Collaboration with SharePoint 3.0
Gini Courter, Partner, TRIAD Consulting
Session Description: 1:15-4:30 Collaboration with SharePoint 3.0 
More and more organizations are using Microsoft SharePoint to help departments and teams collaborate. Whether your organization is already using SharePoint or simply talking about using SharePoint, whether you’re just a user or in charge of administering one or more SharePoint sites, this half-day session is for you. 
SharePoint Site Tour

We’ll start with a tour of a SharePoint 3.0 site. A page on a SharePoint site is composed of web parts. Web parts can be used to display images, text, rich text, contents from other web sites….but most importantly, web parts can display live data from your SharePoint site.
The web parts on the next page show:

· announcements

· the site image (TRIAD Consulting’s logo),

· events

· two link lists: TRIAD sites and a general links list

Of these four lists, only the site image is static. All the other web parts retrieve data from lists in the SharePoint site. 
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Under the Hood

To access site settings, choose Site Actions > Site Settings to open the Site Settings page: 
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This page is one stop shopping for a site administrator. If you create or maintain a site, you’ll spend lots of time on this page:

· Setting permissions and adding users

· Setting the look and feel of the site

· Saving the site as a template so you can use it again

Understanding Libraries

SharePoint libraries are like shared network folders, but better. Windows has many limitations that we’ve learned to live with. One major limitation is the inability to easily store and retrieve metadata: data about our files. In Windows, you can store a filename, creation date, data modified, author, and a few other pieces of data. In SharePoint, you can store whatever metadata you require.   

For example, the document library shown on the next page has four custom fields that describe the documents contained in the library: 

· App (Excel, Word, etc)

· Office (version: 2003, 2007, both)

· DocType (how the document is used), and 

· Active (a yes/no field that indicates whether this document is current). 
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In Windows, most users would create nesting folders to organize these files: 

· Office 2003

· Excel

· Articles

· Demo files

· Overviews

· Sample files

· InfoPath

· Articles

· Demo files

· Overviews

· Sample files

· Office…

· PowerPoint…

· Word…

· Office 2007…. 
· Excel…

· InfoPath

· Office

· PowerPoint

· Word
In SharePoint, you never need to create folders to organize files. 

Synchronizing with Outlook

SharePoint includes three lists that synchronize with Outlook: Calendar, Contacts, and Tasks for use offline. The synchronization is read-only: the SharePoint Calendar, Contacts, and Tasks can only be edited in SharePoint. To add a SharePoint Calendar, Contacts, or Tasks list to your Outlook, display the list then choose Actions > Connect to Outlook. 
Understanding Permissions

With SharePoint 3.0 you can set permissions for the entire site, specific lists and libraries, and specific documents in the libraries. Here are the default permission types: 
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Designing SharePoint Sites 

Before you begin creating a SharePoint site, spend some time capturing and validating the requirements for the site. Requirements are the what, who, when, where, and why of your SharePoint site. 

Documenting Site Groups and Users
You assign permissions to groups then add individuals to the groups. Avoid assigning permissions to individuals – they make your site harder to maintain. Groups are created from the Site Settings page. You can easily create three groups:

· Visitors – read only access to site 

· Members – site contributors

· Site Owners – full rights to site 

Whoever creates the site is the default site owner, but you can grant full permissions to other users. 

You may need more complex permissions. For example, in one organization a site is shared by Engineers and Sales People. Each group is responsible for updating part of the site, but needs read-only permission to the rest of the site. This is solved by creating two groups: Engineers and Sales. If you need to create additional site groups, capture the requirements for the permissions in a table like this:

	Group
	Users like….
	Read only
	Contribute
	No permission

	Engineers
	Alicia, John…

	All sales 
	All engineering
	Management 

	Managers
	Carol, D’Shaun
	All sales 
All engineering
	Management
	

	Sales
	Brandon, Joan
	All engineering
	All sales
	Management


Create another table to document the users. Here’s a sample user table:

	Last
	First
	Email
	Groups
	Notes

	Courter
	Gini
	gcourter@triadconsulting.com
	Owner
	

	Jones
	Brandon
	Bjones@somewhere.com
	Sales
	


Creating Lists and Libraries

Content for your site is stored in lists (think Excel lists and Outlook folders) and libraries (think Windows folders). 
Lists
Before you create a list in SharePoint, see if a similar list is already included in SharePoint. Here are some of the lists you can use or modify:

