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1.0 Managing the look and feel of your site
Designers are primarily responsible for the look and feel of a Fermipoint site, for designing and creating
pages, document libraries and lists that contributors can access and update.

2.0 Managing content across sites

2.1 Add site columns

Site columns can be re-used across sites and subsites when you create lists or document libraries in
these locations. There are built-in site columns that can be used with categories like core contacts and
calendar. Each of these categories have site columns such as start and end date, address etc. available
for your use or you can create new categories.

To add a site column:

1. Click the gear icon and select Site Settings.
2. On the Site Settings page in the Web Designer Galleries area, select Site Columns.

Web Designer Galleries

Site columns <€<——
Site content types

Master pages

Composed looks

3. From the Site Columns page that appears, click Create.

Site Settings - Site Columns o

d Sicreate Show Group: |All Groups
iing
Site Coumn Type Source
Base Columns
Append-Only Comments Multiple fines of text Kimberly Myles
E Categories Single line of text Kimberly Myles
End Date Date and Time Kimberly Myles
nts Language Choice Kimberly Myles
Start Date Date and Time Kimberly Myles
URL Hyperlink or Picture Kimberly Myles
Workflow Name Single line of text Kimberly Myles
Content Feedback
Number of Likes Number of Likes Kimberly Myles
Number of Ratings Number of Ratings Kimberly Myles
Rating (0-5) Rating (0-5) Kimberly Myles
Core Contact and Calendar Columns
Address Multiple lines of text Kimberly Myles
Anniversary Date and Time Kimberly Myles
Assistant's Name Single line of text Kimberly Myles
Assistant's Phone Single line of text Kimberly Myles
Rirthdav Nata and Tima Kimharhs Mulac



4. From the Create Column page that appears, fill out all required fields and click OK to create your
column.
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O Task Ouacama
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O summary Links cana

O ich ek data for putiisbing
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3.0 Working with Pages

Designers can create pages and add content to these pages in “Page Fields”. Page Fields are the
workable areas that content can be added to. Page Fields can contain rich text editors that enable
content authors to add and format text, tables, links and images and, depending on the page template
selected, they can also contain Web Part zones where Web Parts can be inserted. Pages are set up so
that content authors cannot make changes outside of the Page Fields.

3.1 Create a new page
1. Click the gear icon and select Add a page.
2. From the Add a page dialogue box that appears, name the page and click Create to create it.

Add a page

New page name:

Find it at https; /t 9




NOTE: To find your page, select Site Contents from the quick launch menu.
From the Site Contents page, click Site Pages and select the name of your page to access it.

Site Pages
12 items
Madified 2 minutes ago

3.2 Edita page
1. Click the gear icon and select Edit page or you can select the Edit link on the Top Links bar.

Newsfeed  Skyl S kmylesy X 2
) SHARE ¢ Folow L smic J o

2. Make your desired changes and click Save from the ribbon (or the Top Links bar) to save these
changes.

FermiPoint Newsfeed SkyDrive Sites [ TRANE o B2

=
BROWSE  PAGE rom»umx'r| INSERT ) SHARE Y rouov{( 5 SAVE h (=)

D Body ~ 13px v == ] <>, 8 -
E = Mo |
2 kmom B I U ax, X nasbceddt | A 5Bl ‘ = | & Iy select -
ed Paste ‘ ‘ © it
# v A- fe R, H'“"_'gl.‘ [>] Layout~ Source 5T, Convert to XHTML
Edit Clipboard Font Paragraph Styles Layout Markup

3.3 Change a page name
1. Click the Page tab.

BROWSE PAGE

2. Select the Edit properties button.

BROWSE PAGE FORMATTEXT  INSERT

— [[] Page History

& (8| &

&% Page Permissions

Save Check Out Edit Rename
- v Properties v | Page Delete Page
Edit Manage

3. From the Edit Properties page that appears, change the name of your page and click Save.

Name *
Home page 4= | .aspx

Open this Web Part Page in maintenance view to delete problem Web Parts and remove personal settings.
Open Web Part Page in maintenance view

Save | l Cancel




3.4 Change the layout of a page

1. Getinto edit mode. (Select Edit from the Top Links bar)

2. From the ribbon, select Text Layout and choose the format you want to apply (i.e. One column, Two
columns with header, Three columns etc.)

<> & %
{t [3 select

Text  Edit _
Layout~ Source 5, Convert to XHTML

One column

One column with sidebar

Two columns

Two columns with header

Two columns with header and footer

Three columns

Three columns with header

Three columns with header and
footer

3.5 Insert Content on your page

1. Navigate to the page that you want to add content to and insert your cursor in the area where you
want the content to appear.
Get into edit mode (Select Edit from the Top Links bar).

3. Click the Insert tab.

FermiPoint
BROWSE  PAGE | FORMATTEXT INSERT; _—

IR Aan 8 v

Table  Picture Video and Link U%Ioad App ‘Web Embed
- Audio v - ile Part Part Code

Tables Media Links Parts Embed

4. From the insert tab, click one of the following icons to add the content you want:
e Click the Picture icon and select where to download content from: From Computer; From
Address; or From SharePoint.
BROWSE PAGE FOI

g

Table  |Picture| Video and
Audio ~

Tables | From C it ‘
t
From Address

Home From sharePoint




e (Click the Table icon and select the number of rows and columns for your table by

highlighting the number of boxes.

FermiPoint
BROWSE  PAGE | FORMATTEXT ‘ INSERT

Hd=- @M 4

Table | Picture| Video an Link Upload Ap
- - Audi - File Pa

io v

_ [ Insert Table...
Insert Table

Links

Thisis a

e (Click the Video and Audio icon and select where to download content from: From
Computer; Embed; From SharePoint; From Address. (If you select Embed, a dialogue box
will appear where you can insert a script or an embed code and click Insert to embed it.)

6 &
Video and  Link
Audio ~ -

! From Computer '
Embed
From SharePoint

From Address

Click the Link icon and select where to download content from: From SharePoint; From

Address.
M
& O
Link  Upload
- File

. From SharePoint

‘ From Address
e (Click the App Part icon and select the App Part you want to add and click Add.

NOTE: An App Part can be a Web Part, a list, a library, a button on the ribbon. Essentially,
everything in SharePoint 2013 is an App.



BROWSE  PAGE | FORMATTERT | metsT O wust gy rouow @ B

Hlo@® @08 <

Table  Picture Video and  Link web  Emves
bt - R o e
T wesn oty tmbee

Parts About the part

- st Assets Categories
s ermbers 9,

Sconvmnly e e Use the Catigories st 1o defin the categones avalabie for discussian s pasts.

oiscussions st Bitask st

Bpocumerts st discussion

Eorap oft Lirary
Eiyorm Templates
@3 Test Blog
Dhcrcreed
Add part ta: Rich Content 3]

e (Click the Web Part icon and select the Web Part you want to add and click Add.

