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[image: image1.png]Home Documents and Lists Create Site Settings Contact BRHRA Help

P.0. Box 1202
Collinsuille, va 24078

Documents Announcements -
Shered Documents  ® Tile Bosy
BT SHRM HR flews I the links section on the right side you willfind a ink to SHRM Live
Gve Feed Feads pertaining o HR News
uists
State Council The State Council Information Site (http://sp.shrmva.org) has been
Officers. Information Site updated to reflect the Council members for 2005, PLEASE VISIT THE
Discussions STTE GFTEN T SEE STATE COUNCIL ANNOUNGEMENTS AND EVENTS!!
General Discussion & Add new announcement
surveys
Events =
AFFILIATEOF & Tt Bogin
BRHRA July Meeting Ines 7/12/2005 1200 P
@ Diversity Awsreness Seminsr 7/26/2005 5:30 M
8 Invitaion to State Council Mesting lnew 7/29/2005 5100 Am
§ Stragic HR Lesdership Serminar a/2/2005 8:30 am
o Add new event

SHRM Virginia State Counci

Links. v
= SHRM HR News Live Feed
= National SHRM

= State Council
Informational Site

= Virginia SHRM Chapters
@ Add new link

BRHRA Members Only v
URL

Secure Workspaces

@ Add new link

® Internet





Introduction
This handbook contains basic information for quick reference on the most commonly used items in Windows SharePoint Services. Further help is available from the navigation bars on each site and sub-site.

The Objective of the site is to provide a secure online workspace where the Blue Ridge Human Resources Association can: 
Publicly:
· Inform visitors of upcoming BRHRA Chapter events and announcements 
· Offer contact information

· Present Informational documents and links 

· Conduct surveys and discussions
Securely:
· conduct online meetings & discussion groups
· draft, edit, publish and store documents

· archive documents and reports from past meetings
· create alerts when a document, list, discussion, etc. has been added, changed or updated
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Site Navigation
At the top of each site you will see a navigation bar: 
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For the most part users will not be concerned with this bar; the exception being “Home”,
 “Contact BRHRA” and “Help”, the other headings are only usable by site administrators. Links to other pages, documents, links and lists within the site are available on the pages. You will notice when you pass your curser over a heading that is linked to another area it will in some way change to let the user know it is a link.
Libraries

About Libraries 

Libraries allow you to share files with site users. The kind of library you use depends upon the kind of files that you are sharing. To share a collection of digital pictures or graphics, use a picture library. If you need to store a group of XML-based business forms, use a form library. For most other file types including documents and spreadsheets, use a document library. 

A library displays a page that lists each file or folder and its properties, as well as a hyperlink to each file. The page includes commands for adding files and folders, sorting and filtering the list of files, switching to a different view of the library, and changing the design of the library. You can also create alerts so you are notified of any changes in the library or specific files within a library.

When you add or remove a file from a library, Microsoft Windows SharePoint Services updates all hyperlinks to it in your site. 
Document libraries

Document libraries are collections of files that you share with team members. For example, you can create a library of common documents for a project.

By default, your team Web site comes with a built-in document library named Shared Documents, which is listed on the Quick Launch bar as well as on the Documents and Lists page.

You can store any kind of file in a document library. However, there are some advantages to using document libraries in conjunction with client programs compatible with Windows SharePoint Services, such as Microsoft Office 2003:

· You can set up a template that automatically starts the appropriate program and formats documents consistently when team members create new documents in the document library. 

· You can open and modify your documents from within Windows SharePoint Services-compatible client programs as though the documents resided on any other network place or on your hard disk.

Create a document library

· On the top link bar, click Create. 

· On the Create Page page, click Document Library. 

· In the Name box, type a name for the list. The document library name is required.

· In the Description box, type a description of the purpose of the library. The description is optional.

· In the Navigation section, click Yes if you want a link to this list to appear on the Quick Launch bar. 

· In the Document Versions section, click Yes if you want a backup copy of a file to be created each time a file is checked into the library. 

· In the Document Template section, specify the type of file used as a template for new files in this document library. 

· Click Create. You can open the new document library by clicking Documents and Lists on the top link bar and then clicking the document library name in the Document Libraries section. If you chose to add the document library to the Quick Launch bar, you can also click the document library name there to open it.

