 2007 Sites and Workspaces
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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)

My Site

Team Site

Workspaces (short-term use)

Document Workspace

Meeting Workspace

Purpose

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

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.

Best Uses .

Share business-related
information about yourself
with your coworkers.

Store private files or
collaborate on shared files.

Centralize and coordinate team

activities.

Store, organize, and display
team files.

e Collaborate on documents
without using e-mail.

e Store multiple documents.

« Display information related
to document review.

» Post meeting agendas.
e 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.

« 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.

MailStreet Live Support: 866-461-0851

Keeping content current and
useable may require a site
manager.

» Review and editing of
documents requires
corporate network access.

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

Email Support: ClientSupport@MailStreet.com
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Q g My Team Document Meeting i — i
Site and wOrkspu(e COmpu"son Sith San Workepace  Workspace Extranet Sites—Collaborate with
. External Partners and Customers
Your Own Work Web Site ® Want to use a SharePoint Server 2007 site
Bt o Tean Gollle Seaiie - 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 . Administrator.
Use Directly from Office 2003 Applications .
Create Using Outlook 2003 . .
Control User Access and Privileges L] L] L] L]
Requires Corporate Network Access . . . .

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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About Customizing a SharePoint Server 2007 Site
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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.

5 -
E2 Team Site

btomme,

This Site ¥ M/

Yiew Al Ste Content
Documents
= Shared Documents

= Ske Images
Lists
| = Calendar
|| = Tasks
= Contact List1
= News

= Change the Status
Meeting Format?

Sites
= Links —————

People and Groups

& Recycle Bin

--
contoso &

Newrs

Shared Documents

Discussions

by Wendy Richardson *

Woice your point of view in Team Discussion.
Project Status

by Deepak Anand L 4
Find the latest project status in Shared Documents.

= Add new announcement

Completed Projects ¥TD

)  Monthly Report_Apri //
@ E] testilnew
[Z @  v3SharePoint Excel
13t Sample 05 ! rew
@ @&  v3SharePomk Excel
Sample 06 ! new
3 @  v3sharePoint Excel
Sample 07 ! rew
3 @&  v3SherePoint Excel
Sample 02 ! rew

= Add new document

Project Name Project Type
A, Datum Corporation Resource Planning
Blue Yonder Arlines  Process Re-engineering
City Power & Light Sarbanes-Oxley
Humongous Insurance j
Lucerne Publishing Strategic Planning
Naorthwind Traders Cost Reduction
School of Fine Art Fund Raising
Trey Research Process Re-engineering
Wide World Importers  Resource Planning
Woodgrove Bank Sarbanes-Oxley

MailStreet Live Support: 866-461-0851

Finish
2-Feb-2006  1S-Apr-2006
10-Feb-2006  25-Apr-2006
15-Feb-2006  14-Apr-2006
17-Apr-2006
8-Feb-2006  30-Mar-2006
1-Mar-2006  6-Apr-2006
S-Mar-2006  31-Mar-2006
16-Feb-2006  1-May-2006
7-Mar-2006  S-May-2006
9-Feb-2006  10-Apr-2006

Create a Unique Look for Your
Site with an Image Web Part.

Display Other Content on Your
Site including shared documents,
partner names, alerts, RSS feeds,
and more to aid collaboration with
others.

Customize Announcements
on Your Site to create a better
experience for your readers.

Display a Microsoft® Office
document on Your Site to
immediately share information
with users.

Customize Your Left
Navigation Menu by adding
or removing site links.

Email Support: ClientSupport@MailStreet.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.

Contoso

= Site Images News -

2 5
2% Team Site

Yigw All Sike Content

Documents

= Shared Documents

Pictures

Lists Discussions
try Wendy Richardson L

Yaice your point of view in Team Discussion,

4/13/2006 1:54 PM
= Calendar
= Tasks

Project Stat
= Cortact Listt roject Blats

by Deepak Anand *
= Mews Find the latest project stakus in Shared Documents.

41132006 1:52 PM
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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.

2

-

Site Actions ~
Create

&dd a new library, list, or web page ko
this website,

Edit Page
#dd, remove, or update Web Parts on
this page.

Cita Eattinnc

5 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.

Email Support: ClientSupport@MailStreet.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. [hitp:/ 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.

MailStreet Live Support: 866-461-0851

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

Email Support: ClientSupport@MailStreet.com
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To arrange Web Parts on the page, click a title bar and drag the Web
Part to the position you want, keeping within the column markings.

4l When you have finished, click Exit Edit Mode to return to normal view.

Display a Microsofte Office Document on

Your Site

Display any Microsoft Office document or Web page by using the Page
Viewer Web Part. Displaying a document in this way makes it simple to
share information. See the Completed Projects YTD spreadsheet on page 1
of this guide for an example of how such a document looks.

Note To ensure access to the document by all visitors, you must store it
on your site. For best viewing, it should be saved as a Web page before
uploading it to the site. (File>Save as Web Page.)

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

Note Click Documents at the top of your site to see all your
Document Libraries.

2 Browse to the document, click Open, and then click OK. After the
document has been uploaded, right-click the document icon (view
the file in All Documents view), and then click Copy Shortcut.
This gives you the document address that you will use in step 6.

3 From your Home page, on the Site Actions menu, click Edit Page.
4 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 [columns] list, select
the Page Viewer Web Part check box, and then click Add.

MailStreet Live Support: 866-461-0851
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5 Inthe Page Viewer Web
Part, click open the tool
pane. To link to content, open the tool pane

Page Yiewer Web Part

6 In the Tool Pane, click Web Page. Under Link, paste the document
address you copied in step 2. Test the location by clicking Test Link. If
the link works, click OK.

Customize Announcements on Your Site

By default, sites include an Announcements Web Part on the Home page.
With this Web Part, you can post news and updates to your site. By
becoming familiar with this tool, you can customize how news and updates
are displayed. Take a look at the News section on page 1 of this guide to
see how the Announcements Web Part might be customized.

1 Click Announcements in the title bar of the Web Part.

? Click All items, and then click Modify this View.

3 On the Edit View page, in the Columns section, use the Display
check boxes to determine which columns will appear in the

Announcements Web Part. Use the Position from Left boxes to
determine their order of appearance.

Display Column Name Position from Left
attachments 1w
Title {linked to item with edit menu) 2w
Madified 3 ¥
F] Body 4w

Email Support: ClientSupport@MailStreet.com
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/] Use the remaining sections of the Edit View page to:

e Sortitems to appear in a different order.

< Filter content to prevent some items from appearing.
e Group columns.

< Display Totals if you are using columns with numbers.
e Apply a Style to the Announcement content.

Note See the shaded style and the changed title in the picture on
page 1 of this guide for an example.

e Group items inside Folders rather than viewing the items in one
long list.

e Set the Item Limit to determine how many items will display.
e Adjust Mobile settings for the view.

5 When you have finished, click OK, and then return to the Home page.

6 At the end of the Announcements title bar, click the arrow, and then
click Modify Shared Web Part.

7 In the Tool Pane, in the Selected View box, select All Items. In the
warning box, click OK.

8 At the bottom of the Tool Pane, click OK.

MailStreet Live Support: 866-461-0851
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Customize Your Left Navigation Menu

The left navigation menu (Quick Launch) is the list of site links found on the
left side of your Home page. By default, new links are automatically added
when lists and libraries are added to the site. In addition, you can
customize the left navigation menu by manually adding or removing site
links and headings.

Add a Site Link or Heading in the Left Navigation Menu

1
2

On the left navigation menu, click View All Site Content.

Right-click the site link or heading that you want to add, and then select
Copy Shortcut. This gives you the site address that you will use in
step 4.

On the Site Actions menu, click Site Settings. Under Look and
Feel, click Quick Launch.

Click New Link or New Heading, and then paste the site address you
copied in step 2. Type the description of the new link or heading (if it's
a new link, also select a Heading to put it under), and then click OK.
The new link or heading appears on the left navigation menu.

Remove a Site Link or Heading from the Left Navigation Menu

1

2

On the Site Actions menu, click Site Settings. Under Look and
Feel, click Quick Launch.

Click the edit icon next to the link or Discussions
heading you want to remove, and S
then click Delete. & Team Discussion

Email Support: ClientSupport@MailStreet.com
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About Site Access and Storage

Manage access and storage on your SharePoint Server 2007 sites.

Manage Access
Limit access to sensitive business information. Topics in this section:

e Give Users Access to Your Site

e Manage Access to a Document Library

e Approve Requests for Access to Your Site

e Change the Administrator Who Receives Requests for Access

Manage Storage

To avoid outdated content and to maximize your space, delete old
documents, workspaces, meeting spaces, and lists. Topics in this section
include:

e Locate and Delete Unused Workspaces and Sites

» View Traffic to Your Site

» View Detailed Storage Space Information

» View All Sites Created Under Your Main Site

Before You Begin

Some procedures in this guide require site collection administration
permissions. If you are unable to access pages or links mentioned in the
procedures, contact the site creator or a site collection administrator to
request the appropriate permissions.

MailStreet Live Support: 866-461-0851

Give Users Access to Your Site

Using groups is the most efficient way to manage site access.

By default, there are three groups with associated permission levels: Visitor,
Member, and Owner. When you add a user to a group, the user is given the
permission level associated with that group.

To grant this permission level Add users to this group
Read: User can view site content. Visitor
Contribute: User can view and edit site
Member
content.
Full Control: User can view and edit site
I . Owner

content, and modify site settings.

From within the site, on the left navigation menu Discussions

(Quick Launch), click People and Groups. —

Surveys
Sites

People and Gmu@
2/ Recycle Bin

7 On the People and Groups page, at the top of the left navigation
menu under Groups, click the group with the permissions you want to
grant to your users.

