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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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GCS SHAREPOINT

Getting Started:

Title of your SharePoint Site

Separate pages in GCS Coliaboration Home
your SharePoint \ﬁ GCS Collaboration Home

Wekome GCSUsar = | 8 yser jogin information
This Site: GC5 Collaboration H:[Zl

is displayed here.

ml Click the drop -down to

f View All Site Content
Documents

GCS Collaboration Home

change personal

Announcements M settings.
= Shared Documents — "
There are currently no active announcements. To add a new “
Lists announcement, dick “Add new announcement” below, n.j The Search Tool
Microsoft -
= Calendar & Add new anncuncement Windows allows you to search
The Quick Launch * Tasks SharePoint Services vour SharePoint site.
displays the tools you Discussions ¢ -

There are currently no upcm

O TE 2 EEET "Add new event” below,

have to navigate your
SharePoint site. You can Sites
add and customize People and Groups

additional items

[ Add new event

2] Recycle Bin

SharePoint comes with
the capability for you to
have Announcements
that users may view
every time they log in.

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

Connect 1o collab. gosnc. net

i

Connecting ko collab.gesnc.net.

[JRemember my password

4. Login: gcs-domain\ gcsuser name
5.  Password: you normal gcs -password
6. You can then begin uploading documents and collaboration on the site

External User Experience

1. External User Name is your email address.
2. The password will be provided by the Site Owner

Collaboration Sign In

User | |
Name:
|

Password:
CORemember me next time.

Forgot your password?
3. External user will be prompted to change their password

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

events, To add a new event, dick

Links
There are currently no
favorite links ta display. To

add a new link, dick "Add
new link” below,

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.

From: Your] Email

Sent: Monday, April 06, 2009 1:32 PM

To: Internal GCS User

Subject: Welcome to the SharePoint group: Site Members for site: Training for Project Managers

Welcome to the 'Site Members' SharePoint group. GCS_User has added you to the 'Site Members' group for this SharePoint site.
Group description: Use this group to give people Contribute permissions.

Welcome to SharePoint

As amember of this SharcPoint group. you can:

* Paticipate in the SharcPoint site at: YOUR SHAREPOINT SITE
* View the group home page ar YOUR GROUP SITE

What is a SharePoint site?
A SharePoint site is a Web site that provides a central storage and collab space for d ion, and ideas. A SharePoint site is a

tool for collaboration, just lie a telephone is a tool for communication, or a meeting is  tool for decision making. A SharePoint site helps groups of
people (whether work teams or social groups) share information and work together. For example, a SharePoint site can help you:

* Coordinate projects, calendars. and scheduiles.
* Discuss ideas and review documents or proposals
* Share information and keep in touch with other people.

SharePoint sites are dynamic and interactive -- members of the site can contribute their own ideas and content as well as comment on or contribute

to ofher people's

Update Your Security Profile

You have not set your password. Please do so now.

You are required to set your password reset question and answer. These are used to confirm your identity in case you lose your password. An
example question might be, "What was the name of your elementary school?” Choose your own password reset question and provide the answer.
As a security measure, you are also required to provide your current password.

Please enter the following personal profile infermation.

Password:

Hew Password:

Last Name:

First Name:

and a Password reset question.

C




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

3. Inthe 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

» Shared Documents

Lists ) N
4, Cl i OKd o
= Calendar -
® Tasks Upload Document: Shared Documents
Discussions Upload Dacument -
i i Browse to the document you intend to

® Team Discussion woad. ‘u‘ S )

pload tile Fes...

Overwrite existing files
Sites
People and Groups

& Recycle Bin

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

Document Library

mbers of your team.

View All Site Content 1. Click ®hnaredDoeuments 6 | i nk
Documents 2. Click d&pload bepotrtomr—mmmm

@

GCS Collaboration Home > Shared Documents

Shared Documents

View All Site Content
Documents

= Shared Documents
Lists

= Calendar

= Tasks
Discussions

= Team Discussion
Sites

People and Groups

2] Recycle Bin

| SharErdesgmaat with the team by adding it to this do

Mew '( Upload ~ ) Actions ~ Settings -
Type Mame

(2]  Configuration Thew

2] EcTs!mew

(2]  ECTsAdminPage ! new

Training for Project Managers > Shared Documents

Shared Documents

Site Actions ~

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

-

Note :
In order to edit a document it is
important that all  users are

working with the same version of

View All Site Content Share a document with the team by addingwﬁjnnmt-ﬁm o

Surveys New = uuuaclv/aematﬁngs - View: All Documents
* New Logo Type /Fbme/ Modified ) Modified By
Documents ﬁ/| MySite Orientation_5 ! Hew - | 462008 12:03 PM pfiggatt@triad. rr.com
= Shared Documents ] Mew Teacher Orientation T hEw 4/6/2009 3:47 PM Woody II, Kenneth
Lists @ Office 2007 Quick Start Guide_Final ! new 462005 3:47 PM Woody II, Kenneth

= Calendar \ ‘] Wwimba Orientation Trew 4/6/2009 3:48 PM Woody II, Kenneth

= Tasks Wimba Presenter Guide ! Mew 4/6/2005 3:43 PM Woody II, Kenneth
Discussions

= Team Discussion

Sites

People and Groups

&/ Recycle Bin

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

0Ched¢®ut 0.
Terms:

Upload : Copying documents from a local computer tot 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

) | Wimba Presenter Guide ! HEW

View Properties

Edit Properties

Manage Permissions

Edit in Microsoft Office Word
Delete

Send To 3
Chede Qut

Q@b XE&

Workflows

Alert Me

Microsoft Office.
Recommendation:

All Contributor s should use
Microsoft Office 2007.

