| nter mediate Applications of SharePoint

L1000 od 1 o] o TSP PSSRRO 1
SEIf-SErVICe St CrEALION.......ciiieieite ettt ettt bbb e st ne et e e e 2
Creating @ WED Part PAJE .......c..ooiiiieie ettt 4
Setting Up the DOCUMENTt LIDIary ........ccoiiiiiieieiic ettt 4
Creating @ WED Part PAgE ..o 4
Adding a RICh TeXt WED Part........c.ooiiiiiiecece et 6
Creating a Document Library to Link to the Web Part Page.........cccocvvvviveneiieneencce e 8
Navigating Back to the WEeb Part Page.........cccoeiieiieiiiiececie e 10
Adding a Web Part Linked t0 @ LIDIary.........ccoooiiiiiiiieesesee e e 11
Creating a Web Part to View Word and EXCel FIleS ........cccoovveiiiiiiieieceseee e 12
(=] (o] 17 USRS PR TR 14
Creating Links t0 Aid NaAVIQAtION........cceiiiieiieieeie et e e saeaneennees 16
Using Metadata to Organize DOCUMENTS ........c.oouiiieriiiie ettt st 19
Using Default Metadatal..........ccvvveiieiicie ettt enes 19
Adding a New Column and Embedding Metadata ............ccccooriiiieiinneniesie e 21
EXBICISE 2.ttt bbb bbb bbbttt bbbt 24
Adding Content Types to @ Library or LiSt........ccooiiiiiiiiiiiesi e 25
Setting Up Multiple CONtENT TYPES ....oivieiieiieiieiie e e e ste ettt sae e sreeaesneesneens 25
AdAING CONTENT TYPES .ttt sttt sttt esbe et e st e sbe et e eneesbeeneesnes 26
Changing the Default TEMPIALES ........cccveiieiiiieieee e 28
Deleting CONENT TYPES ...uviiiieieeiiesee ettt sttt et et esreebeeseesbeebeeneesbeebeenes 31
CUSTOMUZEM LISTS. ...ttt bbbttt bbb bbbt e e e 32
=] (o] 17 TSRO PR TR 38
Other Navigation Features and CUSTOMIZALIONS .........c.coviieiieereiie e 39
Editing the TOP LINK BAI ....cc.ooiiiieiiei ettt et 39
Editing the QUICK LaUNCN .......coviiieece e 41
YL B UK To TSP RSP OPRPRRTRN 43
Sharing Document Workspaces with Office (Word, Excel, POWerPoint) ........c.c.cceevvvvevvernennen, 46
=] (o] 17 RPN 53

Intermediate Applications of SharePoint 6/5/09

www.micros.umsl.edu



SharePoint and Office (ACCESS AN EXCEI) ....ocveeviiiiiiieiie e 54

WOTKING With ACCESS DALA .......ccvveieeiieiieiiieie et ste e e et e e e sreenaesreesreaneenreas 54
WOrKing With EXCEI DAta..........cceiiiiiiiiiiiee et 62
USING @ MEELING WOIKSPACE ... .ecvveteerieeiiesieeteeiiesteestessee e e e saesta e e sneestaenaeaneesaaenaesneessaenaeaneenneens 66
Creating a Meeting Workspace from a Calendar ENtry.........cccccoovvieieneninne e 66
Adding the Workspace to the Quick Launch Bar ..........ccccceviveieeieiieiece e 69
AJAING ATENUEES. ...ttt ettt e et e b e e sbe et e eneesbeetesnes 70
AdAING AGENTA ITEMS ...t b e e s e e sreenaesreesaeennenreas 71
Adding Documents to the DOCUMENt LIDIary........c.cccoviiiiiiiiieiiee e 72
ASSIgNING aNd TraCKiNG TaSKS......ccuveieiieiieie et se e e et e e sre e e e sreennenneas 72
AdAING CUSTOM LISTS ...ttt bbb b nr e e e enes 76
SEttiNG UP SEIES HBIMS.....oiiiie ettt este e e neesreeneeaneenneens 77
CreatiNg @ BlOg ... oottt bttt e e be e nreas 79
SEttiNG UP the BlOG. . .ceiieieiieee ettt ettt e e nreenaeaneenneens 79
Changing the WEICOME ATA.......ccuiiiiiiiiiie ettt st nae e 81
SEING UP CALEYOTIES ...e.vveieerieitieite et see e et e st e ste e e e te e e e staesteasaesseesteaseesseeaeaneesreeneeaseesseens 82
CreatiNg @ POST ... ettt ettt ettt st e b reenae e 84
N o] o] ()Y 0T @0 o1 (=T o] S SSRSSSRRSR 86
Using Wiki Libraries, Wiki Pages, and WikKi SIES..........ccceririiiiiiiiii e 87
Creating @ WIKI LIDIary .......oove ittt ne e 89
EdItiNg @ WIKI PAJE ..ottt bbbt enes 90
Creating LINKS 10 PAgES .. .civveieiieii ettt et esnaeaesneenraenaeaneenneens 91
Viewing and Managing WikKi PAgES ........ccuoiiiiiiiieiieiiie et 93
Creating New Wiki Pages from the View All Pages Link............cccoovevviiinivennsie e, 94
Managing Wiki Page VEISIONS ........ccoiiiiiiiiiiiie ettt st st 95
ViIeWing INCOMING LINKS ....cuiiiiiieie ettt e e e sreeneenes 96
Saving Your Site @S @ TemMPIALe.........ooviiiceceee e 97
Appendix A: Selecting and Applying MaSter PAgES.........ccoiiiiriririnieieieiese e 99
Appendix B: SOIULIONS 10 EXEICISES .....ccvviieiieieeie it et sttt ee e e b e e saeeeenrees 105

Intermediate Applications of SharePoint
www.micros.umsl.edu



