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For Team Site Ownefldministrators

INSIDE
LOYOLA

Loyola has upgradddicrosoft SharePoint, the platform for Inside Loyola (the Portal) dedm Sites, from 2007
to the latest version 2010Thereare several exciting new features availabi¢h this upgrade.The newer
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interface. Most operations are performed from the new Microsoft Offike Ribbon, the calendar works more
like Outlook, and Microsoft has introduced-Bathoring, which allows multiple usets edit a document at the

same time.
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Transitioning to SharePoint 2010

What is New & Nteworthy?

searching

Editor Web Parts

more graphical

1 Most functions are performed through the
ribbon: there are unique tabs for editing Lists,
Libraries, Calendaend Web Part Pages

9 Better Calendar editing with drag & drop
events, overlays & connecting to Outlook

1 Coauthoring of Shared Documents available

1 Upgraded Search feature enabling team site

9 Easier to use WYSIWYG editor for Content

1 Uses Microsoft Silverlight, a wedrowser plug
in, to improve the user interface by making it

What is Lhchanged?

1 The overall structure of SharePoint Team Site

all data is still stored in lists and Libraries.
Selected Lists & Libraries can be displayed o

pagesusing Web Parts. Lists & Libraries can pe

organized using Views.

Navigation: The Quick Launch Menu, global
navigation bar along the top.

All Site Content view of the site

Site Setting and List Settings operate the sani
way as before.

Existing Team Site @ent and Structure are
unchanged, only the way you make changes
your site and the look & feel are different

Team Site Dashboard Web Part Page-

Browse

insiDELOYOLA

Surveys

Sample Survey

Lists

Announcements

Mode

Calendar

test by wew
by Wiliam White

Discussions

Ribbon Toolbar Overview
¢CKS y2NXYIf OASs

27

New! Limit Search to this

—

e

(0]

Suzanne Monthie - Webmail Directory Help Sign Out [hs

Al Sites 7 ™

team site, all of InsideLoyola,

or Loyola users

Ilcome fo the SharePoint 2010 Training Course Team Site!

Browse Tab- no ribbon options
ment, References, Caption

iKS

From any Inside Loyola page: &
WebMail- Access your mail using
Outlock Web Access (OWA)
Directory- Open the Directory to search
for Loyola community members

Help- Basic info about Inside Loyola
Sign Out- Always remember to

m

Select Page tab to view Page logout/sign out when finished O o
Link Edit options
e \ P more information..
T -
Team Ste Exampies ——

672012 12:53 PM

@ Lynda Video Tutorials

GSFY aAriasS RIFakKo2FNR LI 3S

0K2

no ribbon nenu displayed while you are in Browse mode. There are several Ribbon Tabs which display based
your selection on the web part page or a List or Library detail p&ge.Ribbon Taskbar may not show until
you click onatab, so it will look like there is n@ibbon until you selecteither an item, web part or Ribbon tab

Technology Training Center
https://loyola.edu/training
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Team Site Dashboard Web Part Page-
Edit Mode

nsipELOYOLA Al Stes o

Click Tab Titles to
switch between Ribben

Suzanne Monthie -

B

op Editing Edit Make  Title Bar
o Properties » X Delet, Page. Homepage Properties
Edit manage (* Browse & Page Tabs Page Actions
ﬁ display on dashboard
= eb part page always Click in the Web Part Zone,

Site Actions & Navigate Up
display on all pages

outlined in blue, to display
the

Announcements

Add a Web Part Add a Web Part

Calendar

Links Content Editor Web Part Team Site Examples

Welcome to the SharePoint 2010 Training Course Team Site!

Tasks @ Tech Services

@ Win 7 Migration Project

Team Site Examples = Inside Loyola Help

Announcements

Discussions F g Tite & Add new link

Select the Web Part to display

— Anotner Test Anmeuncement the editing Tools,
Documents TestAnnouncement eg. List Tools, Web Part Tools Table Terms:
; - ) . " o Dashboard Page Team Site
Too many ribbon tabs?! Simplify the options when editing 3/28/2012 10:28 AM , ~ A,
list or library content or settings by first navigating to the 10/7/2011 11:38 AM al 2YSLI 3SE
Detail Page through the Quick Launch Menu on the right WPPC¢ Web Part Page
Detail Page, Page for a single List or
Library
Ribbon Tab Descriptions and Options
Tab Page SubTabs | Purpose Example
Browse 1 Dashboard/ WPP No functionality Browsing site only
1 Detail Page
Page Dashboard/ WPP Edit WPP, manage alerts | Click Edit to make changes to
Web Part Page
Page Tools Dashboard/ WPE while in Insert Insert / edit Web Parts Insert a Web Part
Edit mode & clicked in Web
Part Zone