NOTE: A Web Part is an out-of-the-box feature Designers can add to a page to provide certain
functionality. Designers can add Web Parts such as a Calendar Web Part to display a calendar or
an Announcements list Web Part to show a list of announcements on a page.

FermiPoint Newsfeed SkyDrive Sites MUGIICRANE o SN

BROWSE  PAGE | FORMATTEXT | INSERT ) SHARE Yy Follow [ save [

BHLdH @n 8k«

Table  Picture Videoand  Link U%Ioad App | Web | Embed
- - Audio v - ile Part | Part | Code

Tables Media Links Parts’ ~ Embed

| Categories Parts About the part

(& Apps B LiiCategories DSite Assets Categories

8 Blog E=lcommunity Members i ?Srte PagEs Use the Categories list to define the categories available for
(3 Business Data ® Discussions List ¥/ Task list discussion list posts.

3 community EpDocuments 8® Test discussion

3 content Rollup EEDrop Off Library

3 Document Sets [fiForm Templates

[ Filters &7 Jim Test Blog

O3 Forms [v] [MMicroFeed

Upload a Web Part ¥ - >

Add part to Rich Content ]

s

e (Click the Upload File icon and select the file you want to add to the page and click OK.

FermiPoint
BROWSE  PAGE | FORMATTEXT | INSERT

E d & @n

Table  Picture Videoand  Link U%Iaad
- Audio ~ - ile

Tables Media Links

3.6 AddaYouTube video to a page

Before you add a YouTube video for the first time to your site, set up a new Site Assets library to store
this video. Once the Site Assets library is created and added to a site, you do not need to perform this
step again for that site.

Create a Site Assets Library

1. Navigate to the site you want to host a video on. Click the gear icon and select Site Contents.



2. From the Site Contents page that appears, click add an app.

Site Contents

ling Lists, Libraries, and other Apps & SITE WORKFLOWS ~ $¥ SETTINGS (& RECYCLE BIN (0)

Docid test
1item
Modified 4 days ago

s & add an app

o

MicroFeed OneNote library
2items 0 items

i Modified 4 weeks ago Modified 4 days ago
Site Pages Test tasks

0 items
Modified 3 weeks ago

<loifal

5 items
ﬁ Modified 3 days ago

3. Scroll down to the “Apps you can add” area and select Asset Library.

Apps you can add  Newest Name

EEE

External List Survey Asset Library
App Details App Details App Details

A3

Access App Report Library XMS List Template
App Details App Details App Details

Documents
4 items
Modified 4 days ago

Site Assets
3items
Modified 4 days ago

Data Connection Library
App Details

Test template
App Details

4. From the Adding Asset Library dialogue box that appears, name this library i.e. “Media Library”

and click Create.



Adding Asset Library %

Pick 2 name Name:

You can add this app muitipie times to your site. Give it a Media Library e I
unique name.

Advanced Options ’ Create ' ‘ Cancel ’

Add a YouTube video to your library

1. Navigate to YouTube and select the video you want to use.
2. Under the video, click Share.
3. Click Embed and copy the embed code.

Science at Work

fermilab - &5 vid
* ilal videos 22‘321
v D3 Subscribe ERERES ®295 @3
o’ Lke P About Share Addto e At R
Share thiz video Embed Email

frameborder="0" allowfullscreen></iframe

4. Navigate to your Media library on your site by clicking the Gear icon, selecting Site Contents and
then your new site assets library, in this example we named it “Media Library.”

Media Library

new!

0 items
Modified 1 minute ago

5. From the Media Library page that appears, click the Files tab.

FILES LIBRARY

6. Choose the New Document dropdown menu and select Video.

10



FermiPoi
BROWSE | FLES -

New Upload ~ New
Document . Document Folder D

| Image L
Upload an image.

Audio
\ Upload an audio file.

PN Video ‘
Upload of link to a video.

7. From the Media Library page that appears, select Provide code to embed a video from the web and
paste the code into the Paste code to embed a video from the web field and add a name for your
video and click OK.

Media Library

ing To create a new video, choose an option below:

O Upload a video from my computer

\ O Provide a link to a video

@ provide code to embed a video from the web

Type the name of your video:
> i Science at Work

Paste code to embed a video from the web:

<iframe width="560" height="315" src="//www.youtube.com/embed/IrrxNxDKtd8" frameborder="0"
—> | allowfullscreen> </iframe>|

[rower | [ ox | [ |

11



8. A page will display enabling you to update various fields including one to add the names of the
people in the video and a description field to add a summary of the video.

how Embed Lnk 2

9. Click Save to save your changes.
Add a YouTube video to a page

You can add video directly to a page by pasting the embed code for that video or you can save it to the
page from your new asset library (in this example it’s called the Media Library.)

To add a video to a wiki or Web Part page using an embed code:

1. Getinto page edit mode.
2. From the ribbon, click the Insert tab.
3. Click the down arrow on the Video and Audio button and select Embed.

12



BROWSE PAGE FORMAT TEXT INSERT

E o & <

Table Pi(tu?e Video and Link Upload App Web Embed
- - Audio ~ File Part Part Code

Tables M| From Computer  [NkS Parts Embed
Embed

Designer Trai| from SharePoint
Home | From Address Get started with your site

4. From the Embed popup window that appears, paste your embed code. A preview will appear in
the popup window.

Fermipoint

Newsfeed
BROWSE  PAGE | FORMATTEXT | INSERT |
) b ’ Eﬁ |
Eao# Q0 8
Table Pidure Videoand Link Upload App Web  Embed
- <€ Thddes T RIS B part
Tables Media Links Parts bt |
x
-~ Embed = |
Designer Training
s Paste some script or embed code below.
Notebook
<iframe width="560" height="315" src=" DKt =0
Dasikpents allowfullscreens </iframe >
Project Site : | [
Test
Testing
oot Insert Cancel

Site Contents

Science at Work

# EDITLINKS

Click Insert to insert this video on your page.

Click the Page tab and click Save to save the video to the page. Visitors can now click the arrow
on the video image to play the video.

13



BROWSE PAGE
Kimberly Myles Computing Subsites Blog Contributor testing Designer Training Project Site

l Video test

Designer Training

Home
Notebook
Documents
Project Site
Test
Testing
Recent

Site Contents

# EDIT LINKS

To add video to a wiki or Web Part page from an asset library:

1. Getinto page edit mode.
2. From the ribbon, click the Insert tab.
3. Click the down arrow on the Video and Audio button and select From SharePoint.