Email Support: ClientSupport@MailStreet.com
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3 On the New menu, click Add Users. On the Add Users page, in the 3 On the Document Library page, on the Settings menu, click
Users text box, type the alias of the user you want to add. To add Document Library Settings.
more than one user, separate each alias with a semicolon.
4 On the Customize [library] page, under Permissions and Policies,
click Permissions for this document library.
4 Click Add users to a SharePoint group. The group you previously

specified is selected.
P 5 On the Actions menu, click Edit Permissions, and then click OK.

5 Select the Send welcome e-mail to the new users check box to g2a2 .
. . . EPE Test Site
send an e-mail alerting users they have been added to your site. You .
may also add a personalized message. Click OK. miiSES .
EPE Test Site > Shared Documents > Settings

Permissions: Shared Doc

iThIS library inherits permissions from its parent Web sit

Note You can also add users individually and assign them individual Actions ~ ]
permission levels. To assign specific permission, on the Add Users page, L e A
click Give users permission directly, and then select the check box for permissions from its parent. A
the appropriate permission. Eg;ty';';m:;-::;@pmt i o
then stop inheriting permissions.
Manage Access to a Document lerary 6 On the Permissions page, select the check boxes of the users or
In addition to managing access to your entire site, you can also set access groups whose permissions to this document library you want to change.

levels for a Document Library or list.
7 On the Actions menu, click Edit User Permissions, select the check

boxes for the permissions you want to apply, and then click OK.
1 From within the site, on the left navigation menu, click Documents.

Note This procedure also applies to lists and other content.

2 On the All Site Content page, under Document Libraries, click the
Document Library for which you want to manage access.

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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Approve Requests for Access to Your Site

If you are a site administrator, you may receive requests for access to a site
via e-mail. To approve these access requests:

1 Inthe Access request for a site e-mail, click Grant [User] access
to the site.

2 On the Add Users page, under Give Permission, do one of the
following:

Click Add users to a SharePoint group, and then on the list click a
permissions group.

-OR-

Click Give users permission directly, and then select the check
box for the appropriate permission.

Select the Send welcome e-mail to the new users check box to
send an e-mail alerting users they have been added to your site. You
may also add a personalized message. Click OK.

MailStreet Live Support: 866-461-0851

Change the Administrator Who Receives
Requests for Access

1
2

On the Site Actions menu on the upper right, click Site Settings.

On the Site Settings page, under Users and Permissions, click
Advanced permissions.

On the Permissions page, on the Settings menu, click Access
Requests.

On the Manage Access Requests page, select the Allow requests
for access check box. Type the e-mail address of the person who will
receive the access requests. This person must be an Administrator. Click
OK.

In the Send all requests for access to the following e-mail
address box, type the e-mail address of the person who will receive the
access requests, and then click OK. This person must be an
Administrator.

Note Site collection administrators can see who the administrators are for
their sites by going to the Site Actions menu. Click Site Settings, and
then under Users and Permissions click Site collection
administrators.

Email Support: ClientSupport@MailStreet.com
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Locate and Delete Unused Workspaces and
Sites

1 On the parent site home page, on the Site Actions menu, click Site
Settings.

2 On the Site Settings page, under Site Administration, click Sites
and workspaces.

3 On the Sites and Workspaces page, find the site or workspace you
want to delete, and then in the Delete column, click ¢ .

Test Site > Site Settings > Sites and Workspaces

Sites and Workspaces

This page shows all the sites you have access to below this Web site, Click the name of a site to view its contents, To create a new site, dick Create below,

=i Create | Site Creation Permissions
Sites Description Last Modified Delete
iﬁ Test 5ub Site 3 minutes ago x

Document Workspaces
m] Workspace 2 minutes ago x

Meeting Workspaces
There are no Meeting Warkspaces, To create ong, dick Create above.

Delete Outdated Document Versions

With Version Control activated, you can keep a history of changes to a file.

Version Control can be helpful, but keeping multiple copies of a document
takes up space and counts against your site’s storage limit. If you do not
need multiple versions of a file, consider deleting them.

MailStreet Live Support: 866-461-0851
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In the document library, click the arrow to the right of the document,
and then click Version History.

Note If Version Control is not activated, you will not see this option.
By default, Version Control is not activated.

EPE Test Site > Shared Documents

Shared Documents

Share & document with the team by adding it to this document library.
MNew + Upload ~  Actions ~ Settings *

] [SharePoint Notes I Hen =
B sharePointSiteAccessAndStorage LI View Properties
Edit Properties

Manage Permissions

Edit in Microsoft Office Word
Delete

Send To 3
Check Out

Unpublish this wersion

Version History

Workflows {b

Alert Me

W e XIE W il

To delete a version of the document, click the arrow to the right of the
document version, and then click Delete.

272t -
*" EPE Test Site
E
EPE Test Site > Shared Documents > Sha

Versions saved for Sh:

All versions of this document are listed below wit
| Delete All Versions | Delete Minor Vers
MNo. + | Modified
L1 7/7/2006 9:41 AM

0.1 [7/7/2006 9:33 AM -
View
Restore
Delete &

Email Support: ClientSupport@MailStreet.com
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View Traffic to Your Site

The Site Usage Report provides information about how many page requests
your site has received and also lists details on users and browser type.

1 On the Site Actions menu, click Site Settings.

2 On the Site Settings page, under Site Administration, click Site
usage data.

3 On the Site usage summary page, to view a particular report, click
the report from the Site usage reports list in the navigation menu on
the left side of the page.

[y Testsub e Wiorkspace ite Acteons -

Test Site > Site Settings > Site Usage Summary
Site usage summary

Site summary Requests by day (past 30 days)

Top pages (past 30 days) 5w =

defimll g 063

Top users (past 30 days) "

redmand'ie-andrem

redmand'whinl

MailStreet Live Support: 866-461-0851
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Use Recycle Bins

SharePoint Server 2007 has two recycle bins: the end user recycle bin
and the site collection recycle bin. The recycle bins give you two levels of
protection against accidentally deleting parts of your site or important
data. Deleted items can be restored from either recycle bin.

You can delete documents, libraries, lists—almost anything, except an
entire site. Deleted material is initially placed in the end user recycle bin.
When you delete the contents of the end user recycle bin, they are
placed in the site collection recycle bin.

Important

e After you empty the site collection recycle bin, the deleted material
cannot be recovered.

e The recycle bins are automatically emptied every 30 days. Until that
time, you can safely restore a deleted item.

Restore Deleted Items from the User Recycle Bin

1 On the left navigation menu, click Recycle Bin.

2 Select the check boxes of the items to be restored, click Restore
Selection, and then click OK. The restored items are returned to the
location from which they were deleted.

Note If you restore an item that originally resided in a folder that has since
been deleted, the folder is recreated in its original location, and the restored
item is placed in the folder.

Email Support: ClientSupport@MailStreet.com
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Important The remaining procedures in this guide require that you have
site collection administration permissions. If you do not have these
permissions, you will not have access to the necessary controls and links to
perform these tasks. To get site collection administrator permissions,
contact the site creator or a site collection administrator.

Restore Deleted Items from the Site Collection Recycle Bin

1 On the Site Actions menu, click Site Settings.

2 On the Site Settings page, under Site Collection Administration,
click Site collection recycle bin.

3 On the Site Collection Recycle Bin page, on the left pane under
Select a View, click Deleted from end user Recycle Bin. The list

now shows you items that were first deleted by users and then deleted
from the end user recycle bin.

4 Select the check boxes of the items to be restored, click Restore
Selection, and then click OK.

View Detailed Storage Space Information

The Storage Space Allocation view displays the sizes and locations of
Document Libraries, documents, and lists.

1 On the Site Actions menu, click Site Settings.

MailStreet Live Support: 866-461-0851
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2 On the Site Settings page, under Site Collection Administration,

click Storage space allocation.

3 In the left navigation menu, click the view you prefer—Document
Libraries, Documents, or Lists.
| Home |

EPE Test Site > Site Settings > Storage Space Allocation

Storage Space Allocation

Selecta View Items in the recydle bin count against the storage quota. Use the View selector to see whatis in the recycle bin
Libraries 0MB 500 MB
Documents
Lists Space Used: 495.9 KB Estmated New Space: 0 KB Space Remaining: 499.5MB
Recyde Bin
Show Ttems{ 25 v Show Only] Document Libraries v Sort By] Size (Decreasing) ¥ [ oo
O Type Name Sizet Items  Last Modified Path
OO0 @ MasterPageGalery 3.5k 14 7/5/2005 10:38 AM  http://shar A dreTest/ ¢
] [@ ReportngTemplates 52.7k8 3 7/5/2006 10:33 AM  http://sharepoint/sites/AndreTestfsites/AndreTest/Reparting Templates
O @ webPartGalery SLIKE 55 7/5/2005 10:33 AM  http://sharepoint/sites/AndreTest/sites/AndreTest/_catalogsfwp
O 5] Form Templates 75.6KB 0O 7/5/2006 10:39 AM  http://sharepair A e / verTemplat
[0 @  sheredDocuments 4758 0 7/5/2006 10:33 AM  http://sharepoint/sites/AndreTestfsites/AndreTest /Shared Documents
O (@ steTemplatecalery 18463 0 6 10:33 AM  http:/fsharepoint/sites/AndreTest sites/AndreTest/_catalogs/wt
O [@ \UstTempateGalery 1556 0 6 10:38 AM  http:/fsharepointfsites/AndreTest sites/AndreTest/_catalogs/it
O DE Converted Forms 11kB 0 7/5/2006 10:38 AM  http:/fsharepoint/sites/AndreTest/sites/AndreTest/IWConver tedForms

4 To filter your view, click the options you want from the Show Items,
Show Only, and Sort by lists, and then click Go.

Note To delete documents, document libraries, and lists from the Storage
Space Allocation view, select the check box next to the documents,
Document Libraries, or lists. Click Delete.

Email Support: ClientSupport@MailStreet.com
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View All Sites Created Under Your Main Site

The View Site Hierarchy page displays workspaces and other sites
created on your main site.

