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Getting Started: The Microsoft SharePoint provides a way to securely work 

on documents within a collaborative environment. The SharePoint is a web -

based platform that can be customized and expanded over time. The intent 

of this session is to provide you th e tools to begin taking advantage of this 

very powerful tool with the understanding that there are many capabilities 

left for you to take advantage of in the future.   
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Separate pages in 

your SharePoint  

SharePoint comes with 

the capability for you to 

have Announcements 

that users may view 

every time  they log in.  

User login information 

is displayed here. 

Click the drop -down to 

change personal 

settings.  

The Quick Launch 

displays the tools you 

have to navigate your 

SharePoint site. You can 

add and customize 

additional items  

Title of your SharePoint Site  

External User Experience  

1. Exte rnal User Name is your  email address.  

2. The password will be provided by the Site Owner .               

 
3. External user will be prompted to change their password and a Password reset question.  

4. External User will click Update  to have access to your site.  

Internal User Experience  
1. Internal User receives an email . 

2. Clicks on the link  provided . 

3. You are prompted to log into the SharePoint Site    

 

4. Login: gcs-domain \ gcsuser name 

5. Password: you normal gcs -password 

6. You can then begin uploading documents and collaboration on the site . 

The Search Tool  

allows you to search 

your SharePoint site.  

Links  allows you to 

add links for easy 

navigation to site 

useful to your team.  

Calendar is where 

you can keep your 

team informed about 

events Important to 

the project.  
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Uploading Documents to a Document Library  

SharePoint makes it easy to transfer files from your computer to the SharePoint site in order that you may share them with me mbers of your team.  

1. Click on the òShared Documents ó link 

2. Click on the òUpload ó button 

3. In the Upload Document window, click the Browse  

button and select the file you want to include.   

Note : you can upload more than  one file at a time  

4. Click òOKõ 

 

Note : You may only upload 50 megabytes at a time. It is strongly recommended that file sizes be limited to no 

more than 50 megabytes due to the impact on home users.  

Note : 

In order to edit a document it is 

important that all users are 

working with the same version of 

Microsoft Office.  

Recommendation:  

All Contributor s should use 

Microsoft Office 2007.  

 

Document Library  

SharePoint Document Library  

This is the location of the Documents important to your Project. From here the 

documents can be viewed by clicking on the document or the document can be 

òChecked Outó. 

Terms:  

Upload : Copying documents from a local computer to t he SharePoint Server  

Check Out : Bringing a draft copy of a document to a local computer to be modified.  

Check In : Saving a modified document back to the SharePoint site  

The drop down will allow you to choose how 

you will interact with the Documents on the 

SharePoint Site  
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Checking Out Documents from a Document Library  

In order to ensure that a document is only being edited by one contributor at a time, it is recommended that you use the Docu ment òCheck Outó.  

 

 

 

To find the document you have checked out navigate to your òMy Documentsó for a folder titled 

òMy SharePoint Drafts ó 

 

  
 

 

After you have made your changes to the òChecked Outó Document you can then òCheck Inó the 

Document by navigating to the Server under the Office Orb and select the M icrosoft  Office 

òCheck In ó. Now users to the SharePoint Site can see the new version of the document. 

To òCheck Out ó a document click on the down arrow next to the document you wish to check out  

. You may then select the òCheck Out ó option. 

 

 

 

Note : Other s can still view the document but in Read only  and cannot make editing changes to 

document until it is checked back in.  

 

 

You will then get a Warning  and be advised the file is going to the default draft location.  

 

The icon next to the document will change . By hovering the mouse over the green arrow 

you can see who has checked the document out.  

 

No one can check out the document until checked in but the document can be opened in a Read 

only mode. 

 

An issue that is likely to come up is a user will check out a draft and forget to check it back in. If this happens please contact the òSite Owneró and 

they can release the document to make it available for checkout.   
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Calendar Events  
Calendar is where you can keep your team informed about events Important to the project.  

1. Click on òAdd new eventó 

 

Adding a Calendar Event  1. Enter the event i nformation  

 

3. Click òOKó 

 

Synchronizing a Calendar Event with Outlook  

From time to time you may wish to synchronize your project calendar wi th your Outlook Calendar or vice  versa. 

Click on the Calendar in SharePoint  

Click on Calendar  

This will bring up the Calendar View in SharePoint 

which will allow you to see all event s on your Project 

Calendar.  

Click on the drop down arrow  next to Actions  

Select Connect to Outlook  

Click Yes to connect 

SharePoint with Outlook  

 

A Log In  box will appear. Log in 

again and now you will see the 

Project and Your calendar side by 

side. You may move items from one 

calendar to the other and both 

calendars will remain in sync with 

each other.  

Note : External Users using email 

client other than Outlook will not be 

able to use this feature.  