NS

7
E \The drop down will allow you to  choosehow

you will interact with the Documents on the
SharePoint Site




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 o0Check

6] | Vinba Presenter Guide 1w = =
View Properbes X ToCheckOut 6 a document cl |.ck on the down ar checkoubh —«¢t
[‘ You may t heclsCaitl & ca p tt ih@n .0

Echit Proper e
Manage Permissons
Edit in Mecrogaft Office Werd

Delete L . "
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.

@ NE&U

microsoft Internet’Explorer P9

? : . . . - . .
Wy = a,;z;‘;wt_E_°;gj;:t§;;n_8_dm You will then geta Warning and be advised the file is going to the default draft location.

Fram:  collab.gesne. net

v Use my local drafts folder
0K I Cancel

Some files can harm your computer. If this information laoks
suspicious, o yau do not fully trust the source, do nat open the file.

The icon next to the document wi Eﬂ . By hovering the mouse over the green arrow

you can see ecked the document out.
Mew ~ Upload ~  Actions = Settings ~
1573 LEs No one can check out the document until checked in but the document  can be opened in a Read
@] MysSite Orientation gl
— only mode.
acher Orientation ! Hew
@ Office 2007 Quick Start Guide_Final ! new
) wimba Orientation ! vew
@] Wimba Presenter Guide 1w
My Documents
@ H9-0 )¢
D New Manage server information for the document
Check In
~ [% Make your ges available to other
L'/ Open people.
Discard Check Out X .
Hgm Delets the private coPand alow other To find the document you have checked out navi
people to make change! . ) ,
. P OMy SharePoint Drafts 0
ﬁ Save As L Read, delete, or restore previ
of the document.
o (@ e
ow all active workflow tasks curren .
assigned to you for the document. SharEPD"—It Dr‘-EIFtS
@ Prepare 4 Document Management Information
@ View related documents, links, tasks, and
people. \
E Send »
o fuen b After you have made your changes to t WeCheQtkedk
L} sewer | Document by navigating to the Server under the Office Orb and select the M icrosoft Office
] I L, . .
heckIn ¢ . Now users to the SharePoint Site can s
@ Waorkflows
I_T Close
|3 Word Options || X Exit Word |
An issue that is likely to come up is a user will check out a draft and forget to check it back in. I'f this happens please cont

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.

Actions = Settings ~

~—1 Connect to Outlook
K™ Synchronize items and make ther—
available offiine.

Select Connect to Outlook

7] | Exportto Spreadsheet Click Yes._to connect
Analyze items with a spreadsheet X ~
appiicatian, SharePoint with

Works with items in a Microsoft Office

ﬁ‘ Open with Access
% Access database.

| | View RSS Feed
& Syndicate items with an RSS reader.

@& Alert Me
;a Receive e-mail notifications when
items change.

Adding a Calendar Event 1. Enterthe eventi nformation 3.Cl i OKé6 0o
1. I i ck on 0Add ne Calandar: New Ttem "
Calendar = =
43/2009 9:00 AM  Session One Training ! HEw ——_e i s sl
Initial Training session for Project Managers. e
4/3/2003 1:00PM  Session Two Training ! Hew e — Bornien
Initial Training Session for Project Managers., o Tiome - — B wE
4/10/2009 9:00 AM Session Three Training ! Hew Description
Initial Training session for Project Managers
4/10/2009 1:00 PM Session Four Training | Hew
Initial Training Session for Project Managers.
d d All Day Event [T Makce this an all-day activity that doesn't start or end at 8 spaci
Warkspace [luse a wseting Workspace to orgarize ansndees, agepfs,
o . Cr o A iy
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.
Training for Project Managers > Calendar
Calendar Calendar
4f9/2008 9:00 AM  Session One Training ! HEw e |pEES e e e e —
Ir1itia| Training session 'FCIT ProjECt MEHEQEI’S. :ﬁ: ::; ;:: Expand Al Collapse All [T oay [7]week 3] Month
4/9/20094 1:00 PM  Session Two Training ! HEw ot Mov Dec Monday Tussday Wednesday Thursday Friday Saturday
Initial Training Session for Project Managers. Toeedor, orl 07, 2008 — o = = H B
4/10/2004 9:00 AM Session Three Training ! vew ;f:j'i‘““”'ﬁ”‘
Initial Training session for Project Managers + ewlogo
4/10/2009\1:00 PM Session Four Training ! HEw : ¢ 8 : & Se . "
Initial Training Session for Project Managers. Ty T
5 Add ; %ﬁi‘i‘;hm ‘?é”l’,‘ Four
new even g Toring
e
. 12 13 14 15 16 17 18
Click on Calendar * TeamDiasson
Stes
This will bring up the Calendar View in SharePoint People and Groups
. . . %] Recycle Bin
which will allow you to see all event s on your Project = 1 = = 2 = 2 =
Calendar. ‘
. B .
Click on the drop down arrow nextto Actiofis ‘ * ? ® 2 * : ‘

I Microsoft Office Outlook

Connect this SharePoint Calendar to Outlook?

ou should only connect lisks from sources you know and trust,
Training for Project Managers - Calendar

http: ficollab, gosnc, net/sitestraining/Lists/Calendar)

dar, click Advanced,

es J) i Mo I

To configure f

A Log In box will appear. Login

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.
0 ® @ — = z = 2 2 = Note : External Users using email
d client other than Outlook will not be
able to use this feature.
5 = = = = >