1  On the Site Actions menu, click Site Settings.

On the Site Settings page, under Site Collection Administration,
click Site hierarchy.

On the View Site Hierarchy page, a list of all sites under your main site
appears. To go to the Site Administration page of a particular site, click
Manage.

View Available Storage Space

Use the site collection usage summary page to view the space currently
being used on your site and the remaining available space. To see details on
how much space a particular Document Library, document, or List occupies,
see “View Detailed Storage Space Information” earlier in this guide.

On the Site Actions menu, click Site Actions ~
Site Settings. Create
_DII—I Add a new library, list, or web page to
{Ed this website,
i . ——— Edit Page
On the Site Settings page, under I / ;;Id. remove, or update Web Parts on
. . Lo . L is page.
Site Collection Administration, P
lick S I . s Site Settings
clic torage Space allocation. Manage site settings on this site.

MailStreet Live Support: 866-461-0851
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About Team Sites

SharePoint Server 2007 Team Sites
are Web sites created from a
template and designed for team
collaboration. They are hosted on the
corporate network. Team Sites are a
great way to coordinate team
activities with document
collaboration and storage.

Topics in this guide include:

Create a Team Site

Add Content

Upload Documents

Edit Documents

Create a New Document Library
« Allow Access to Your Site

People and Groups
Control who can access your
site and what content they
can view and edit.

SharePoint How To’s / Team Sites | 1 of 6

Site Content
Gain quick access to all
content on the site.

Document Libraries
Store team documents and
collaborate on them.

| My Site | My Links» |

Site Actions

Gain quick access to Team Site
actions, including Create Content,
Edit Page, and Site Settings.

glp | Send Feedback

|

¥|

Team Site Welcome Robert Brown ¥
& ! -
22" Team Site Y, | all Content
Haome //
f} Team Site
ome
View All Site Content’”
Announcements

Documents

-

A Services Team Hits Quarterly Goal ! HEw
by Robert Brown

= Shared Documents

12/5/20059:35 AM

L /3
_

Pictures .

; | Windows
Lists I ew Tracking System Launched! ! Hew 12/5/2005 8:42 AM SharePoint Servi
= Team Discussion by Robert Brown ces
a Tk The new order tracking system is now live. Please contact your lead for details and training.

- Links -
Discussions & Add new annocuncement
] sales Team Site
Surveys _1 .
EPE Gui
People and Groups Calendar - Lides
12/14/2005 8:00 &M Team Information Session ! HEW ] rrweb Home

| Recycle Bin
12/6,/2005 10:00 &AM Team Event Trip! ! HEw

= Add new event

Recycle Bin
Restore or permanently remove deleted items.

MailStreet Live Support: 866-461-0851

_1 MS Expense
] Product site

B Add new link

Email Support:

ClientSupport@MailStreet.com
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Create a Team Site

Create a new, stand-alone Team Site or create one within an existing site.

Create a a Stand-Alone Team Site

1 Goto insert URL here.

7 On the SharePoint Site Request page, click Create a Team Site for
the region where most of your users are located.

3 On the Local Search page, read the information, scroll to the bottom,
and then click the link.

4 On the New SharePoint Site page, complete the form, select the
Team Site template, and then click Create.

Note The URL you select cannot be changed after you create the site.

5 On the Set Up Groups for this Site page, add the Visitors, Members,
and Owners of this site, and then click OK.

Create a Team Site Within an Existing Site

You must be the site owner, or have permissions from the site owner, to
create a Team Site within an existing site.

Click Site Actions, and then click

Create. Ceate )
Add a new library, list, or web page to
‘LLHJ this website.

——— Edit Page
[TED8T | add ramave o indate ek Barte an

MailStreet Live Support: 866-461-0851

7 On Create Page, under Web Pages, click Sites and Workspaces.

3 On the New SharePoint Site page, complete the form. Next to
Template Selection, be sure to click Team Site. Click Create.

Add Content

Add content to your site by using Web Parts. Web Parts are content
“containers” used to display and arrange content on your site. Adding the
correct Web Part to a page enables you to display text, related links,
calendars, images, document libraries, other Web pages, and more.

1 Click Site Actions, and then click

Edit Page. The page changes to Design Create

o | : :
I Add a new library, list, or web page to
Mode. =] | g website.

——— Edit Page
| :/ gjc_ld, remove, or update Web Parts on

7 At the top of the column you want to T | -
N J?ﬂﬁ- Site Settings
add a Web Part to, click Add a Web S

Part.

3 In Add Web Parts to [zone] dialog box, select one or more Web
Parts, and then click Add.

4 To add content to each Web Part, click Add new x at the bottom of
the Web Part or follow the instructions in the Web Part.

5 When you have finished, in the upper-right section of the page, click
Exit Edit Mode.

Email Support: ClientSupport@MailStreet.com



3
M@llStreet

A Division of Apptix

Lay Out Content

Arrange Web Parts on the page so that information is easy to find.

1

4

Click Site Actions, and then click Edit Page. The page changes to
Design Mode.

Drag any Web Part by its title bar to a new location.

Click =dit~ on the Web Part title bar to see additional options, including
Minimize, Delete, and Modify Shared Web Part. Click x to close
the Web Part.

When you have finished, click Exit Edit Mode.

Add New Pages

Organizing site content on separate pages helps team members find
information. On these new pages, you can display document libraries, lists,
discussion boards, and more.

1
2

Click Site Actions, and then click Create.
On Create Page, under Web Pages, click Web Part Page.

On New Web Part Page, type the name of your page, and then
click a layout template.

Click a Document Library as a location to save the page, and then
click Create.

To add Web Parts to the page, click Add a Web Part. In the Add
Web Parts to [zone] dialog box, select the check box of the Web
Part you want, and then click Add. When you have finished, click
Exit Edit Mode.

SharePoint How To’s / Team Sites | 3 of 6

Re-Order Navigation links

The left navigation menu (Quick Launch) has a default structure, and grows
automatically as you add pages or other content to your site. Follow the
procedure below to manually re-order the position of the links.

1 Click Site Actions, and then click Site Settings.

7 On the Site Settings page, under Look and Feel, click Quick
Launch.

3 On the Quick Launch page, click Change Order.

4 On the Top Link Bar page, complete the form to specify the order of
the Quick Launch links.

5 When you have finished, click OK.

Upload Documents

The first step in collaboration is to upload documents to the site.

1 Navigate to the appropriate Document Library, and then click Upload.
(The name of the default Document Library is “Shared Documents.”)

On the Upload Document page, click Browse.

Select the file in the Choose file window, click Open, and then click
OK.

MailStreet Live Support: 866-461-0851

Email Support: ClientSupport@MailStreet.com



3
M@llStreet

A Division of Apptix

Edit Documents

Before making changes to a document, use the Check Out feature to
prevents others from editing the document while you are working on it.

1 Navigate to the Document Library where the file is stored.

Tip If you have trouble finding the right library, go to the Quick Launch,
and then click Documents to view all document libraries.

7 Point to the document, click the New ~ | Upload ~ | Actions > | Settings v
arrow next to it [=! | click Type | Namc
Check Out, and then click OK. W] [Monthly Report_Apri ! new g

View Properties

A dialog box asks if you want to 3| EdtPropertes

work with a local copy of the file.
This is the default behavior.

3_3 Manage Permissions
B | Editin Microsoft Office Word
Delete

The Word icon changes to '@él to Send To v
indicate that the file is checked By Checkout {T)
out. Alert Me

3 Click the file name of the document, and then click OK.

4 When you have finished editing the document, save it and close the file,
and then click Yes.

5 In the Check In dialog box, enter any comments, and then click OK.

Notes
e After you check out and edit a document, be sure to check it back in.

< If you edit a local copy of a file, you must check it in before others can
see your changes.

MailStreet Live Support: 866-461-0851
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Save Versions of Documents

To save a copy of the document each time a change is made, activate
Version Control. This way, you can review changes made in each version and
return to a prior version if necessary.

Note Version Control is turned off by default.

Navigate to the document library, click Settings, and then click
Document Library Settings.

7 Under General Settings, click Versioning settings.

On the Document Library Versioning Settings: [document
library] page, under Document Version History, click Create major
versions, and then click OK.

Notes

e Saving multiple versions of a document uses more space on your site.

e To view previous versions of your documents, click the arrow next to the
file name, and then click Version History.

Delete Prior Versions of Documents

If you have Version Control activated, a new copy of your document is saved
every time it is changed. Because multiple copies take up more space on the
site, it is good practice to delete versions you no longer need.

1 Navigate to the Document Library, point to the file name, click the
arrow, and then click Version History.

2  Onthe Version Saved for [file name] page, click Delete All
Versions. All prior versions of the document are deleted. The most
recent version is retained.

Email Support: ClientSupport@MailStreet.com
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Create a New Document Library

Creating additional document libraries is a good way to consolidate a set of

documents related to a specific topic or project.

1 Click Site Actions, and then click
Create.

2 On Create Page, under Libraries,
click Document Library.

)

[i=st

Create
Add a new library, list, or web page to
this website.

Edit Page

AAdd remawe Arondate Weh Parte an

3 On the New page, complete the form, and then click Create.

Create an Alert for a Document Library

Have messages sent to you when changes are made to library documents.

1 Navigate to the Document Library you want to receive alerts about.

Tip To find the right library, go to the left navigation menu, and then
click Documents to view all document libraries.

2 On the [library name] page, click
Actions, and then click Alert Me.

3 On the New Alert page, complete the
form, and then click OK.

MailStreet Live Support: 866-461-0851

Actions = Settings -

e

&
ay

Edit in Datasheet
Bulk edit items using a datasheet
format.

Open with Windows Explorer
Drag and drop files into this library

Export to Spreadsheet
Analyze items with a spreadsheet
application.

View RSS Feed
Syndicate items with an RSS reader.

Alert Me
Receive e-mail notifications when {"_r?
items change.
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Give Access to Your Site

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

To grant this permission level Add to this group
Read: User can view site content. Visitor
Contribute: User can view and edit site
Member
content.
Full Control: User can view and edit site
Owner

content, and modify site settings.