· Events – synchronizes with Outlook Calendar

· Contacts – synchronizes with Outlook Contacts

· Tasks – synchronizes with Outlook Tasks

· Issue Tracking
· Project Tasks

· Survey

If you need to create a custom list, lay the list out in Excel; what works in Excel works in SharePoint. Most lists have two views: the standard view (as shown) and a datasheet view used for bulk editing. To switch to datasheet view, display the list then choose Actions > Edit in Datasheet. 
Publishing a List from Excel

You can import data from Excel to SharePoint or publish an Excel list directly to SharePoint. If the Excel data is in a range, first choose Data > List > Create List from the Excel menu to create the list. On the List toolbar, click the List menu drop down and choose Publish to launch the wizard. 
Libraries

If you’re moving data from an existing shared folder structure, analyze the folders to determine what custom columns you’ll need to create in your library. Whether the library is for new or existing data, interview key users to determine how they’ll want to view and retrieve data. 

Choose Site Actions > Create to create a new list, library, or web part: 
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To create a custom column in your library, select the library in the Quick Launch then choose Settings > Document Library Settings. The Settings page for a document library is shown on the next page of the handout. 
Creating Views
When you create a new library, two views are created by default: All Documents and Explorer View (like Windows Explorer). You can create new views that better meet the needs of the sites users. Views can include custom sorting, grouping, and filtering. You create a new view (and set the default view) on the Settings page for the document library. Choose a new view from the Views list in the upper right corner. 
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Adding Web Parts, Modifying the Site
To modify a page in the SharePoint site, navigate to the page then choose Site Actions > Edit Page. 

· To remove a web part from the page, simply click the X to close the web part. (Note: the web part still exists, it just isn’t displayed on the page.) 

· To delete a web part, click the drop down menu on the web part and choose Delete. 

· To add a web part, click the Add a Web Part link at the top of the zone. Choose the web part you want to add then click Add. Position the web part. 

· To modify a web part, click the drop down menu and choose Modify Web Part. Change the web part’s settings in the task pane. Click Apply to see your changes. Click OK to save and exit editing mode. 







Page 4 of 6

[image: image1.png]Sharepoint Team Site:

i sharepoint Team Site
Office BootCamp sharePont ste

Welcome Gini Courter * | @

% tabs for subsites.

View Al Site Content
Sites

= Office BootCamp
SharePaint Site

Documents

. = Shared Doauments:
Quick

Launch
bar

= WebParts.
= Mesting Notes:

= sanDiego
= adninpix

= TRIAD Vieb Stes.
Discussions.

= General Discussion

Surveys

= Microsoft Office User
Survey.

Announcements -
‘SharePoint 3.0 Unleashed ! rew 7725/2008 8: 1370 8 mIAD
by G Courter Irkil/al,
i il b demonstating SharePoint 3.0 3t aPre- 2t IAAP Internatonslon Saturday.

uly 26.
TRIAD Web Sites -

Office BootCamp A
by G Courter

See new site for Offce BootCamp - ww.offcebootcamp.com

s/22/2007
@ http:/fuw. triadconsuling.com

@ hittp:/fswn. officebootcamp.com

@ hitp:/fuw. officepowerhour.com
2 Add new announcement

Add newlnk
Events
s/annss: | ayss—pvot Tables e Gk v
= Vindons Sharspomt Services
7/26/2008 1:15PM o e
712912005 H00PM. 18P - eking, Mencing, Enhanc D nages e s cilorsion e oo e
7/29/2008 3:30PM  IAAP - Cool New Software 2008 I new web parts for
©Oh yeah, baby! Announcements, g dd new link
713072008500 A 48D il Offce 2007 Overiew s Events Links
Movng t Offce 20077 w.cficeponerhou. com ists, Ste image
7/30/2008 1:30PM  IAAP - Excel Tips and Tricks ! new
s bossaaasace
9/17/2008 1:00PM  Office PowerHour - Using PivotTables to Analyze Your Excel Data ! new
s offceponerhaur.com
9/19/2008 9:00 AM  OFFICE 2007 BOOTCAMP ! new
Regstraton Open Now - s offcebeotcanp.com
10/15/2008 1:00 PM Office PowerHour - Email Efficiency with Outiook and Word Mail Merge ! new
11/5/2008 1:00PM  Office PowerHour - Moving to Office 2007 ! new

weww offconowerhonr com