Web Part Tools Dashboard/ WPE while in Options Edit Web Part properties | Edit Web Part View
Edit mode & with Web Part

selected
List Tools 1 Dashboard with List Wel List Editproperties of list Create a View
Part selected structure
1 List Detail Page
Items Edit properties & content | Edit the selected item
of selected list item(s)
Library Tools 1 Dashboard with Library | Library Edit properties of library Editpermissions for member
Web Part selected structure access to this library
M List Detail Page
Items Edit properties & content | Check out the selected documer
of selected library items
Calendar Tools Calendar Detail Page Calendar Change display Add this team site calendar to m|
day/week/month, Outlook calendar

properties, connect to
other calendars
Events Add, edit selected Event Add an Alert

Technology Training Center page3
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Calendar Features
The most significant new features in SharePoint 2010 are:

i To add a new event, clisladd or double click the date on the calendar, or seldetw Eventfrom the
Ribbon talCalendar ToolsEvents

Edit an event by double clicking it, or selecting it (single click) and sel&dingventrom the Ribbon
tab Calendar ToolsEvents

=

=

Connect to @tlook on the Calendar Tool&alendar Talallows youadd thisSharePointalendar to
your Outlook Shared Calendars (under heading Other Caleddars) L &t Q& ©0S&ad (2 LISNF2|
your own computer where you typically use Outlook, otherwise ittaide much longer to execute this
step.

Calendar Detail Page

| »

Suzanne Monthie -

All Sites [=]
INSIDELOYO LA See Ribbon inset below for

details of Calendar Tab
S I Event: {( Calendar |

:Iﬂ ) | Version History 11} .‘j 15}

o ? 235 Event Permissions .
MNew View  Edit Attach Alert Workflows Approve/Reject
Event~ Event Event X Delete Event File Me -

New Manage Actions Share & Track Worlkflows

4 mz 3 .
Home > Teams > Tech Training for SharePoint ¢y
Jan Feb Mar h
Apr May Jun
Jul Aug Sep
Oct Hov Dec

+) (+) May, 2012

.
|
: :
% Eie : - %
% ) Cld TI _ Tb Smlendar n Outotk

Use Calendar tab to switch

A a d CresteView  Curment View: \ (] Export to Excel ) -
display between day, week e ey OcrmteVin  CumenlVier DR P (] < B 3 4& g
. i [ Modify View « | Calendar = 2  ([&log h Access [
or month, like in Outlook Doy Week |Month Expand Collapse Celendars E-maila Alet RSS  Connectto it Web _ List
Al AT Ovelay Tl Creste Column link = Me. Feed  Outiook U . Settings
Scope Expand Manage Views Share & Track Connect & Export Customize List Settings

Technology Training Center page4
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Transitioning to SharePoint 2010
1 The Calendar Overlay featugéves the ability to combine several calendars into one master calendar
(with color coding). You can include SharePoint calendars, as well as Microsoft Exchange calendars.
Details about this feature are on the next page.

Calendar Week Display with Overlay

Calendar Tools

Site Actions ~ B Browse [N RaIEEY

ﬁl % % :ﬁ );;r::t;\f\:’le:v' Current View: : Q Q D o% (] Export to Excel Lj _{;‘} gv

Al
R d Open with Access

Calendar
Day |Week | Month Expand Ccllalpse Calendars E-maila Alert RSS Connect to Edit Form Web List
All Al Overlay  [oll] Create Column Link  Me- Feed Outlook List Parts « Settings
Scope Expand Manage Views Share & Track Connect & Export Customize List Settings
14 May, 2012 3
Home = Teams = Tech Training fer SharePoint [
S M T T F 5

« (%) May 20 - May 26 2012

13 14 1 16 17 18 18 20 Sunday 21 Monday 22 Tuesday 23 Wednesday 24 Thursday 25 Friday 26 Saturday
T A
20 21 22 (23 |24 25 26
27 28 29 W0 H
8
Today is Wednesday, May 23, o
2012 Consider member access to
9 Calendars in View ° Test Team Meeting (1 other team site calendars
o before adding them as
lendar N .
10 overlays for public view

Test Team Site Cal

i

Hame and Type
Type & name for this calendar, and sslect the type of calendar you want o store in the view Team Lunch
Calendar Overlay Seftings . -
Specfy cr:-w-mmrmy- for the rj-.:o;;- Sformation you selected. Sub-site Test Taam Site Calendar - ;‘:;:5‘ fECUEEmE)

To get this dialog [P s = E Name your Calendar Overlay

box from Calendar https://insideisatest.loyala.edu/teams/t i

Detail Page, Click | T— Copy the URL of the Team Site home,

Calendars in View " [Celendar = then click Resolve to autofill the
then New Calendar. = = dropdowns with possible calendars to add.