Add a file to a document library

· Click the document library in which you want to add a document. 

· Click Upload Document. 

· On the Upload Document page, click Browse to find the file you want to add, and then click Open. 

· If you want this file to replace a file of the same name in the library, select the Overwrite existing file(s)? check box. 

· Click Save and Close. Note   To cancel the document addition, click Go back to document library.

Read, edit, or delete a file in a library

Click the name of the library that you want to open. 

Do one of the following:  

· View a file 

· On the page that displays the library, click the name of the file. 

· In the File Download dialog box, click Open.

· Edit a file 

· Note  To edit a file from within a document library, you must have a Microsoft Windows SharePoint Services-compatible program, such as Microsoft Office 2003, and Microsoft Internet Explorer 4.0 or later installed.

· On the page that displays the library, point to the file name to display a down arrow. 

· Click the down arrow to reveal a menu, and then click Edit in program to edit the file in the program that was used to create it. 

· Edit the file as desired, and then save and close the program.
· Edit information about a file
· On the page that displays the document library, in the row where the name of the file appears, point to the file, click the triangle on the bar that appears, and then click Edit Properties on the menu that appears. 

· Edit the information as desired, and then click Save and Close.

·  Delete a file

· Point to the file you want to delete, and a drop-down list box will appear. Click the drop-down arrow on the list box, and then click Delete on the menu that appears.

Picture Libraries

Picture libraries provide a simple way to share and organize digital pictures in a corporate server environment. For example, an organization could create a picture library for marketing graphics — providing a single location for team members to view, share, edit, and download corporate logos or other marketing material. 

Although pictures can be stored in other types of SharePoint lists, there are many advantages to using picture libraries. These advantages include viewing pictures with one of three unique display styles, sharing pictures using slide shows or by sending pictures directly to Microsoft Office 2003 programs, downloading pictures directly to a computer, and editing pictures with Windows SharePoint Services-compatible image editors, such as Microsoft Office Picture Manager. 

Create a picture library

1. On the top link bar, click Create. 

2. On the Create Page page, click Picture Library. 

3. In the Name box, type a name for the list. The document library name is required. 

4. In the Description box, type text that describes the purpose of the library. The description is 

optional

5. If you want a link to this list to appear on the Quick Launch bar, in the Navigation section, click Yes. 

6. If you want a backup copy of a file created each time it is checked into the library, in the Picture Versions section, click Yes. 

7. Click Create. 

Add one or more pictures to a picture library

Click the name of the picture library that you want to open. 

Do one of the following: 

Add a single picture
1. In the picture library, click Add Picture. 

2. On the Add Picture page, click Browse to find the picture you want to add, select the picture, and then click Open. 

a. If you do not want this file to replace any files with the same name in the picture library, clear the Overwrite existing file(s) box. 

b. If the picture library contains a picture with the same name as the one you are trying to add, you will need to rename the new picture before adding it to the picture library.

3. Click Save and Close.

Add multiple pictures
1. In the picture library, click Add Picture. 

2. On the Add Picture page, click Upload Multiple Files. 

A Microsoft Windows SharePoint Services-compatible image editor, such as Microsoft Office Picture Manager, will open in a new browser window.

3. Select all of the pictures you want to add. 

4. Do one of the following: 

a. To add pictures with their original size and settings, click Upload and Close. 

b. To add pictures with smaller file sizes that load faster on Web sites, in the Upload task pane, click Send pictures optimized for viewing on the Web, and then click Upload and Close.

5. To cancel the picture addition, click Cancel, and then click Go back to picture library name in the original browser window.

Workspaces
About Meeting Workspace sites

A Meeting Workspace site is a Web site for centralizing all the information and materials for one or more meetings. Before the meeting, use a workspace site to publish the agenda, attendees list, and documents you plan to discuss. During or after the meeting, use the workspace site to publish the meeting results and track tasks. Use meeting requests to invite people to the meeting. In the meeting request, include a hyperlink that goes to the workspace site where invitees can learn the details and see the materials.
· Note  If you are familiar with Microsoft Windows SharePoint Services Web sites, you will be familiar with a Meeting Workspace site. The Meeting Workspace site is a special type of SharePoint subsite under a parent SharePoint site. Help for the Meeting Workspace site as well as general Windows SharePoint Services Help is available from the workspace site.