1  From within the site, on the left navigation
menu, click People and Groups.

Discussions

= Team Discussion

Surveys
Sites

People and Gmu%
2] Recycle Bin

2 On the People and Groups page, at the top of T
the left navigation menu under Groups, click the = TestSite Memberg
group with the permissions you want to grant to = Test Site Owners
your users. = Test Site Visitors

= Mare...

All People

Site Permissions

3 On the New menu, click Add Users. On the Add
Users page, in the Users text box, type the alias

of the user you want to add. To add more than one user, separate
each alias with a semicolon.

Email Support: ClientSupport@MailStreet.com
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4 Click Add users to a SharePoint group. The group you previously
specified is selected.

5 Select the Send welcome e-mail to the new users check box to
send an e-mail alerting users they have been granted access to the site.
You may also add a personalized message. Click OK.

Note To assign specific permissions instead of the permissions associated
with a group, on the Add Users page, click Give users permission
directly, and then select the check box for the appropriate permission.

Restore Deleted Items

Items in the Recycle Bin are permanently deleted after 30 days. Until that
time, you can safely restore a deleted item.

1 On the left navigation menu (Quick Launch), click Recycle Bin.

? Select the check box for one or more items, and then click Restore
Selection. The restored items return to the section of the site from
which they were deleted.

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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About Meeti ng Workspaces

A Meeting Workspace is a SharePoint Server 2007 Web site for creating
and storing agendas, minutes, documents, and other information about
your meetings. You create a Meeting Workspace at the same time you
create an Microsoft® Office Outlook® 2007 meeting request.

Topics in this guide:

e Create a Meeting Workspace

e Link a Meeting Request to an Existing Workspace
e Change Workspace Permissions

e View an Existing Workspace

e Apply Agenda Items Across All Meetings
kDelete a Workspace /

Create a Meeting Workspace

When you create a Meeting Workspace from within an Outlook 2007 meeting
request, SharePoint Server 2007 gives your attendees access to the
workspace.

Note To create a workspace from a meeting request, you must have Site

Owner permissions (Full Control) to the site where you create the workspace.

The default location for your workspace is your My Site.

1 In Outlook 2007, create a meeting request.

2 On the Meeting tab of the meeting

request, in the Attendees group, [ Address Boaok
click Meeting Workspace. [}5 8 Check Mames
Meeting
WWorkspace 4d Responses
Attendees

MailStreet Live Support: 866-461-0851

3 In the Meeting Workspace task pane, review the default settings for
the new workspace. You'll see where the workspace will be located and
what type of site template will be used.

e To accept the default

settings, click Create. : Meeting Workspace ¥ X
e To change the default
settings, click Change Meeting Workspace

settings. In the Select a

location list, click the site to s

Meeting Workspace - a shared Web

put your Meeting Workspace site for planning the meeting and
on. If your meeting is a tracking results.

recurring team meeting, you i® More information
may want to put the Meeting

Workspace on your Team Create a workspace

Site. If your Team Site is not Use these settings:

listed, click Other, and then - Location:

type the URL of your Team Contoso Team Site

Site. Note Do not include - Template:

.aspx. Basic Meeting Workspace

Change settings
In the Select a template
type list, click the template
you want. The Basic Meeting k
Workspace contains standard
items to start with. Click OK,
and then click Create.

Email Support: ClientSupport@MailStreet.com
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4 In the meeting request, type a message if necessary, and then click
Send. The meeting request is sent with a link to the Meeting
Workspace.

5 To add content to the Meeting Workspace, go to it by right-clicking the
meeting on your calendar, and then clicking View Meeting
Workspace.

Link a Meeting Request to an Existing
Workspace

If you already have a Meeting Workspace, you can link it to an Outlook 2007
meeting request.

Open a new or existing meeting request. On the Meeting tab, in the
Attendees group, click 842

2 In the Meeting Workspace task pane, under Create a Workspace,
click Change settings.

3 Under Select a Location, click a site.

MailStreet Live Support: 866-461-0851
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4l Under Select a workspace, | |

click Link to an existing

workspace. (%Llnk to an existing workspace

Select the workspace:

|Sample Meeting Workspace |« |

View workspace

5 In the Select the workspace
list, click a workspace, and then
click OK.

6 Under Link to a workspace, click Link.

Notes

To find a Meeting Workspace on a Team Site, go to the left navigation
menu (Quick Launch), and look under Sites. Meeting Workspaces should
be listed there. If your Workspace is not listed, at the top of the
navigation pane, click View All Site Content. Meeting Workspaces are
listed under Sites and Workplaces.

To find a Meeting Workspace on a My Site, go to the left navigation
menu and click View All Site Content. Meeting Workspaces are listed
near the bottom of the page.

Email Support: ClientSupport@MailStreet.com
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Change Workspace Permissions

Meeting organizers are automatically added to the Attendees list and they
are assigned Full Control permissions to the Meeting Workspace. Other
attendees are assigned Contribute permissions. Organizers may change
attendee permissions at any time.

1 ©On the Meeting Workspace home page, under Attendees,
click Manage attendees.

2 On the Attendees page, under Settings, click List Settings.

3 On the Customize Attendees page, under Permissions and
Policies, click Permissions for this list.

4 On the Permissions: Attendees page, under Actions, click Manage
Permissions of Parent.

5 On the Permissions: fworkspace name] page, select the check
boxes of the users or groups for whom you want to change
permissions.

6 Under Actions, click Edit User Permissions.

/ On the Edit Permissions: [workspace name] page, assign new
user or group permissions. When you have finished, click OK.

MailStreet Live Support: 866-461-0851
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View an Existing Workspace

Access a Meeting Workspace from a meeting request, from a meeting
reminder, from your Outlook calendar, or from a SharePoint site.

To access from Do the following
A meeting request Click the link to the Meeting Workspace.

A meeting reminder On the Meeting Services list, click View
Meeting Workspace.

An Outlook 2007 Right-click a meeting or appointment, and then
calendar click View Meeting Workspace.

A SharePoint Server In the left navigation menu (Quick Launch),
2007 site click View All Site Content. On the All Site

Content page, under Sites and Workspaces,
click your Meeting Workspace.

Apply Agenda Items Across All Meetings

To have the same agenda items appear from meeting to meeting, change
them into series items.

1 On the Meeting Workspace home page, on the Agenda title bar,
click Agenda.

2 Under Settings, click List Settings.

3 On the Customize Agenda page, under General Settings, click
Advanced settings.

Email Support: ClientSupport@MailStreet.com
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On the List Advanced Settings: Agenda page, next to Share List

Items Across All Meetings, click Yes, and then click OK.

Contoso Team Site = Sample Meeting Workspace > Agenda > Settings > Advanced Settings

List Advanced Settings: Agenda

Item-level Permissions Read access: Specify which items users can read
Specify which items users can read and @ allitems
edit,

O Only their own

Note: Users with the Manage Lists right
can read and edit all items, More
information on item-evel permissions. @ allitems
O only their own
O Mone

Edit access: Specify which items users can edit

Share List Items Across All Meetings Change items into series items:
(Series Items)

If you want a list to share the same items (%Yes Omo
_ﬂjr all_the meetings in a series, chalnge the Mote": Once items become series items for a list, you cannot change
items into series items. If you don't change the setting back.

to series items, each meeting displays the
list with just the items added for that date.

ok

Cancel

Delete a Workspace
1 Under Site Actions, click Site Settings.
7 Under Site Administration, click Delete this site.

3 On the Delete Web Site page, click Delete.

MailStreet Live Support: 866-461-0851
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Notes

Deleting a Meeting Workspace deletes all information on the Meeting
Workspace site. It does not delete meeting information contained in
Outlook 2007. To do this, open the meeting request in Outlook 2007.

Canceling or deleting a meeting in Outlook 2007 does not delete the
Meeting Workspace associated with it.

To recreate a deleted meeting request with a link to a Meeting
Workspace, you must manually re-establish the link. See “Link a Meeting
Request to an Existing Workspace” earlier in this guide for information
on how to do this.

Don't cancel a meeting request in order to send a new one with changed
details. Instead, send an updated meeting request to attendees. This
maintains the existing link between the meeting request and the Meeting
Workspace.

Email Support: ClientSupport@MailStreet.com
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2 Depending on the application you have open, do one of the following:
e In Microsoft Office = & Create Document Workspace

r Saveds b reate a new site for the document an
SharePoint Server 2007 sites help you to collaborate with others on the Word, Excel, or H A
corporate network. The integration between SharePoint Server 2007 and PowerPoint, click the @ it
the Microsoft Office® system brings together many powerful features for Microsoft Office (B3
collaborating on documents. For example, using Microsoft Office® Word button, click Publish, ﬁ’ Prepare b
2007, you can create a Document Workspace to collaborate with others and then click Create ;
on a document at a central location. Document g e
Topics in this guide: Workspace. g/ Pubish >
e Create a Document Workspace -OR-
< Invite Others to Collaborate on a Document -
e Collaborate on a Document * InVisio |20|S7D on the TtOOIS
= Use Version Control menu, clie (:cumen
e Delete a Document Workspace ahagement.
3 In the Document Management pane, Document Management v x
give your Document Workspace a name.
i k
Create a Document WO rkspace Note The file name appears by default. Document Workspace
Create a Document Workspace
i i i Lo site if you want to share a copy
A Document Workspace is a document collaboration site created within an /L Choose a location for the new workspace. of this document with others,
existing site. When you create a Document Workspace from within a The location list shows you all the parent Jria ity
Microsoft Office system application, the file is automatically uploaded to the sites where your workspace may live. You server 5o that you can see your

changes and work on the

workspace and is ready for collaboration. can also type an address that goes directly dacument with others, When

to a SharePoint Server 2007 site, such as E?:aggékairt?:i::a?aw?w site is
http://sharepoint/sites/ sitename. ) _
1 Open a document you want to collaborate on. Tip List the root name for the site without ocument Workspace name:
Lo any suffixes. |Collaborate on a documnent |
Note Document Workspaces can be created within Word 2007, Location for new workspace:
Microsoft® Office® Excel 2007, Microsoft® Office® PowerPoint 2007, and Ny ste £
Microsoft® Office Visio® 2007 Visio. 5 To create the workspace, click Create. :Crea

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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Invite Others to Collaborate on a Document Add New Members From the Document Workspace

Now that you have a Workspace, you can invite others to collaborate.