BROWSE PAGE FORMAT TEXT INSERT

g [ s <>

Table Picture Video and Link Upload App Web Embed
Audi File C

- - udio ~ Part Part Code
Tables M| From Computer nks Parts Embed
\m;mbed
Designer Tratrom SharePoint
Home | From Address Get started with your site

4. From the Select an Asset page that appears, click the image you want to include from your asset
library (in this example it’s titled the Media Library) and click Insert.

14



€« C 8 hitpsy//mypointfnalgov/f alfkmyle: tePages/Hs -
i Apps [ ServiceNow @ FermiPoint (] SharePoint Program... (@ hitp--fermipoint-de... [ SharePoint Support ...
x
Current Location: Media Library at https://mypoint fnal.gov/personal/kmyles/design/Media Library [ |
n fick to n
IENNEN]
4 Meeting Mindte
& No Procedure Science ot Work
4 P
3
i)
Location (URLy: I ey tes) »

Newsfeec Docy

5. Click Save to save changes to your page.

3.7 Make a page the homepage for a site
1. Navigate to the page you want to make the new homepage for your site.
2. Click the Page tab.
3. From the ribbon, click Make Homepage.

15



BROWSE  PAGE | FORMATTEXT INSERT
e § = [ Page History
& [ B C 8 5F|xa

&% Page Permissions 9|

Save Check Out Edit Rename E-maila Alert Po}pularity Make |Incoming
- - Properties»  Page Delete Page Link Me ~ rends Homepage| Links
Edit Manage Share & Track Page Actions

4. A ‘Message from webpage’ dialogue box appears warning you that if you make a new page your
home page, users will no longer be able to see the old home page. If you agree, click OK to make
this change.

Message from webpage

If you make this page the home page for this site, users will no longer
be able to see the old site home page. Do you want to set this page as
this site's home page?

[ ok ][ concel

3.8 Add lists and libraries to a page

You can display views of lists and libraries on a page so visitors can see important information without
having to click through multiple lists or libraries. You can display a list or library on a page by editing the
page and then adding the list or library App Part to the page.

1. On the page that you want to add the list (or library) to, click Edit.

BROWSE PAGE

2| [
Edit |Check Out

-

Edit

NOTE: If the Edit command is disabled or doesn’t appear, you may not have permission to edit the page.

2. From the ribbon, click the Insert tab and select App Part.

J IMSERT
M@ Es

Jpload | A Web
‘l)‘ile Pgrg Part

5 Parts

3. Select the App Part for the list or library you want to add and click Add.

16



4. From the ribbon, click Save to save your changes.

For more information, see the article Add, change, or delete a list or library on a page:
http://office.microsoft.com/en-us/office365-sharepoint-online-enterprise-help/add-change-or-delete-a-
list-or-library-on-a-page-HA102771941.aspx

3.9 Delete a page
1. Navigate to the page you want to delete and click the Page tab.

2. From the ribbon, select Delete Page.

BROWSE PAGE

Edit Check Out Edit Renam{
- - Properties v  Page x Delete Page

Edit Manage

[ Page History

&% Page Permissions

3. A ‘Message from webpage’ dialogue box will appear asking if you want to send the page to the
Recycle Bin. Click OK.

Message from webpage =]

@ Are you sure you want to send this page to the site Recycle Bin?

NOTE: The page will no longer appear in the Site Pages library.

3.10 Restoring a deleted page from the recycle bin
1. Select the gear icon and choose Site Contents.
2. From the upper right hand corner of the Site Content page, select the recycle bin.

SkyDrive ~ Sites kmylesv ¥ 2

) SHARE ¥y Follow [,

| Search this site - p!

@ SITE WORKFLOWS £ SETTINGS | & RECYCLE BIN (0)

3. Check the box next to the page you want to restore and click Restore Selection to restore it.
Kim's |est Page » Recycle Bin o

A\ Restore Selection | X Delete Selection

[ Tpe Name Original Location Created By Deletedd Size

@ Test page.aspx sandbox/kim/SitePages kmyles 1/3/2014 9:38 AM 7.7 KB

17
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3.11 Restoring an older version of a page
1. Navigate to the page you want to update and click the Page tab.
2. From the ribbon, select the Page History button.

BROWSE PAGE

> 0
= N

57“ &% Page Permissions
Edit Check Out Edit Rename
- - Properties~  Page X Delete Page
Edit Manage

3. From the Page History page that appears, select Version History.
Test page » Page History o

EPEdit ften | X Delete Item | 88Manage Permissions | B check outf| Slversion History [ & Workflows | @ Alert Me

This page does not shaw changes in Web Parts, images, or HTML formatting.
Modified at LL/26/2013 416 PM by 11 kmyles Deleted Added
Wiki Content

This is a test of working with a page.

4. Click the Modified date to get a dropdown menu that allows you to view, restore or delete (as
long as it’s not the current default version) that version of the page.

Versions saved for Test page.aspx o

Delete All Versions
T Mot by e Commerts
20 112672013 406 M bamyles 33k8

Wiki Contert  This i5 a test of
working with &
Ppage.

1 ey Amyles 13K

5. If you choose Restore, a ‘Message from webpage’ dialogue box will appear asking if you want to
replace the current version of the page with the selected version. Click OK to accept this update.

Message from webpage =1

@ You are about to replace the current version with the selected version.

6. If you choose to View the page, the page will appear. From the View tab, you can choose to
delete this version by clicking Delete Item Version or you can restore it by selecting Restore
Item Version.

e |f you choose to delete it, a ‘Message from webpage’ dialogue box will appear asking if you
want this version sent to the Recycle bin. If you do, click OK.

18



e |f you choose to Restore this version of the page, a ‘Message from webpage’ dialogue box

will appear asking if you want to replace the current version with the selected version. Click
OK to accept this change.

BROWSE VIEW

@) Version History | X Delete Item Version

Shared With € Restore Item Version
Edit

Ttem Delete Item
Manage Actions
Home
Name
Documents Test page
Recent
Drop Off Library

Task list

3.12 Running spell check on your page
To check the spelling on a page, perform the following:

1. Select the Page tab and click Edit (or select the Edit link from the Top Links bar).
BROWSE PAGE

Edit Check Out
- - Pro

Bm [0

FA#
2. From the ribbon, select Spelling.

ABC
Spelling

Speiling

A Spell Check text box will appear indicating if any spelling error(s) are found. The misspelled
word will be underlined in red.