Resultis the
Calendar displayed 0
in the background ClisdoLSh L
o

To add a SharePoint calendar from another team site, you will need to enter the URL (copy it from the browser
address bar) of the team site home where the calendar is stofedmsite membersnusthave pemission to
read theadded calendaris order to see the events on the overlay

Clicking on an overlayed calendar item name will navigate you away from the current team site calendar and to
the edit screen for that item on its own team site. Check thealoeumb to be sure you know which site you
are working in.

Technology Training Center page5
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Shared Documents Library

For the most partShared Document Librariase structurally and functionally the same as before. For existing
libraries, there is no change except for the addition of the Ribbon menu for performing tasks. A brief summary
of the Ribbon Menu Library Too)doth theDocumentandLibrarytabs,is bdow. In orderto edit the

preferenceson any given document, you must first select it by clicking the checkbox that appears at the left of
the item as your cursor hovers over the documanthe list. Singleclick the document Name to opentd view

or edit as always.

Shared Documents Library

Library Tools-Library Tab
nsipELOYOLA - -
Library Tools
CICRITLERG - W Documents | Librery
=1 Show Task Pane — [y Modify View . Current View: A . |©] Connect to Outlook = F= ) I Z

) Show Totals YO il reste Cotumn | Al Doguments - Q 4 @ ) (] Export to Excel A > J __@ @ @]
uuuuuuuu Datasheet  New Create E-maila  Alert RSS  Syncto SharePoint Connectto Form Web New Quick | Library Library Worldlow
View | View Row Refresh Data few Navigate Up Current Page Link Me. Feed Workspace Office Open with Explorer Parts - e Step  |Settings Permissions [Settings

View Format Datasheet Manage Views Share & Track Connect & Export Customize Library Settings

Surveys Inside Loyola = Teams = Tech Training for SharePoint

Sample Survey [ Type Name Modified Modified By Information Type Meeting Date

Lists (] GEDCO 2/27/2012 1:50 PM Suzanne Monthie

Announcements [F] iPad 2/27/2012 1:50 FM Suzanne Monthie

e (0l Colleague Ul Web Communications 2/1/2012 2:54 PM Suzanne Monthie Supporting Documentation 2/7/2012

- J Intro to SharePoint for Administrators Class Guide 3/29/2012 3:29 PM Suzanne Monthie Training Materials
View Format Group Manage Views Group
1 Switch between Standard and Datasheet||  Displays the Current View
View 9 Click the down arrow to show the dropdown to switch
Datasheet Group Views
1 Additional functions such as total # items|| § Create or edit a View, create columns (metadata for
organizing documents in Views)

Email a linkopens Outlook to send a message to a user
UseAlert Me-Set Alertson this Library to set alerts for yourself only or any other members
RSS; Add an RSS Feed for frequent updates

= =4 A

1 Sync to SharePoint Workspa@za new feature that allows you to download Shared Library documents|to
your computer sgyou can edit offline. The documents sync when you are back online.

1 Connect to Outlooks another way to edit documents while offline

1 Export to Exceto save the list to an Excel document

1 Open with Exploremallows you to view the library list in Windowgdorer

Settings Customize Library Group

1 Library Settings opens the Settings screen to manage setting such as|| contains advanced operation
permissions, columns, views & policy, which hasamainged from the that are not available to
previous version. Team Site Owners

1 Library Permissions Add, remove, change permissions for the library
1 Create and manage workflows to enable automation in the library

Technology Training Center page6
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CoAuthoringin a Document Library

Shared Documents Libraries in existing Tedes $treated befordune2012) do not have the new €0

Authoring feature but typically have the Chemltt Required feature enabled. Chealdt Requiredvas the

default setting for libraries in the earlier version of SharePoint (2007) which required members tedDheack
document in order to edit it. In the new version, newly created libraries will have @hadRequired disabled
which automatically enales CeAuthoring. With this setting, while members do not have to Chaaka

document to edit it, they may still do so. All Team Sites created after this date will havedDhegitional set

for the Shared Documents Library, so therefore;ATthoringenabled. Team Site Owners can change the library
settings to enable GAuthoring for older libraries. Instructions for converting your library are below the
explanation of how Géuthoring works.

Technology Training Center page7
https://loyola.edu/training training@loyola.edu  x 5600