Note It is important to limit the availability of sensitive data posted on your
1 Open the document. In the Document &3 Review Docs site to only those you have given permission to access the data.
Management pane, click the Members tab. Near Open site in browse:
the bottom of the pane, click Add new members. ﬁ ‘55 =
1 Open the document. In the Document Management pane, under the

Note The Document Management pane should Document Workspace name, click Open site in browser.

appear automatically when you open the document.
If it does not: 2 In your Document Workspace, at the top
of the page, click Site Actions, and then g [Create

. . R anew library, list, or web page to
click Site Settings. .

Members

Site Actions ~

* In Microsoft Office Word, Excel, or PowerPoint, click the Microsoft
Office button, click Server, and then click Document

=]

this website,

| Edit Page

Management Information. 3 Under Users and Permissions, click ) | 233 emove, or updake Web Pats on
People and groups, click New, and L site settings
e In Visio 2007, on the Tools menu, click Document Management. then click Add Users. ‘@? Mavege el cingsan tiB e
2 In the Add New Members window, add e-mail addresses or user Collaborate on a Document

names of those you want to work on your file. Separate addresses or

names with semicolons. With your workspace created and your users given permission to the

workspace, you can begin working on the document. Generally, a user

Note By default, your invitees are given Contributor permissions. This goes to the workspace, checks out the document, edits it, and then checks
means they can edit and save documents in the workspace. it back in. This checkout procedure ensures that no one introduces
SharePoint uses site groups to manage different permission levels for changes to the document while someone else is working on it.
users. To assign different permissions, click a site group from the list. Shared Documents
) . 1 Go to the Document Workspace and Epe Home :
3 Click Next, and then Finish. move your pointer over the ] Mi?:mypfoeppeorzfgjugust.NEH -
document you want to work on. =1 53 Edt Properties
/ In the Add New Members window, select the Send an e-mail When the arrow ~ appears, click it, Tas| 43 Hanage Permissians
invitation to the new members check box. You can see and edit the and then click Check Out. :“E'L"ﬂ Ed in Microscft Office Word
message before sending it.. T X DE'edte
1=l o 3
2 When a message appears asking "3 iheckTom
5 Add any other information you would like to provide, and then click whether to use the local drafts 3| warkfloms {7

Send. folder, click OK.

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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3 To work on the checked-out document, click = again, and then click Use Information Rights Management to
Edit in [application]. . . ;
Protect Lists and Libraries
/I Make your changes, and then save and close the document. Use Information Rights Management (IRM) to limit the actions users can

take on files they download from your SharePoint Server 2007 lists or
libraries. When you set IRM permissions on a list or library, all files in that

5 In the Check In dialog box, click Check in file, and then click OK. list or library automatically inherit those permissions.
(You can also click Keep checked out, which saves your changes to
the document, but keeps the fie checked out to you.) Note You must have at least the Design permission level to apply IRM.
6 Click the type of version you want to check in. For more information, see 1 Onthelist or library page, on the Settings menu, click List Settings
the next procedure. or Document Library Settings.

? Under Permissions and Management, click Information Rights
"/ Enter comments in the Check In Comments box, and then click OK. Management.

3 On the Information Rights Management Settings page, select the
Comments: Restrict permission to documents in this library on download
check box. Select the options you want, and then click OK.

Added review comments,
filment | Content Development

Contoso > Shared Documents > Settings > Information Rights Management Settings

Information Rights Management Settings

Information Rights
g;”;’f‘;"’f“ s S 7] Restrict permission to documents in this brary an dowrlaad:
s i Permission polcy ttie:

the

Contoso shared documents permission policy

wi = they
3! or is
server,
Example: Company Confidential
[ (04 [ Cancel ple: Company
Permission policy description:
Limited access to files in this library|

Example: Only discuss the contents of this document with ather
employees

s to print documents

- rs to access content programmatically
TI p S Users must verify their credentials every:
. . days
e To keep a record of all changes made to the document, activate version 7] ot o sers o o doments thot do ot et R
control. See “Use Version Control” later in this guide for more P
information.

« To receive a notice whenever a change is made to a document, click ~
next to the document, click Alert Me, fill out the form, and click OK.

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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Use Version Control

You can save a version of your document each time it changes by using
version control. Version control is useful for keeping a record of changes

and for restoring a document to a previous version if necessary.

1 On your Document Workspace, at the top of the page, click Site

Actions, and then click Site Settings.

7 Under Site Administration, click Site libraries and lists.

3 On the Site Content page, click Custornize "Links"

Customize “Shared Documents.” | Custornize "Shared Docurnents”
Customize "Tasks" QE’)

/4 On the Customize Shared Documents page, under General

Settings, click Versioning settings.

5 On the Document Library Versioning Settings: Shared

Documents page, under Create a version each time you edit a file

in this document library, do the following:

e To create major versions only, click Create major versions.

e To create major and minor versions, click Create major and minor

(draft) versions.

6 At the bottom of the page, click OK.

7/ To see the versions of your 0.15
document, click = next to the 0.14
document, and then click Version 0.13

History. To view, restore, or deletea oz
version, click ~ next to the version, 011
and then click the appropriate option.

MailStreet Live Support: 866-461-0851
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Delete a Document Workspace

When your document collaboration is complete and you have saved your
work elsewhere, delete your workspace. This frees space on the servers for
other users.

1 On your Document Workspace, at the top of the page, click Site
Actions, and then click Site Settings.

2 Under Site Administration, click Delete this site.

3 On the Delete This Site page, click Delete.

Note To delete individual documents in the workspace, click = next to the
document name, and then click Delete.

Email Support: ClientSupport@MailStreet.com



MallStreet

A Division of Apptix

SharePoint How To’s / My Sites | 1 of 6

About SharePoint Server 2007 My Sites

Use your My Site to store files and collaborate with your co-workers Topics in this guide include:

online. My Sites have public and private pages. Use your public page « Access Your My Site « Change the My Home Page Layout
(called the “My Profile” page) to share files and information with e Edit Your Profile « Upload a Document

coworkers, and use your private page (called the “My Home” page) to = Restrict Visitor Access to Information « Create a Document Library

store files and information that only you can access. = Customize the My Home Page - Create A Document Workspace

Site Actions Menu
Add content, edit page, or change site settings.

Tabs
Click tabs to access the public
and private pages of your site.

As Seen By List

Restrict what others can see,
and then preview your My
Profiles page as others see it.

Mierosoft Web > Dyl Monehow (Slutons 10)
* .

14 My Site

MyHome | 1 Prfie

Welcone Darry Mondrow (Soltions 10) *

Tnranet v

| by MyLinks = | (@ | BetaFeedback

. .
22 P
My Site This St Bl |
My Home |y Profile Set as Default My Site | Create Elog
@  Erin Hagens My Calendar
e As seen by: | Everyone v/ To changs th sddress of the Outlook Web Access
H r good use server, open the tool pane and then type the URL
My I nfO rl | |at| On Ele}igz;ng E.;g::lgjg;op:;;g:?‘g)::;g;q In Common with You nts in the Mail server address text box,
Edit vour profile In this space, other peaple wha view your page| | ! 5%
y p = will see things they have in commen with you ams Colleague Tracker
View All Site Content o BT : by | SRS
age S ateieetn ail rganization Hierarchy y http:/fpolyarchy Clckheretoreview new coleague suggestors,
p g " i HR Classification: guppnrt. + Lun PEnor  LEAD PROGRAM MANAGER ® Firstmanager you both share ouhav i eated s s oy e,
» Details uppor | Erin Hagens + Colleagues you both know
* Links Pl L im ale « Mebershps you both share -
1C/Vendor " R B Modify alert settings
= Colleagues Industries: Educaton, John Peoples
H , i
= Memberships N;zwn‘;;e  lizi Hefetz Memberships
f - - D) contact 1 ot[ganlzahwns Christian Jene Distribution Lists
— § ontact Information
Left Navigation Menu rr— ° 8 e e tnters — e
(Quick Launch) " FteDoanens L SR [ G S
- Sanisy Jacoh Cost Center 55103 Frivats Dacuments
. Pictures Address: 100/1251, Mason Bendizen 5 Uiz keyser Combined Team J
et qUIC access to your o 15305 NE 40th Frivate Dacuments =]
= My Pictures
Street, Seott Bishop 8 NonFTE N 112
i P Redmond,
site content. =5 : VWA, 93052, US John Rodnan 5 eE virtual Team
= Current Task List = Edit Detalls B peoplein 112
Discussions 8 17 vista News Subscription Service
Surveys Documents g All 5taffin PUGET SOUND
B8 wicrosoft: All Staff
My Site Test Site W Test Sub Site EPE Te Site M B
GetHelp/ estsi orkspace  Testsub i eam s ore charePomt Sites My Home Page
Find all documents by Erin Hagens Gl Test site : :
privacy Hotice e —— E— Your private page. Stores files and
- — #Hl workspace

My Profile Page

Your public page. Displays information about you and your work to

your coworkers.

MailStreet Live Support: 866-461-0851

content for your use. This content is not
publicly displayed.

Email Support: ClientSupport@MailStreet.com
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Access Your My Site

To access your my Site, contact the SharePoint Server 2007 Administrator
for your organization.

Your My Site opens on your My Home page (your private page). To switch to
your My Profile page (your public page), click the My Profile tab.