19



Spell Check

1 spelling_error(s) found

What's your style? Your site. Your brand.

oK

Documents
@ new document or drag files here
v [ name

@5 test docids 3

n B Bluelogo for FPT %

3.13 How to add custom tiles to a page (Promoted Links)
Your site comes with an out-of-the-box set of tiles such as “Get started with Your site.” You can replace

these tiles with your own custom tile(s). First you will need to remove the existing tiles.
B Test subsite

Working on a
deadine?

s pretty quiet here. invite mare people to the site, or start a conversation.

To remove existing tiles:
1. Click Remove this right above the tiles.

Next, you will need to add a new “Promoted Links” list:

2. Click the gear icon and select Site Contents.
3. Select add an app.

& add an app

4. Choose the Promoted Links app.

20



Promoted Links
App Details

5. Add a name for your Promoted Links app in the Name field.

Adding Promoted Links s

Pick a name Name:
You can add this app multiple times to your site. Give it a | New Tilesl |
unique name,

Advanced Options Create H Cancel

6. From the Site Contents page, open the new list you created by clicking it.

7. From the New Tiles page that appears, click All Promoted Links link.

# Fel’m“ab Tii subsite le EDIT LINKS
ew llles

The list is empty. Add tiles from the All Promoted Links view

8. In the All Promoted Links view of the New Tiles page that appears, click new item.

# Fermilab Test subsite /' EDITLINKS
I\lew Tiles

@ 1Jor edit this list
Tiles  All Promated Links ==

¥ Ttle  BackgroundImagelocation  Description LinkLocation  Launch Behavior  Order

There are no items to show in this view of the "New Tiles" list

9. From the form that appears fill out the following:

e Atitle for your link.

e Add a Web address and description for your link’s background image (Upload and save an
image to your SharePoint Asset library and copy the link to this location and paste it in this
field.)

e Add a Web Address and description for a Link Location to point to.

e From the Launch Behavior dropdown menu, you can select from In page navigation; Dialog;
or New Tab.

e You can set the order your link(s) will appear in by entering a number in the Order field.
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Title * | |

Backaround Image Location Type the Web address: (Click here to test)
‘ http:// ‘
Type the description:

Description

Link Location * Type the Web address: {Click here to test)
http:// |

Type the description

In page navigation v
Orcler

Launch Behavior *

Save Cancel

10. Click Save to save your changes.
11. Navigate to the page you want to add the new links to and get into edit mode (click the Edit link
from the Top Link Bar). Click the Insert tab and select Web Part.

12. From the Parts area of the Web Part page that appears, choose New Tiles and click Add.
FermiPoint \ d kmylesw £ 2

BROWSE  PAGE [F MATTE ‘ NSERT

) SHARE v Follow CZsinc g save O

3 @ S <

Table  Picture Videoand Llink Upload App Web Embed
- - Audio + File Part

Pat  Code
Shbles | Meda. )Mok Fails Embed
Categories Parts About the part
Apps 2| Epocuments Documents
3 8log MMicroFeed
3 Business Data MNew Tiles
E3 community Epsite Assets

3 content Rollup
3 Document Sets
3 Filters
&3 Forms

Upload a Web Part ¥

@ site Pages

Add part to: Rich Content []

13. From the ribbon click Save.

Your new tile (link) will now appear on your page. If you click it, it will open to the link you added in the

form.
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It H Test subsite / i arch the ste -0
3¢ Fermilab ;
Test subsite

New Tiles

Newsfeed Document

Srpp— @ newc

Its pretty quiet here. Invite more people to the site. or start a conversation

4.0 Working with Lists

4.1 Create alist
1. Click the gear icon and choose Add an app from the dropdown menu.

Isnenanumstrator- &

FoLoW  Shared with..

Edit page

Add a page

Add an app

Site contents

Change the look

Site settings

Getting started

2. Choose from the list of available ‘List apps.” For example: Custom List, Tasks, Calendar etc.

-0 2

€& Fermilab

Site Contents » Your Apps

Decsmant ihey Fum iy A o Ly [

POPPIPIFF VPV IPFTOOPITF 00075000000

3. Choose a name for your new list and click Create to create it.
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4.2 Delete alist

Click the gear icon and select Site Contents.

Double click on the List you want to delete.

From the page that appears, select the List tab.

From the ribbon, select List Settings.

From the Settings page, in the Permissions and Management area, select Delete this list.

| est of tasks » Settings

vk W e

List Information

Name: Test of tasks

Web Address: https://sharepoint2013dev.fnal.gov/sandbox/kim/Lists/Test of tasks/Allltems.aspx
Description:

General Settings Permissions and Management Communications
o List name, description and navigation a RSS settings
2 Versioning settings @ Save list as template

o Advanced settings @ Permissions for this list

@ Validation settings 8 Worlflow Settings

@ Rating settings @ Generate file plan report

@ Audience targeting settings @ Enterprise Metadata and Keywords

@ Metadata navigation settings Seitings

. ' . @ Information management policy settings
8 Per-location view settings 9 L & g

@ Form settings
6. A ‘Message from webpage’ dialogue box will appear asking if you are sure you want to delete
the list and send it to the Recycle bin. Click OK.

4.3  Change the title for a list
1. Navigate to the list you want to update. (Gear icon, Site Contents, select the list.)
2. Select the List tab.

FermiPoint
PROWSE | TASKS | LIST

3. From the ribbon, select List settings.

g %
% ¢ .
List =

Settings

Settings

4. From the General Settings area of the Settings page, select List name, description and
navigation.
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General Settings

e

@ List name, description

8 Versioning settings

8 Advanced settings

8 Validation settings

@ Rating settings

o Audience targeting settings
8 Metadata navigation settings
8 Per-location view settings

8 Form settings

5. From the General Settings page that appears, update the Name field and click Save to save your
changes.

Settings » General Settings

Mame and Description

Name: I /

Task list

Description:

1] Display this list on the Quick Launch?

©Yes @ No

Save J\ Cancel

4.4 Create a custom list
1. Click the gearicon and choose Add an app from the dropdown menu.
2. Select the Custom List option.

Custom List
Popular built-in app

App Details

3. From the 'Adding Custom List’ form that appears, name your new list and click Create.

Adding Custom List X

Pick 2 name Name:

You can add this app multiple times to your site. Give it a ‘ RERER

unique name.

Advanced Options Create Cancel

NOTE: You will need to create new columns to build out your list.
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4.5 Add acolumn
1. Navigate to the list (or Library) you want to update.
2. Click the List (or Library) tab.
3. From the ribbon, click Create Column.