About Document Workspaces

A Document Workspace site is a Microsoft Windows SharePoint Services site that is centered around one or more documents. Colleagues can easily work together on a document — either by working directly on the Document Workspace copy or by working on their own copy, which they can update periodically with changes that have been saved to the Document Workspace copy.

 Creation of Document Workspace sites
On a Windows SharePoint Services site, you can create a Document Workspace site either by going to the Create page or by clicking the arrow next to a document on a document library page and then clicking Create a Document Workspace.

When you create a Document Workspace site that's based on a document in a document library, the Document Workspace site carries the same name as the document on which it is based. The document is then stored in a separate document library in the new Document Workspace site. This document can be published back to its source location, in the original document library, from the Document Workspace site.

· Note  The ability to publish a document back to its original location is available only in a Document Workspace site created from a document that is already stored in a document library. This feature is not available in Document Workspace sites created by using the Create page on a Windows SharePoint Services site.

Alerts

About alerts

Alerts enable you to be notified by e-mail of any changes made to the content of your Web site. You can create alerts for lists and libraries, as well as for individual items and any files in them. When you create an alert for a list or library, you can specify the kinds of changes that you want to track. For example, you can have the server alert you when an item or file is added, modified, or deleted. Alerts for files and list items notify you when the file or item is updated or deleted. For documents in libraries, you can be notified when comments in Web Discussions have been added, deleted, or edited. 

You can specify how frequently you want to receive alerts. You can have them appear immediately or as daily or weekly summaries. When you no longer need to follow changes for the list, library, item, or file, you can delete your alerts at any time.

Important  
When you remove a user from a site after he or she has created alerts, you must manually delete any alerts that he or she has set up. This is also true for any lists or libraries where you change security settings to limit access. If a user has set up alerts for the list or library, he or she will continue to receive them after you change the security settings. It is important to delete these alerts to prevent unauthorized users from having access to site and user information.
Add an alert

Complete the steps in the sections below to add alerts for a list or library, or for a list item or file in a library.

Add an alert for a list or library
1. Go to the page that displays the list or library for which you want to add an alert. 

2. Under Actions, click Alert me. 

3. In the Send Alerts To section, confirm that the destination e-mail address is correct. 

4. In the Change Type section, specify whether you want to be notified when items have been added, changed, or deleted, or click All changes to be notified whenever any type of change occurs. 

5. In the Alert Frequency section, click the number that reflects how often you want to be notified of changes. 

6. Click OK.

View alerts

Complete the steps in the sections below to view your personal alerts or those set up by other users.

View my alerts
1. On the top link bar, click Site Settings. 

2. Under Manage My Information, click My alerts on this site.

View other users' alerts
Note you must have administrator rights to view other users' alerts.

1. On the top link bar, click Site Settings. 

2. Under Administration, click Go to Site Administration. 

3. Under Management and Statistics, click Manage user alerts. 

4. In the Display alerts for menu, click the name of the site user whose alerts you want to view and then click Update.

Important  When you remove a user from a site after he or she has create alerts, you must manually delete any alerts that he or she has set up. This is also true for any lists or libraries where you change security settings to limit access. If a user has set up alerts for the list or library, he or she will continue to receive them after you change the security settings. It is important to delete these alerts to prevent unauthorized users from having access to site and user information.
Delete an alert

Complete the steps in the following sections to delete a personal alert or to delete an alert for another user.

Delete a personal alert
1. On the top link bar, click Site Settings. 

2. Under Manage My Information, click My alerts on this site. 

3. Select the check box for the alert that you want to delete, and then click Delete Selected Alerts.

Delete another user's alert
Note  You must be a member of the Administrator site group to delete other users' alerts.

1. On the top link bar, click Site Settings. 

2. Under Administration , click Go to Site Administration. 

3. Under Management and Statistics click Manage user alerts. 

4. In the Display alerts for menu, click the name of the site user with an alert that you want to delete, and then click Update. 