To switch to your My Profile page (your public alsd .
page), click the My Profile tab. My Site

My Home | My Profile

Edit Your Profile

Your My Profile page is a way for others to learn about you and your
expertise, projects, and colleague relationships. Although you can limit who
views your shared information, the more you share with everyone, the
easier it becomes for others to network with you.

1 ©On your My Home page, in the left navigation menu (Quick Launch),
click Profile.

7 On the Edit Profile page, in the About me box, type descriptive text
about yourself (for example, where you live, how long you've been
with the company, your hobbies).

MailStreet Live Support: 866-461-0851
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To add a photograph of yourself, click Choose Picture, and then in
the Upload Picture dialog box, do one of the following:

e To use your cardkey photo, click Select your cardkey photo, and
then click OK.

e To use another photo, click Select a photo to upload, browse to
the photo and select it, click Open, and then click OK.

For each of the remaining text boxes on the Edit Profile page, do one
of the following:

e Type appropriate text in the text box.

- If there is a Browse button = to the right of the text box, click it. In
the dialog box that opens, make your selections, and then click OK.

Tip After entering the appropriate values in each text box, if there is a
Check Values & or Check Names &, button to the right of the box, click it to
verify the validity of the values entered in the box.

5 In the Show To column, select the audience who will be able to see
the corresponding profile entries. (Only the selected audience can see
the information on your My Site.) When you are finished, click Save
and Close.

Email Support: ClientSupport@MailStreet.com
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Restrict Visitor Access to Information

Use privacy categories on your My Profile page to restrict the information
visitors can see. Among the parts of your site you can restrict are
membership lists, links, and your colleagues list. The following illustrates
how to edit the Memberships area.

Note You cannot change the layout of the My Profile page.

1 Onyour My Profile page, at the bottom of Memberships

Distribution Lists
&9 EPE Tech Writers

& ere

B9 Cost Center 95103

g Liz Kevser Combined Team

A9 NonFTEIn 112

A Ere virtual Team

@ People in 112

@ IT Vieta Mewe Subecription Service
@ All Staff in PUGET SOLUND

@ Microsoft: All Staff

SharePoint Sites

the Memberships area, click Manage
Membership.

2 On the My Memberships page, select the
check boxes of the list items you want to
restrict, and then click Edit Memberships.

3 On the Show these memberships to list,
click the category of site visitors you want to
be able to view the memberships you
specified in the previous step. The farther
down the list, the more restrictive the group.

ﬁi:ﬁ Contoso Team Site

ﬁtﬁ Sample Meeting Workspace
g4 EpE Test site

g Ere Team site

4 If you want the selected memberships to be
grouped together for sorting purposes, click
New group, and then enter a name for the
group. Otherwise, accept the default
Existing group, and then click OK.

MailStreet Live Support: 866-461-0851

View Your My Site As Others See It

Ensure that you're exposing only the information you wish to by viewing
your My Profile page as others see it.

1 On your My Profile page, on the As
seen by list in the upper-right
corner, click one of the following
privacy categories: My Manager, PEpE—

ace, ONEr PEON Everyone
'I\E/l\ye\g/glr’:(egr'l‘?hipp’):g)el tCIZ’]Oelrlleagues, see things they Rave T common
refreshes.

As seen by: | My Workgroup W
My Manager |

H Ty Warkaroup
non with Yo My Colleagues

2 Notice that the refreshed page is the one that will be seen by the
members of the particular privacy category that you selected.

Customize the My Home Page

The main area of the My Home page is customizable. You can display
almost any type of content by adding new sections such as your files, tasks,
calendar, news, and alerts—whatever best helps you organize your daily
activities.

Customize the My Home page with Web Parts. Web Parts are content
"containers" used to display information on your site. Use Web Parts

to arrange text, related links, calendars, images, document libraries, other
Web pages, and more.

On the My Home page, on the Site
i i i Create
Actions menu, click Edit Page' _..I.|]_J| Add a new library, list, or web page to
this website,
—— Edit Page
| / Add, remove, or update Web Parts on
g this page.

e | Giba Sabbinoe

Email Support: ClientSupport@MailStreet.com
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2 At the top of the zone in which you want to add a Web Part, click Add a

Web Part.
My Home | My Profile

Version: You are editing the Shared Version of this page

%— @ Erin Hagens

| View Al Site Content |

EL Add a Web Part

In the Add Web Parts to [zone] list, select the desired Web Part (for
example, RSS Viewer), and then click Add. In the RSS Viewer Web

Part, click open the tool pane.

Exit Edit Mode *
‘Set as Default My Site  Create Blog
4 In the tool pane, under RSS ~ 4RSS Viewer =
Properties, enter the URL of the Jepeerance
desired RSS link, and then click OK. = Advanced
] Rs;
RSS Feed URL
- N —
Feed Limit

of the
rver,
then
1

[0 Show feed title and description
Miscellaneous

When you have finished, below the Site Actions menu in the upper

SharePoint How To’s / My Sites | 4 of 6

Change the My Home Page Layout

1 Onyour My Home page, on the Site Actions menu, click Edit Page.

7 Drag Web Parts by their title bars into other zones on the page.

3 For additional layout options, click [=] to the right of a Web Part title,
and then click Modify Shared Web Part.
4 To close a Web Part, click [ to the right of the Web Part title.

Note Closing a Web Part removes it from the page, but does not
delete it.

5 When you have finished, click Exit Edit Mode to return to the normal
page.

Upload a Document

Two default libraries, Shared Documents and Private Documents, are

included with your My Site. You may also create your own, customized
libraries.

Navigate to the Document Library in s (v adins - | settnas -

. . Dl which you want to store your MLy e
right, click Exit Edit Mode to return to the normal page. docum)(/ants. On the Uplo)r:ld menu, % O e
Notes click Upload Document. @ Hgmmg;ﬁ.;ﬂ;';cg;;ﬁp;;gﬁw
e Use the tool pane to adjust appearance and layout. To open the tool e e o s rery.
pane, click [] to the right of the Web Part title, and then click Modify
Shared Web Part.
e Never use a copyrighted image on your site without obtaining permission
from the copyright holder.
| —e

MailStreet Live Support: 866-461-0851
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2 On the Upload Document: [document library] page, click Browse
to find a single document to upload.

3 Inthe Choose file window, select the file, click Open, and then click
OK.

/ Add descriptive information if desired, and then click OK.

Note Upload multiple documents from the same folder by clicking
Upload Multiple Documents, navigating to the desired folder, and
then selecting the check boxes of the files you want to upload.

Check Out and Edit a Document

In a Document Library, locate the document that you want to check out.

Point to the document, click the arrow, and then click Check Out.

Mew ~  Upload -  Actions = Settings =

Type | Mame Modified

W] [EPE Check I rew T 6202006 10:27 AM
R

View Properties
2 Edit Properties
"4;3 Manage Permissions
IE_I] Edit in Microsoft OFfice Word
Delete
Send To 3
—él Check Qut
Add ko My Links
Alert Me

7 To edit your checked-out document, click the down arrow again, and
then click Edit in [Software Application].

MailStreet Live Support: 866-461-0851
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Check In a Document

1 InaDocument Library, locate the document that you want to check in.
Point to the document, click the arrow, and then click Check In.

7 On the Check in page, under Document Check In, choose the
appropriate option. Under Comments, enter optional comments, and
then click OK.

Control Access to a Document Library

To allow only specific users access to a Document Library, change the
permission settings for that Document Library.

1 ©Onthe My Home page, on the left navigation menu, click
Documents.

? Under Document Libraries, click the library for which you want to
create distinct permissions.

3 On the Document Library page, on the Settings menu, click
Document Library Settings.

Shared Documents

Use this document library to share a document with others. Documents stored here will be sha

Mew ~+ Upload =  Actions - Settings - |

Create Column
Add a column to store additional
information about each item.

IEJ My Crverview Doc

Add Columns from Site Columns
Pick from a list of existing columns on
this site and parent sites,

= B

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

15

Document Library Settings
Manage settings such as permissions,
columns, views, and policy. \ﬂj

Email Support: ClientSupport@MailStreet.com
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4 Under Permissions and Policies,
click Permissions for this
document library. On the Actions

menu, click Manage Permissions of

Parent.

5 Perform one of the following steps:

Actions -

Manage Permissions of Parent 1
This document library inherits
permissions From its parent, '{b

Edit Permissions
Copy permissions from parenk, and
then stop inheriting permissions.

< Click one of the site groups and change permissions for that group.

e Click one or more specific users and change permissions for those

users.

e On the New menu, click Add
Users. Add new, specific users
to the library, and apply distinct
permissions during the Add
Users process.

Note To automatically apply the
general site permissions to a
Document Library, at the top of the
Permissions page for the library, on
the Actions menu, click Inherit
Permissions. This link does not
appear if general permissions already
apply to the library.

Mew = | Actions = Setkings -
Add Users
Add users ko a group or this docurnent
library,
Actions - Setkings -

e User Permissi
Remove selected user permissions,

Edit User Permissions
Edit selected user permissions.

Inherit Permissions
Inherit permissions From parent,

MailStreet Live Support: 866-461-0851

Create a Document Library

1

4

On the My Home page, on the left navigation menu, click Documents,
and then click Create.

On the Create Page, under Libraries, click Document Library.

On the New page, give the Document Library a name and a description,
and choose whether to display the library on the left navigation menu.
You can also choose whether to create document versions, and whether
to select a default document template.

When you have finished, click Create.

Create a Document Workspace

1
2

3

4

Go to your My Home page, click Documents, and then click Create.
In Create Page, under Web Pages, click Sites and Workspaces.

Complete the New SharePoint Site form. Under Template
Selection, select Document Workspace.

When you have finished, click Create.

Note The default location of a Workspace is in the My Profile page. Only
users with proper permissions can see the Workspaces.