LIST l

ﬂ;v Modify View . Current View:

li] Create Column  All Tasks >
& :
' Navigate Up « Current Page

Manage Views

4. Fill out the form that appears and click OK to save your changes:
e Inthe Name and Type area, enter the name that you want for the column and add it to the
Column name box.
e Under ‘The type of information in this column is’ area, select the type of information you
want to appear in the column i.e. yes or no response, choice column number, hyperlink etc.

Create Column

Name and Type Column name:

Type a name for this column, and
select the type of information you
vaant to store in the column.

The type of information in this column is:

TN AN W D SVIN Y.

© Number (1, 10, 100)

© Currency (5, ¥, €

© Date and Time

Lookup (information already on this site)
© Yes/No (check box)

© Person or Group

@ Hyperlink or Picture

© Calculated (calculation based on other columns)
© Task Outcome

© External Data

© Managed Metadata

Additional Column Settings

Specity detailed options for the type
of information you selected.

Require that this column contains information:
© Yes @ No

Enforce unique values:

D Yes @ No

Maximum number of characters:

[2s5 |

Default value:

¥ Add to all content types

@ Column Validation
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4.6

Delete a column

Important: If you delete a column, you also delete any data in the column. Once you delete a column,
you cannot restore the column from the Recycle Bin.

1.
2.

Navigate to the list or library that you want to delete a column from.
From the ribbon, click the List (or Library) tab.

NOTE: The name of the tab may vary depending on the type of list or library. For example, if your list
is a calendar, the name of the tab is Calendar.

3.

From the ribbon, click List Settings (or Library Settings).
On the List Settings (or Library Settings) page, in the Columns section, click the name of the
column that you want to delete.

Columns

A column stores information abaut each item in the list. Because this lst allows multiple content types, some column settings, such as whether information is required or optional for a column,
y th

are naw spe: he cantent type of the item, The following columns are cunrently available in this lst:
Column idlick to e« Te Usedin
9% Complete Number Task
Assigned To Person or Group Task
completed Calculated (calculation based on other

columns)
Created Date and Time
Description Multiple lines of text Task
Due Date Date and Time Task
Maodified Date and Time
Predecessors Lookup Task
Priority Choice Task
Related Items Related Items Task
Start Date Date and Time Task
Task Name single line of text Task
Task status Choice Task
Created By Person or Group
Madified By Person or Group

© Create column
© Add from eisting site columns

2 Indexed columns

From the Edit Column page that appears, scroll to the bottom of the page and then click Delete.

Settings » Edit Colurnn o

Colmnmama:
Sl

Thatpecfinformstion nthe cobun
© Snglaiofrat
© Hukipe s o st
2 Choice nenuto choosa fiom)
® taaniTme

Dsscipton:

[T —————
Cves @ o

[ ——

C¥es @ o

CotsandTime Format

® DoeOn © Date &Time.

Dy ormat

© St @ Rty

etauk
® thore)
© Todky = e
o ____|
Emercne n 1DV fo
© Cakubtedvalue
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7. A ‘Message from webpage’ dialogue box will appear asking if you are sure you want to delete
the list and send it to the Recycle bin. Click OK.

Note: Lists and libraries contain required columns that can’t be deleted, such as the Title or Name. If the
column can’t be deleted, the Delete button is not available. If you can’t delete a column, but you don’t

want the column to appear in a view, you can remove it from the view. (See section 54.0 Working with
Views for more information...)

| Message from webpage

This column will be removed and all the data stored in the column will
be permanently deleted. If this column is currently being used by any
content types, it will be removed from those types. Are you sure you

want to delete this column?

4.7 Add asite column to a list or library

Navigate to the list (or library) that you want to add a site column to.
From the ribbon, click the List (or Library) tab.

From the ribbon, click List Settings (or Library Settings).

A w N e

o) Lo )

B Create column

9 Add from existing site columns /

9 Indexed columns

On the Settings page, in the Columns section, click Add from existing site columns.

5. On the Add Columns from Site Columns page that appears, in the Select Columns section, select

the group of site columns to choose from in the ‘Select site columns from’ drop-down list.

Settings » Add Columns trom Site Columns e

Optns

Select ste columns from:

[ Groups <

17|

Available ste columns:

‘Actual Work |
address

Aliases

Apawersary

Append-Only Comments.
Assistant's Name

Assstant's Phone

uthar.

Description

Pone

a4

Group: Document and Record Management Columins

¥ add 1o all content types.
9] Add to defauh view

Cancel

When you select a column group from the list, the available site columns appear in the Available site

columns list.

6. Select the site columns you want to add and click Add.
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Columns to add:

Available site columns:
Active

Append-Only Comments
Assistant's Name
Assistant's Phone
Author

Auto Update

< Remove

7. To add the column to the default view, which people on your site automatically see when they
first open a list (or library) make sure Add to default view is selected. Some lists such as the
Tasks list also have the option Add to all content types, which is selected by default. If you want
to add the column to all content types, make sure Add to all content types remains selected.

Options
Add to all content types
Add to default view

NOTE: Depending on the type list or library, there may be more settings in the Options section. Select

the additional options that you want.

8. Click OK.

4.8 Import a spreadsheet to create a list
NOTE: Before you import a spreadsheet, make sure that it doesn’t have blank columns, rows missing

data, missing headers or contains formulas.

Click the gear icon and choose Add an app from the dropdown menu.
Select the Import Spreadsheet App from the list of apps.

Import Spreadsheet
App Details

1.
2.

3. From the New form that appears:

e  Enter a name for your app (Try to keep names short and eliminate spaces.)

Site Contents » | lew

Hame , ﬁ

Desaription:

Fie Jocation
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e Click the Browse button to browse to your spreadsheet, select it and click Import to
import it.

NOTE: a dialogue box appears that asks how your range should be designated. Select Range of Cells and
then click your spreadsheet and highlight the desired cells.

4. Click the Import button to import your spreadsheet.

4.9 Overlay multiple calendars
1. Navigate to the calendar you want to update and select the Calendar tab.

FermiPoint

BROWSE CALENDAR

2. From the ribbon, click Calendar Overlay.

FermiPoint
BROWSE | EVENTS | CALENDAR

[ Day % -@

3 Week
(olIaPse Calendars
£ Month A | “Sveriay
Scope Expand

3. The Calendar Overlay Settings page appears. Click New Calendar to add a new calendar to
overlay.

Settings » Calendar Overlay Settings
s —

4. Select the Calendar Name for the new calendar and add information such as the color you want

to assign to it, the Web URL for the calendar list and the list type and click OK to save your
changes.

