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For Team Site Owner/Administrators 

 

Loyola has upgraded Microsoft SharePoint, the platform for Inside Loyola (the Portal) and Team Sites, from 2007 

to the latest version 2010.  There are several exciting new features available with this upgrade.  The newer 

ǾŜǊǎƛƻƴΣ {ƘŀǊŜtƻƛƴǘ нлмлΣ ƻŦŦŜǊǎ ōŜǘǘŜǊ ŎƻƳǇŀǘƛōƛƭƛǘȅ ǿƛǘƘ [ƻȅƻƭŀΩǎ ƻǘƘŜǊ ǎȅǎǘŜƳǎΣ ŀǎ ǿŜƭƭ ŀǎ ŀƴ ƛƳǇǊƻǾŜŘ ǳǎŜǊ 

interface.  Most operations are performed from the new Microsoft Office-like Ribbon, the calendar works more 

like Outlook, and Microsoft has introduced Co-Authoring, which allows multiple users to edit a document at the 

same time. 
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Ribbon Toolbar Overview  

¢ƘŜ ƴƻǊƳŀƭ ǾƛŜǿ ƻŦ ǘƘŜ ǘŜŀƳ ǎƛǘŜ ŘŀǎƘōƻŀǊŘ ǇŀƎŜ όƘƻƳŜύ ƻǊ ŀƴȅ ǿŜō ǇŀǊǘ ǇŀƎŜ ƛǎ ƛƴ ά.ǊƻǿǎŜέ ƳƻŘŜΦ  ¢ƘŜǊŜ ƛǎ 

no ribbon menu 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 page.  The Ribbon Taskbar may not show until 

you click on a tab, so it will look like there is no ribbon until you select either an item, web part or Ribbon tab.  

 

What is New & Noteworthy? 

¶ Most functions are performed through the 

ribbon: there are unique tabs for editing Lists, 

Libraries, Calendars and Web Part Pages 

¶ Better Calendar editing with drag & drop 

events, overlays & connecting to Outlook 

¶ Co-authoring of Shared Documents available 

¶ Upgraded Search feature enabling team site 

searching 

¶ Easier to use WYSIWYG editor for Content 

Editor Web Parts 

¶ Uses Microsoft Silverlight, a web-browser plug-

in, to improve the user interface by making it 

more graphical 

 

What is Unchanged? 

¶ The overall structure of SharePoint Team Sites:  

all data is still stored in lists and Libraries.  

Selected Lists & Libraries can be displayed on 

pages using Web Parts.  Lists & Libraries can be 

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 same 

way as before. 

¶ Existing Team Site Content and Structure are 

unchanged, only the way you make changes to 

your site and the look & feel are different 
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Table Terms: 

Dashboard Page ς Team Site 

άIƻƳŜǇŀƎŜέ  

WPP ς Web Part Page 

Detail Page ς Page for a single List or 

Library 

 

 

 

 

 

Ribbon Tab Descriptions and Options  
Tab Page  Sub-Tabs Purpose Example 
Browse ¶ Dashboard/ WPP 

¶ Detail Page 

 No functionality Browsing site only 

Page Dashboard/ WPP  Edit WPP, manage alerts Click Edit to make changes to 
Web Part Page 

Page Tools Dashboard/ WPP ς while in 
Edit mode & clicked in Web 
Part Zone 

Insert Insert / edit Web Parts Insert a Web Part 

Web Part Tools Dashboard/ WPP ς while in 
Edit mode & with Web Part 
selected 

Options Edit Web Part properties Edit Web Part View 

List Tools ¶ Dashboard with List Web 
Part selected 

¶ List Detail Page 

List Edit properties of list 
structure 

Create a View 

  Items Edit properties & content 
of selected list item(s)  

Edit the selected item 

Library Tools ¶ Dashboard with Library 
Web Part selected 

¶ List Detail Page 

Library Edit properties of library 
structure 

Edit permissions for member 
access to this library 

  Items Edit properties & content 
of selected library items 

Check out the selected document 

Calendar Tools Calendar Detail Page Calendar Change display 
day/week/month, 
properties, connect to 
other calendars 

Add this team site calendar to my 
Outlook calendar 

  Events Add, edit selected Event Add an Alert  
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Calendar Features 
The most significant new features in SharePoint 2010 are: 

¶ To add a new event, click +add or double click the date on the calendar, or select New Event from the 

Ribbon tab Calendar Tools- Events. 

¶ Edit an event by double clicking it, or selecting it (single click) and selecting Edit Event from the Ribbon 

tab Calendar Tools- Events. 

¶ Connect to Outlook on the Calendar Tools-Calendar Tab allows you add this SharePoint calendar to 

your Outlook Shared Calendars (under heading Other Calendars)Φ  LǘΩǎ ōŜǎǘ ǘƻ ǇŜǊŦƻǊƳ ǘƘƛǎ ƻǇŜǊŀǘƛƻƴ ƻƴ 

your own computer where you typically use Outlook, otherwise it will take much longer to execute this 

step.  
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¶ The Calendar Overlay feature gives 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. 

 

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 stored.  Team site members must have permission to 

read the added calendars in 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 the breadcrumb to be sure you know which site you 

are working in. 
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Shared Documents Library  
For the most part, Shared Document Libraries are 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 Tools, both the Document and Library tabs, is below.  In order to edit the 
preferences on 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 document in the list.  Single-click the document Name to open it to view 
or edit as always. 
 

 
 
  
 
 
 
 
 
 
 

View Format Group  

¶ Switch between Standard and Datasheet 
View 

Datasheet Group  

¶ Additional functions such as total # items 

Share & Track Group   

¶ E-mail a link opens Outlook to send a message to a user 

¶ Use Alert Me-Set Alerts on this Library to set alerts for yourself only or any other members 

¶ RSS ς Add an RSS Feed for frequent updates  
Connect & Export Group  

¶ Sync to SharePoint Workspace is a new feature that allows you to download Shared Library documents to 
your computer so you can edit offline.  The documents sync when you are back online. 

¶ Connect to Outlook is another way to edit documents while offline 

¶ Export to Excel to save the list to an Excel document 

¶ Open with Explorer allows you to view the library list in Windows Explorer 

Settings  

¶ Library Settings opens the Settings screen to manage setting such as 

permissions, columns, views & policy, which has not changed from the 

previous version. 

¶ Library Permissions Add, remove, change permissions for the library 

¶ Create and manage workflows to enable automation in the library 

Customize Library Group 

contains advanced operations 

that are not available to 

Team Site Owners 

 

Manage Views Group  

¶ Displays the Current View 

¶ Click the down arrow to show the dropdown to switch 
Views 

¶ Create or edit a View, create columns (metadata for 
organizing documents in Views) 
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Co-Authoring in a Document Library  
Shared Documents Libraries in existing Team Sites (created before June 2012) do not have the new Co-
Authoring feature but typically have the Check-out Required feature enabled. Check-out Required was the 
default setting for libraries in the earlier version of SharePoint (2007) which required members to Check-out a 
document in order to edit it. In the new version, newly created libraries will have Check-out Required disabled 
which automatically enables Co-Authoring. With this setting, while members do not have to Check-out a 
document to edit it, they may still do so.   All Team Sites created after this date will have Check-out optional set 
for the Shared Documents Library, so therefore, Co-Authoring enabled. Team Site Owners can change the library 
settings to enable Co-Authoring for older libraries. Instructions for converting your library are below the 
explanation of how Co-Authoring works.   
 
 
 

 