Email Support: ClientSupport@MailStreet.com
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About Surveys

SharePoint Server 2007 surveys offer a quick and easy way to gather user
opinions about products, features, designs, and ideas—and to measure
user satisfaction concerning services, programs, and deployments. This
guide explains how to create and distribute surveys.

Topics in this guide:
e Create a Survey

e Enable Branching
e Preview a Survey

e Send a Survey Link
\ View Results /

Create a Survey

Site Actions ~

1 Open your SharePoint Server P
. . reace
2007 site, and on the Site | pida ns[tgibrary, list, or web page to

. . 1 [
Actions menu, click Create. this websTee.
——— Edit Page
| / Add, remove, or update Web Parts on
: this page.
2 On the Create page, under
féﬁ. Site Settings

Trackmg 1 CIICk SU rvey' = Manage site settings on this site.

3 On the New page, type a name and description for your survey.

4 In the Navigation section, click an option to determine whether you
want a link to the survey to appear in the left navigation menu (Quick
Launch) of your home page.

Navigation
Display this survey on the Quick Launch?

® Yes O No

Specify whather a link to this survey appears in the Quick Launch.

MailStreet Live Support: 866-461-0851
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In the Survey Options section, click an option to determine whether
users' names will appear in survey results, and then whether users can
respond to the same survey multiple times. Click Next.

Survey Options

Spedify whether users' names will appear in survey results and whether users can respond to the same

survey multiple times.

6 On the <Survey Name>:
New Question page, in
the Question box, type
the question you want to
ask, and then select the
type of answer you want.

Show user names in survey results?

® Yes Ono
Allow multiple responses?
O Yes ®nNo

Question:

Type your question here...

The type of answer to this question is:
(O Single line of text
(O Multiple lines of text
(%) Chaice (menu to choose from)
() Rating Scale (3 matrix of choices or a Likert scale)
(O Number (1, 1.0, 100)
O Currency (%, ¥, €
(O Date and Time
(O Lookup {information already on this site)
(O YesMo (check box)
() Person or Group
() Page Separator (inserts a page break into your survey)
(O Business data
(O Audience Targeting

Tip When choosing answer types, consider how you want to use the
collected data. You can easily compare responses to multiple-choice,
numerical-rating, and yes-or-no questions, while open-ended questions
are more difficult to compare. However, open-ended questions might
provide information you cannot get from other types of questions.

Email Support: ClientSupport@MailStreet.com



A Division of Apptix

3
M@llStreet

7 In the Additional Question Settings section, select the other options
that you want for the answer. The available options depend on the type
of answer you selected.

Note For information on enabling branching for a question, see the
following procedure.

8 To add more questions to the survey, click Next Question.

O After adding all the questions, click Finish to save the survey.

Enable Branching

Branching lets you simplify your surveys for your respondents by displaying
only questions that are relevant to each respondent. Questions that are not
relevant are not displayed. The relevance is determined by the respondent’s
answer to the preceding question.

For example, you might have the following questions in your survey:

1. Are you using Windows Vista™? (choices: Yes or No)
2. What version are you using? (choices: Beta or Released)
3. How much RAM does your computer have?

If a survey respondent’s answer to question 1 is “No,” question 2 becomes
irrelevant. Using branching, only respondents who choose “Yes” for
guestion 1 will be asked question 2. All others are taken directly to question
3.

Set Branching Logic for a Question

Branching is set on the question whose answer determines the relevance of
the subsequent questions. In the above example, branching would be set
on question 1.

MailStreet Live Support: 866-461-0851
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Create your survey. Then, on your site, on the left navigation menu,
click Surveys.

On the All Site Content page, under Surveys, click the survey name.

On the <Survey Name> page, on the Settings menu, click Survey
Settings.

Beta Trial Survey

This is a survey to poll the experience of beta testers during the installation and introductory usage

=i Respond to this Survey Actions ~ Settings + |

Add Questions
Survey Name: B Add an additional question to this
survey.

Survey Description:
. Survey Settings

*  Manag estions and settings for
this survey.

Time Created:

On the Customize <Survey Name=> page, in the Questions
section, click the question to set branching on.

On the Edit Question: <Survey Name=> page, in the Branching
logic section, on the Jump To list for the appropriate choice, click the
guestion to jump to when this answer is chosen by the survey
respondent.

Possible Choices  Jump To

XP | Mo Branching V|
Vista | How much RAM does yvour computer have? V|

When you have finished, click OK.

Email Support: ClientSupport@MailStreet.com
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Preview a Survey Send a Survey Link

After creating a survey, it is a good idea to preview it to confirm it looks and

operates as you intended. After confirming that your survey operates as intended, send the survey.

Rather than sending an e-mail message with a link to the home page of a
team site, you can send a URL that takes survey recipients directly to the

1 Onyour site, on the left navigation menu, click Surveys. survey.

1 On your site, on the left navigation menu, click Surveys.
2 On the All Site Content page, under Surveys, click the survey name.

7 On the All Site Content page, under Surveys, click the survey name.

3 On the <Survey Name> page, click Respond to this Survey.
3 Onthe <Survey Name> page, click Respond to this Survey.

Home = Test Sub Site Workspace
| Home | Test Sub Site Workspace
T/ Test Site = Beta Trial Survey —
- Test Site > Beta Trial Survey
| Beta Trial Survey 4 ;
Beta Trial Survey
View All Site Content This is a survey to poll the experience of betz
View All Site Content This is a survey to poll the experience of betz
Documents (=i Respond to this Survey ) Actions ~ Doc ts :
= Shared Documents — umen <. =i Respond to this Surve Actions ~
= Shared Documents
= Forms Survey Name: E

= Forms Survey Name: E

4 Preview the survey.
When the survey opens, copy the survey address in the browser

Address Bar.
5 When you have finished, click Back.

Create an e-mail message, and paste the survey address into the
message. Your respondents will be able to click the link to go directly to
the survey.

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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Tip When drafting the e-mail message to survey recipients, be sure to
include the following: 1) a concise description of what data the survey will
collect, 2) an explanation of how this data will be used, 3) how long the
survey will take to complete, and 4) whether the survey is anonymous.

View Results

When users respond to your survey, your site stores their responses. You
can then view individual survey responses or view a graphical summary

showing all responses.

View an Individual Survey Response

1 On your site, on the left navigation menu, click Surveys.

2 On the All Site Content page, under Surveys, click the survey

response you want to view.

3 On the <Survey Name> page, click |#ieme] retswsie
Show all responses. J

Workspace
Test Site > Beta Trial Survey

Beta Trial Surve

View All Site Content
Documents
= Shared Documents

= Forms

Pictures
Lists

= Calendar
= Tasks

Discussions

= Team Discussion

Surveus

This is & survey to poll the experie

= Respond to this Survey ¢

Survey Name:

Survey Description:

Time Created:

Number of Responses:

E Shgy hical summ
: = Show all responses >

4 In the View Response column, click the response you want to view.
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View a Graphical Summary of Survey Responses

1 On your site, on the left navigation menu, click Surveys.

2 On the All Site Content page, under Surveys, click the survey
response you want to view.

3 On the <Survey Name> page, click Show a graphical summary
of responses. An example of a graphical summary is shown below:

View All Site Content
Documents

= Shared Documents
= Forms

Pictures

Lists

= Calendar

= Tasks
Discussions

= Team Discussion
Surveys

= Beta Trial Survey
Sites

= Test Sub Site

= Workspace

People and Groups

2/ Recydle Bin

This is a survey to pall the experience of beta testers during the installation a1

=i Respond to this Survey Actions ~ Settings ~

1. When did you first try the installation?

9/12/2006

Total: 6

2. How long did it take you to install the software?
1to 5 minutes
1 (17%)

6 to 15 minutes

16 minutes to half an hour
175

more than half an hour but less than an hour

Email Support: ClientSupport@MailStreet.com
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About SharePoint Server 2007 Web Parts

Web Parts are content “containers” used to display information on your
site. Use Web Parts to arrange text, related links, calendars, images,

SharePoint Server 2007.

Topics in this guide include:

1 Click Site Actions, and then click

e Add a Web Part

e Delete a Web Part

e Display Content on Your Site

e Add Customized Content

* Modify the Appearance of Web Parts

Document Libraries, other Web pages, and more. This guide references

SharePoint How To’s / Web Parts | 1 of 6

? At the top of the zone in which you want to add the Web Part, click
Add a Web Part. In the Add Web Parts to [zone] dialog box,
select the check box of the Web Part you want to add—this example
uses the Image Web Part—and then click Add. The Image Web
Part is displayed in the zone.

| Add Web Parts - Webpage Dialog [

IT Productivity Team Site

/

Add a Web Part

Edit Page.

Site Actions ~
Create

Add a new library, lisk, ar web page to
this wehbsite,

Edit Page
Add, remove, or updake Web Parts on
this page,

Cilta Cabhinnc

———
MailStreet Live Support: 866-461-0851

é’)Add Web Parts

site on a web page

il Form Web Part
Use to connect simple form controls to other Web
Parts.

|&] 1mage web Part
Use to dis|ay pictures and photos.

0 (= Page Viewer Web Part
Use to display linked content, such as files, folders,
or Web pages. The linked content is isolated from
other content on the Web Part Page.

[ 22 Relevant Documents
Use this webpart to display documents that are
relevant to the current user.

O [EZl rReport Explorer
Use the Report Explorer to browse, view and -

Advanced Web Part gallery and options

l Add ] [ Cancel I

Tip Here’s another way to view the Web Parts list: In the Add Web
Parts to [zone] dialog box, click Advanced Web Part Gallery and
options. In the tool pane, click the Web Part collection called [your
team site name] Gallery. The Web Parts list is displayed alphabetically.
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In the edit menu of the Image Web Part, click Modify Shared
Web Part.

In the tool pane, under Image Link, enter the image URL or path,
and then click OK.

When you have finished, click Exit Edit Mode to return to the default
view.

Close a Web Part

When you close a Web Part, the Web Part is removed from the page.
You can restore closed Web Parts later, as needed.