Repeat these steps until you have all the calendars you want to overlay added.

@ wmpanes o fOTONE

Settings » Calendar Overlay Settings o
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NOTE: SharePoint allows a maximum of 10 calendars per view in Calendar Overlay

5.0 Working with views
You can create a view of a list or library to see content in the order that you prefer by creating a
personal view or by sharing that view and making it available to all visitors to your site.

Read more about views in the following article: Create, change, or delete a view of a list or library:

http://office.microsoft.com/en-us/sharepoint-server-help/create-change-or-delete-a-view-of-a-list-or-
library-HA102774516.aspx

5.1 Create aview
1. Navigate to the list (or library) where you want to create a view, click the List (or Library) tab,

and then click Create View.
Create
View

2. Choose a view type, such as Standard View, Gantt View or a Custom View created in
SharePoint Designer.

Settings » View lype o

Choose a view tipe

" Datasheet View
View data in an editable spreadsheet format that is convenient for bulk editing
and quick customezation

on a Web page. You can choose from a list of display styles

mn Calendar View =
TR Vew o 5l ek or mortly calendar, X 30 ot e W o At a3 ol rpmseisionat o

Y Custom view m shareront Designer
BAY start SharePount Designer to create a new view for this list with capabilities
such as conditional formatting

3. From the Create View page that appears, fill out the following fields:
e In the View Name field, type the name for your view.
o Select Make this the default view if you want to make this the default view for the list
(or library).

NOTE: Only a public view can be the default view for a list or library.

e |nthe Audience section, under View Audience, select Create a Personal view or Create
a Public view.

e In the Columns section, select the columns that you want in the view and clear the
columns that you don’t want to appear. Next to the column numbers, select the order
that you want to columns to appear in the view.

4. Configure the other settings for your view, such as Sort and Filter, and click OK.
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5.2 Modify an existing view
Use the following steps to change a view, such as making it the default view, adding or removing
columns, and changing the sort order of items in the view.

1. From the list (or library) where you want to change a view, click the List (or Library) tab.
2. Select the view you want to change from the Current View drop-down list.

J LsT l

j [ Modify View . Current View:

[ Create Column  All Tasks -
7% NavigateUp  |Defautt
Manage Vil Al Tasks fes
|Public
Calendar
Completed L
| Gantt Chart
Late Tasks
My Tasks
Upcoming Ji
Other
5 | Configure Views for This Location |

3. Click Modify View.

NOTE: If Modify View is disabled, you don’t have the permissions to modify the current view. You
can, however, modify your personal views.

5.3 Delete a view

NOTE: If Delete is not an option, this may be the default view for a list or library. You must first modify
another view and make it the default.

1. Inthe list (or library) where you want to delete a view, click the List (or Library) tab.
Select the view you want to delete from Current View drop-down list.

J LsT l

j [ Modify View . Current View:

[ Create Column  All Tasks -
7% NavigateUp  |Defautt
Manage Vil all Tasks les
|Public
Calendar
Completed =
| Gantt Chart
Late Tasks
My Tasks
Upcoming i
Other

i | Configure Views for This Location |~

3. Click Modify View.
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LST

ﬂ'; Modify View  Current View:

| Modify View <—

R ‘ Modify in SharePoint Designer (Advanced)
L

Manage Views Tags
4. In the top area of the view, click Delete.

Settings » Edit View o /

Delete or Cancel ‘_

View Name:

Web address of this view.
hitps://sharepoint201 3dev fnal gov/sandbox kim/Lists Task st

| completed

[ZIMake this the default view
(Applies to public views only)

5. A ‘Message from webpage’ dialogue box will appear asking if you are sure you want to delete
this view. Click OK.

6.0 Create a document library

6.1 Create a Library (Document, asset, picture etc.)

A SharePoint library allows contributors to create, store, update, and collaborate on files with team
members. Each type of library — document, picture, form, wiki page, asset, report, record, data
connections, and slide — displays a list of files and key information about the files, such as who was the
last person to modify the file, which helps contributors to use the files to work together.

Types of Libraries available:

Asset library:  To share and manage digital media assets, such as image, audio and video files, use an
asset library. An asset library makes it easier for users to discover and reuse digital media files that
others have already created, such as logos and corporate images. An asset library also provides content
types with properties and views for managing and browsing media assets, such as thumbnails and
metadata keywords. For example, you may want to manage and store branded images and reusable
content fragments from applications so they are available throughout your enterprise and consistently
used.

Data Connections library:  To simplify the maintenance and management of data connections, use a
data connection library. A data connection library is a centralized place to store Office Data Connection
(ODC) files. Each of these files (.odc) contains information about how to locate, log on, query, and access
an external data source. Centralizing ODC files in a data connection library also makes it possible to
share, manage, and search data connection files from within a SharePoint site, and helps ensure that
business data and reports, especially spreadsheets, maintain a consistent set of values and formula
results as "one version of the truth".
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Document library:  For many file types, including documents and spreadsheets, use a document
library. You can store other kinds of files in a document library, although some file types are blocked for
security reasons. When you work with programs that are not blocked, you can create those files from
the library. For example, your marketing team may have its own document library for planning
materials, news releases, and publications.

Form library: If you need to manage a group of XML-based business forms, use a form library. For
example, your organization may want to use a form library for expense reports. Setting up a form library
requires an XML editor or XML form design program, such as Microsoft InfoPath. The form that people
fill out is just an .xml file that contains the data (and only the data) that was entered into the form, such
as the expense date and the amount. Everything else that makes up the expense report is provided by
the form template. After people fill out forms, you can merge the form data or export it for analysis.

Picture library: To share a collection of digital pictures or graphics, use a picture library. Although
pictures can be stored in other types of SharePoint libraries, picture libraries have several advantages.
For example, from a picture library you can view pictures in a slide show, download pictures to your
computer, and edit pictures with compatible graphics programs, such as Microsoft Paint. Consider
creating a picture library if you want to store pictures of team events or product launches. You can also
link to pictures in your library from elsewhere on your site, such as from wikis, and blogs.

Record library: To keep a central repository for storing and managing your organization's records or
important business documents, use a record library. For example, your organization may need to adhere
to compliance regulations which require an organized process for managing pertinent documents. A
Records Center site can contain a number of record libraries for storing different types of records. For
each library you can set policies that determine what records to store, how to route and manage the
documents, and how long these records must be retained.