5. Select the check boxes for the alerts that you want to delete, and then click Delete Selected Alerts.
Site Groups and Permissions

About site groups

· Microsoft Windows SharePoint Services uses site groups to manage security across a SharePoint site. Each user must be a member of at least one site group in order to view or access a SharePoint site. Each site group possesses corresponding rights. Rights are rules associated with the system as a whole, granted to local groups, global groups, and users. A right within Windows SharePoint Services may be actions that users can perform, such as Manage Lists. In addition, you can edit the rights assigned to a specific site group, create an additional site group, or delete an unused site group. You manage site groups in Windows SharePoint Services from SharePoint Central Administration or by using the command-line administration tool.
· Note  You can add user accounts to a SharePoint site without assigning them to a site group. For example, you can create the user accounts and then assign the users to site groups later. You can also remove a user from all site groups. When you remove a user from all site groups, the user has no access to the Web site.

· Windows SharePoint Services includes the following site groups by default:

· Guest — Has limited rights to view pages and specific page elements. Use this site group to give users access to a particular page, or list, without granting them rights to view the entire site. You cannot add users explicitly to the Guest site group; users who are given access to lists or document libraries by way of per-list permissions are automatically added to the Guest site group. You cannot customize or delete the Guest site group. 

· Reader — Has rights to view items and view pages. Readers can only view pages on a SharePoint site; they cannot add content.

· Contributor — Has Reader rights and rights to add, edit, and delete items, browse directories, manage personal views, add, remove, or update personal Web Parts, and create cross-site groups. Members of the Contributor site group cannot create lists or document libraries, but they can add content to existing lists and document libraries. 

· Web Designer — Has Contributor rights and rights to cancel check-out, manage lists, add and customize pages, define and apply themes and borders, and apply style sheets. Members of the Web Designer site group can modify the structure of the site and create lists or document libraries. 

· Administrator — Has all rights from other site groups and rights to manage site groups, manage list permissions, create SharePoint sites, and view usage analysis data. You cannot customize or delete the Administrator site group. In addition, there must always be at least one member of the Administrator site group. Members of the Administrator site group always have access to, or can grant themselves access to, any item in the Web site.

Add a user

· Add a user or group by using the Site Administration pages

· On the Web site you want to manage, click Site Settings. 
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· On the Site Settings page, in the Administration section, click Manage Users. 

· On the Manage Users page, click Add Users. 

· In the Step 1: Choose Users section specify the users that you would like to add, separated by semicolons. You can enter: 

· E-mail addresses (for example, someone@example.com) 

· In the Step 2: Choose Permissions section, select the site group to which you want to add the users, and then click Next. 

· In the Step 3: Confirm Users section, verify the e-mail addresses, user names, and display names. 

· In the Step 4: Send E-mail section, if you want to send an invitation, select Send the following e-mail to let these users know they've been added, and type the subject and body text information to send in the e-mail message. This will send an e-mail with a link to the site and a randomly generated password. *I have found it better to not send this e-mail but to assign a password to each user and keep it stored on an administrator only page then send a personal e-mail with the link and the username and password.
· Click Finish. 

Modify user account information…assign passwords, change passwords, change e-mail 
· From the home page for a SharePoint site, on the top link bar, click Site Settings. 

· On the Site Settings page, under Manage My Information, click View information about site users. 

· Click the user account you want to modify. 

· Click Edit User Information. 

· Specify the new user information for this account. 

· In the Display Name field, type the name of the user. This is the name that other site members see when this user contributes to the site; for example, when adding documents or participating in Web discussions. 

· In the E-mail Address field, type the e-mail address of the user. 

· In the Notes field, type any comments about this user account.

· To assign administrative rights for this site collection to this user, select Site collection administrator. 

· Click Save and Close.

· Note  The User Information page displays the account names of only those users who have used the site. To modify the account of a user who has not accessed the site, delete the account and then recreate it with the updated information.

Delete a user account 

Important  When you delete a user account, all personalizations the user has made are deleted as well.


      Use Site Administration to delete a user

· On the Web site you want to manage, click Site Settings. 

· On the Site Settings page, in the Administration section, click Manage Users. 

· On the Manage Users page, select the box next to the user or cross-site group you want to delete. 

· Click Remove Selected Users. 

· On the confirmation message that appears, click OK to remove the users.