1
2

3

Click Site Actions, and then click Edit Page.

Click the * in the title bar of the Web Part you want to close. The
Web Part is removed from the page.

When you have finished, click Exit Edit Mode to return to normal view.

Restore a Closed Web Part

1

To restore a closed Web Part to the
page, click Site Actions, and then
click Edit Page.

~ 41 Add Web Parts %

Browse w7

Select the collection you want to browse,

Closed web Parts {5 (3]

In any zone, click Add a Web Part. In Contaso Gallery (63)
the Add Web Parts to [zone] dialog i‘jl:'y\' ED;
box, click Advanced Web Part

gallery and options. The Web Part eblbartitist

you closed appears in the Closed =l | Content Editor Web Part

| Immage web Part
— ] shared Documents

Web Parts collection.

1to 3 (of 3)
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3 Drag the Web Part title from the list to the desired zone location.

Exit Edit Mode *

Right <1 Add Web Parts g
=L Add a web Part Browse T
Select the collection you want to browse,
Site Image Salié = | - Closed Wweb Parts (2}
Contoso Gallery (623
L'U Server Gallery (71
online Gallery (8}
Wlndows _
SharePoint Services web Part List
Image Web @ i=1E: Web Part
Links Sdlié = | & Jmﬂ Docurnents
o Team Status
o Developer Forum 1 & (ol &)

/4 When you have finished, click Exit Edit Mode to return to normal
view.

Delete a Web Part

When you delete a Web Part, the Web Part is permanently removed
from the page.

1 Click Site Actions, and then click Edit Page.

7 In the edit menu of the Web Part you want to delete, click Delete,
and then click OK.

3 When you have finished, click Exit Edit Mode to return to normal
view.

EE— —
MailStreet Live Support: 866-461-0851
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Move a Web Part
1 Click Site Actions, and then click Edit Page.

7 Drag the Web Part heading to the desired zone location.

3 When you have finished, click Exit Edit Mode to return to normal view.

Display Content on Your Site

With Web Parts, among other actions, you can add images to the home
page of your site, display data on a spreadsheet, and add content such as
custom formatted text. Three commonly used Web Parts are:

« Image Web Part: Displays an image such as a banner or logo on a
Web page.

e Content Editor Web Part: Displays text content on your site.

e Page Viewer Web Part: Displays a linked file, folder, or Web page.

Note There are many more Web Parts available in SharePoint Server
2007.

Display a Banner or Logo

Use the Image Web Part to add a banner or logo to the home page of your
site. You must first upload the image to a library.

1 Navigate to the document or picture Upload | =] actions = | Settings ~
library in which you want to store the 3 Upload Document
. . j Uplaad a dacurent From your
image. On the Upload menu, click computer to this lbrary. {

U @) load Document. 2 Upload Multiple Documents
%@ Upload mulkiple documnents Fram your

computer ko this library,

MailStreet Live Support: 866-461-0851
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2 On the Upload Document: [Document Library] page or the Add

Picture: [Picture Library] page, click Browse to find the image to
upload.

Select the file in the Choose N‘m ‘
1 1 1 ChDOoCshfiles\Doc_schedulenz txt Browsze..
I”e Wllndkovoka“Ck Open, and Upload Multiple Files...
en clic .

Overwrite existing files

—

In the left navigation menu (Quick Launch), click either Documents or
Pictures, depending on where the image is stored.

If the image is in a Document Library:

e Copy the address of the image by right-clicking the file name, and
then clicking Copy Shortcut. The shortcut is now copied to the
clipboard.

-OR-
If the image is in a Picture Library:

e Click the image thumbnail to view the full image. Copy the address
of the image by right-clicking the picture name, and then clicking
Copy Shortcut. The shortcut is now copied to the clipboard.

Note You will use the image address in step 9.

Go to the Home page, click Site Actions, and then click Edit Page.

"/ At the top of the zone in which you want the Image Web Part, click

Add a Web Part. In the Add Web Parts to [zorne] dialog box, scroll
down to the Miscellaneous section, select Image Web Part, and
then click Add.

Email Support: ClientSupport@MailStreet.com
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8 Inthe Image Web Part, click open the tool pane.

O In the Image area on the right, paste the address of the image, and

then click OK.

The image is displayed within the Image Web Part.

Add Customized Content

Use the Content Editor Web Part to display text content on your site. The

Content Editor also enables you to add images, links, or tables.

1 Go to the Home page, click Site Actions, and then click Edit Page.

2 At the top of the zone in which you want to display text, click Add a
Web Part. In the Add Web Parts to [zone] dialog box, scroll to the
Miscellaneous section, select the Content Editor Web Part check

box, and then click Add.

In the Content Editor Web Part,
click open the tool pane. In the
tool pane, click Rich Text Editor.

/4 Compose a message and apply text formatting, or insert a picture or

* ¢ Content Editor Web Part

Content Editor

Content Editor

To enter formatted text and
graphics, click Rich Text Editor.

[ Rich Text Editor... RJ

table. When you have finished, click OK.

In the tool pane, click OK. The text message is displayed within the

Content Editor Web Part.

MailStreet Live Support: 866-461-0851
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6 When you have finished, click Exit Edit Mode to return to normal view.

Display a Document or Spreadsheet

When you've uploaded your Microsofte Office Word 2007 document,
Microsofte Office Excel® 2007 spreadsheet, or Web page, use the Page
Viewer Web Part to display it. This Web Part can also be used to view a
Web site.

1 Open the document or spreadsheet and save it as a Web page.

2 On your site, click Documents, and then click the folder in your
Document Library where you will store the Web page you just created.

3 Click Upload and then click Upload Upload | »| actions »  settings +
Document. Click Browse, and find % Upload Document
. j Upload a document: fram your
your document. Click your computer ba this library, ‘{b

document, click Open, and then ? Upload Multiple Documents
CIiCk OK. Q Upload rmultiple documents Fram your

computer ba this library,

4 Copy the address of the file you uploaded by right-clicking the file
name, and then clicking Copy Shortcut. You will need this address in
step 9.

5 Go to the Home page, click Site Actions, and then click Edit Page.
6 At the top of the zone in which you want the Page Viewer Web Part,
click Add a Web Part. In the Add Web Parts to [zone] dialog box,

scroll to the Miscellaneous section, select the Page Viewer Web
Part check box, and then click Add.

7/ Inthe Page Viewer Web Part, click open the tool pane.
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g Inthe Page Viewer area on |4 Page ¥iewer Web Part x
the right, click Web Page. Page Viewer P
Paste the addreSS Of the Select whether you want to display a
document or spreadsheet, and T el o el 3263 I e (=
then click OK. The document or ® ot Pags
spreadsheet is displayed within O Falder
the Page Viewer Web Part. OFile

Link

Q When you have finished, click Exit b try,alink, type & LRL of peth.
Edit Mode to return to normal |http:/#sharepointsites/epeser] [
view.

Tip To move a Web Part to a different location on the page, drag the
Web Part title to that location.

Modify the Appearance of Web Parts

You can modify a Web Part title and size, as well as the view (changing the
displayed style, for example).

Modify a Web Part Title SR
List Yiews 2
) ) ¥ou can edit the current view or
1 Click the arrow to the right of the select anather visw,
Web Part title, and then click Modify Selected View
Shared Web Part.
Edit the current view
Toolbar Type
2 In the tool pane, click Appearance.
. . “ [ mppearance
3 Inthe Title box, enter the new title —
you want displayed on the Web Part, Today's Events (=
and then click OK. I S

MailStreet Live Support: 866-461-0851
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Delete a Web Part Title

A Web Part title is not required; in some cases, it may be beneficial to
have no title at all.

Click the arrow to the right of the Web Part title, and then click
Modify Shared Web Part.

2 In the tool pane, click Appearance.

3 In the Chrome Type menu, click None, and then click OK.

Modify a Web Part Size

Click the arrow to the right of the Web Part title, and then click
Modify Shared Web Part.

2 In the tool pane, click Appearance.

3 In the Height section, choose Yes, Height
and then enter the height you want. ﬁh-DTj'td?the web Fart have a fixed

To change the unit of measure, click F1an :
@ ves | SDD||P|ers b

the unit you prefer from the list.
O Ma, Adjust height to fit zone,

/ In the Width section, choose Yes, g _
and then enter the width you want. Should the Web Part have a fixed
To change the unit of measure, click @ves| 200 Fixels =

the unit you prefer from the list.
O Na. Adjust width to fit zone,

5 To set the Web Part to this new size, click OK.

Email Support: ClientSupport@MailStreet.com
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Apply a Web Part View =l Style

. . . . . . . In the Style section, select o
Use Views to modify the way the information contained in Web Parts is 4 Y Choose a styls Far this View  yjgy Style;

: : the style you want to Fram the list on the right.
displayed to site users. For example, you can add or delete columns from a di yiey . e

. isplay, and then click OK.
view or change the style.

Mewsletter, no lines A

Preview Pane

Custorn —
v
On the Announcements Web e e —— Default v
Part, click the arrow to the right of List Views "
the Web Part t|t|e, and then click You can edit the current view or select

anaother view.

Modify Shared Web Part.

Selected Yiew

<Current vigws= ¥

Al iterns

< Current view k
<SUMMmary Yiews

? In the Selected View list, click the
view you want, and then click OK.

Edit the Current Web Part View

1 On the Announcements Web Part, 4 Announcements X
click the arrow to the right of the Lt Tizms &
Web Part t|t|e, and then C“Ck You can e_dit the current view or select

another view.

Modify Shared Web Part.

Selected Yiew

. R R Edit the current view
2 Click Edit the current view. I

Toolbar Type

Mo Toolbar v

3 0On the Edit View: Announcements page, in the Columns section,
select the columns you want to display. Click the position from the left
in which you want the column to appear.

= Columns

Select or clear the check Display Column Name Position from Left
[t s e Gt e
R
i he crotodby
Modified
Attachments
F Content Type
Fl Created
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