Report library:  To simplify the creation, management and delivery of web pages, documents and key
performance indicators (KPI) of metrics and goals, use a report library. The report library is a central
place where you can create and save reports, such as Excel workbooks, and dashboard pages. When you
publish an Excel workbook to a reports library, it is single-click enabled to open in browser view, which is
a convenient way to see the workbook without adding it to a Web Parts page.

Wiki Page Library: To create a collection of connected wiki pages, use a wiki page library. A wiki
enables multiple people to gather information in a format that is easy to create and modify. You can also
add wiki pages that contain pictures, tables, hyperlinks, and internal links, to your library. For example, if
your team creates a wiki site for a project, the site can store tips and tricks in a series of pages that
connect to each other.

To create a library:

1. Click the gear icon and choose Add an app from the dropdown menu.
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I Site Administrator + | ¥

Foucw  shared with...

icsite | Editpage
Add a page

Add an app

Site contents

Change the look

Site settings

Getting started

2. Choose from the list of available “Library apps.”
Choose a name for your new list and click Create to create it.

6.2 Edita library title
1. Navigate to the library you want to update the title for and select the Library tab.
From the Ribbon, select the Library settings button.
From the Settings page that appears in the General Settings area, click List name, description

and navigation.

General Settings

8 Versioning settings

8 Advanced settings
8 Validation settings

8 Column default value settings
@ Rating settings

@ Audience targeting settings

@ Metadata navigation settings
@ Per-location view settings

8 Form settings

4. From the General Settings page that appears, update the Name field and click Save to save your

changes.

Settings » General Settings

Hame and Description

Name:
Documents ]

itth y
e test that will help site
= this document

Description:

[ Display this document library on the Quick Launch?
@ves ©No

e | [ ]

36



6.3 Delete a document library

1. Navigate to the library you want to delete and select the Library tab.

2. From the Ribbon, select the Library settings button.

3. From the Settings page in the Permissions and Management area, select Delete this library.

Permissions and Management

5 Delete this document library /

@ Save document library as template

o Permissions for this document library

@ Manage files which have no checked in version
a Workflow Settings

o Generate file plan repart

8 Enterprise Metadata and Keywords Settings

@ Information management policy settings

4. A ‘Message from webpage’ dialogue box will appear asking if you are sure you want to delete
this document library. Click OK.

6.4 Create a site column

Site columns are fields that can be re-used across sites and sub-sites when you create lists or libraries.
There is an extensive list of out-of-the-box built-in site columns that can be used by contributors to
create and manage their content. (l.e. Base columns, core contact and calendar...)

Navigate to the site you want to add a site column to.

Click the gear icon and choose Site Settings from the dropdown menu.

From the Web Designer Galleries area, select Site Columns.

From the Site Columns page that appears, click Create to create a new site column.

vk wn e

In the form that appears, add the following:
e A name for your column in the Column Name field and select a Column type.
e Select an existing group or create a new site column group.

3-10—6.4.1 Create a managed metadata column-ferterms- ~ { Formatted: Normal

A managed metadata column allows users to tag their documents with terms describing the

the documents. These terms are managed in a central term store in SharePoint and shared across all

sites. There are fivetwo sets of terms: Functions and; Projects;Experiments; Seientific Topies,and

to more easily discover content on subjects that interest them and can be used to organize content.

Most document libraries should include at least one managed metadata column for functions. To create

a managed metadata site column:

1. You may create a managed metadata column as a site column that is reusable

across sites and subsites by following the steps above, or you may create it for

one library by going to your document library, choosing the Library tab,

choosing Library Settings, and choosing Create Column.
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NOTE: The latter may be the better option if you want to give the
default value for that library.

2. After creating a new site column and naming the column, select Managed
Metadata as the type.

Organization > Office of the CIO > Core Computing Division > SharePoint Program > SharePoint Governance > Taxonomy

Taxonomy Taxonomy Search # EDIT LINKS

Settings » Create Column o

Mame and Type
w Column name:

Type a name for this column, and select |
the type of information you want to
store in the column. The type of information in this column is:

@ Single line of text

@ Multiple lines of text

() Choice (menu to choose from)

@ Number (1, 1.0, 100)

@ Currency (3, ¥ £€)

@ Date and Time

(@ Lockup (information already on this site)

@ Yes/MNo (check box)

@ Person or Group

@ Hyperlink or Picture

(@ Calculated (calculation based on other columns)
@) External Data

@ Managed Metadata

Earlier versions of client programs might not support this type of column.
Adding this column might block those programs from saving documents to this
library.

3. In Additional Column Settings, choose whether you want to require users to

enter information into this column.

Additional Column Settings -
Description:

Specify detailed options for the type of
information you selected.

Require that this column contains information:
@ Yes @ No

Enforce unique values:
@ Yes @ No

[¥] Add to default view
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4. In Multiple Value Field, choose whether you want to allow multiple values in

the column.

Multiple Value field )
P [ Allow multiple values

Specify whether the column will allow
more than one valug

Note: allowing multiple values will
prevent sorting in list views.

Display format Display Value:

@ Display term label in the field
(@) Display the entire path to the term in the field

The value selected from the term set
can be displayed either as a single
value or with the full hierarchical path.

Example:

Single value - City

Full hierarchical path - Location,
Continent, Countryy/Region, City

5. In Term Set Settings, select the term set from which you want users to select
values. UneollapseExpand Managed Metadata Service, expanduncetapse
choose one of the term sets by clicking on it to highlight it. You may also select a
portion of a term set by uneeHapsingexpanding the term set and choosing a
and all the terms nested underneath it will be available to your users.
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Term 5et Settings

Use a managed term set:

Ent t ted b - . .
TTIEr OGNS OF MAre 1erms, separated By Find term sets that include the following terms.

semicolons, and select Find to filter the
options to enly include those which | | =
contain the desired values.

After finding the term set that contains “ {é' Managed Metadata Service

the list of values to display options for 4[5 Femilab terms
this column, click on a term to select
the first level of the hierarchy to show
in the column. All levels below the term [ e‘_'} Projects
you select will be seen when users
choose a value.

[ 5 People
[+ 5 Search Dictionaries

I [l Site Collection - fermipoint fnal gov-organization

() Customize your term set:

A custom term set will be available to other users in the site collection
however its terms will not be offered as suggestions in Enterprise Keywords
columns.

Description

Edit Using Term Set Manager

Allow Fill-in Allow 'Fill-in’ choices:

Select whether users will be permitted © Yes @ No
to add values to the term set. (Only - -
open term sets will allow 'Fill-in'}

3.41——In Default Value, you may select a default value for the column. (This is
for example, all the documents in that library will relate to the same function or

the same project. Users may modify or change the default value.)

Defautt Value Default value:

Enter the default value for the column | [
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6.5 Add a Site Column to a document library
1. From the Library you want to update, click the Library tab and from the ribbon select Library
Settings.
From the Library settings page select Add from existing site columns.
Select Group to view site columns of the group.
4. Click Add to select a column and then click OK to add that column to your document library.

6.6 Change the existing column type of a library
You can change the settings for a column, such as the name of the column.

Navigate to the library you want to update the title for and select the Library tab.

From the Ribbon, select the Library (or List) settings button.

Click Library (or List) Settings.

From the Library (or List) Settings page, in the Columns area, click the name of the column that

A w N e

you want to change.

Cokmins

Single line of text Image. Aucho, Video Rendition

Integer Video Rendition

Multple ines of text Image. Audio, Video Rendtion

Single line of text Image. Audio, Videa Rendition

Date and Time Image, Audio, Video Rendition Document
Date and Time Image

Multple lines of text Video

Integer Video, Video Rendition

Integer Video, Video Rendition

Muliple hnes of text Image. Aucho, Video Rendition

Single lne of text Video Rendition

Integer Audio, Video, Video Rendition

Date and Time Image. Audio, Video Rendition. Document

5. Make updates to the settings and click OK.

6.7 Grantaccess to a library

In some cases, your site might contain content only meant for certain users or groups. For example, you
might create a new library for a special project, and want to ensure that only people who work on that
project can access the library.

To restrict access, you have to first break permissions inheritance, and then change the permissions for
the list or library.

To grant permissions to a SharePoint group (or user) to a list or library:

1. Navigate to the library you want to grant access to and select the Library tab.
2. On the ribbon, select Shared With.

[ A

Shared
With
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3. From the Shared With window that appears, click Invite People.

H osieloff-admin
P s

g

H kmyles-admin

INVITE PECPLE  ADVANKED

4. Inthe Share ‘Name of List or Library’ dialog box, enter the names of the people or groups that
you want to give access.

Share ‘Documents’
&8 Shared with [ kmyles-admin and [ bsieloff-admin

Invite people to ‘Edit’

Enter names, email addresses, or 'Everyone’

Include a personal message with this invitation (Optional).

SHOW OPTIONS.

5. After you add names, you can click Show Options to see these options:
e You can check Send an email invitation, and include a personal message.
e You can specify the permission level that you want the new users to have.
6. When you finish, click Share.

6.8 Require the check-out of files

Some groups may want to require users to check out documents before they can edit them. Checking
out files prevents users from editing files simultaneously and lets users add check-in comments to clarify
version history when versioning is turned on for the library.

NOTE: If you require checking out of documents for your library, make sure that you don’t need co-
authoring. Co-authoring is a feature that allows multiple people to edit a document at the same time
without overwriting each other’s changes. Co-authoring won’t work if check-out is required. For more
information about co-authoring see the following Document collaboration and co-authoring article:

http://office.microsoft.com/en-us/sharepoint-server-help/document-collaboration-and-co-authoring-
HA102772333.aspx?CTT=5&origin=HA103455685

To require check-out of files:
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1. Navigate to the library you want to require documents to be checked out from and select the
Library tab.

From the Ribbon, select the Library settings button.
3. From the Library Settings page, under General Settings area, click Versioning settings.

General Settings

@ List name, description and navigatiort

8 Versioning settings = €————

8 Advanced settings

@ Validation settings

a Column default value settings
@ Rating settings

@ Audience targeting settings

8 Metadata navigation settings
a Per-location view settings

a Farm settings

4. From the Versioning Settings page that appears, in the Require Check Out section, for the

‘Require documents to be checked out before they can be edited?’ question, select Yes.
Fequire Check Out

Spe whether us,

s must check
re making Require documents to be checked out before they can be
ge: cument library. itec?
Learn about requiring check out,
Yes © No

5. Click OK to save your changes.

6.9 Enable and configure versioning in a library

Navigate to the library you want to require versioning for and select the Library tab.

From the Ribbon, select the Library settings button.

From the Library Settings page, under General Settings, click Versioning settings.

From the Content Approval section, for the ‘Require content approval for submitted items?’
question, select Yes.

Eal o A

Content Approval

Specify whether new items or
0 existing items shauld - : -
g ?
state until they Require content approval for submitted items?

remain in a dr
have been approved. Learn about ® Yes @ No
requiring approval,

5. Inthe Document Version History section, select either Create major versions or Create major
and minor (draft) versions.
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Document Version Histor,
whether a version is createq  CTeate aversion each time you edit a file in this dacument
time you edit a file in this library?
document library. Learn about @ No versionlng
versions. .
© Create major versions
Example: 1, 2, 3, 4
@ Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

6. Optional: Select the number of versions you want to retain in the list.

Optionally limit the number of versions to retain:
[ Keep the follo

g number of major versions

O Keep drafts for the fallowing number of major versions

7. Determine which users should be allowed to see drafts of items that have not been approved.
This option is only available when 'Require content approval for submitted items’ is set to Yes.
In the Draft Item Security section, select one of the following:
e Any user who can read items. This selection allows access to anyone who has Read
permissions to the site.
e Only users who can edit items. This selection restricts the view of drafts to those who
have permissions to edit.
e Only users who can approve items (and the author of the item). This selection restricts
the view to only the original author of the item and those who have permissions to

approve items in the list.

Draft Item Securits

Drafts are minor versions or items . o ’
which have not heen approved Who should see draft items in this document library?

Specify wt able = P

to view drafts in this document © Ay IUser who can read_ Itgms

library. Learn about specifying © Only users who can edit items

BRI il R Only users who can approve items (and the author of the

item)
8. If you want users to check out documents before they can make any changes to the library, then
in the Require checkout section, click Yes.
Note: The Require checkout section appears only for a library.
9. Click OK to save your changes.

6.10 Setvalidation settings for a library
1. Navigate to the library you want to manage validation settings for.
2. Click the Library tab and select the Library Settings button.
3. Select the Validation Settings link.
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General Settings

@ Versioning settings

@ Advanced settings

& Validation settings

a Column default value settings
@ Rating settings

@ Audience targeting settings

8 Metadata navigation settings
a Per-location view settings

a Form settings

4. From the Validation Settings page that appears, you can define a formula that will be triggered
when the user tries to save a new item in the list or library. Click Save to save these changes.

Settings » Validation Settings

Formula

& a: C 2
Specify the formula you want to Eesmonb Iseitfsalumn
use to validate data when new opy So
items are saved to this list. To Created

pass validation, the formula Modified
must evaluate to TRUE. For more Title
information, see Formulas in

Help.

Example: =[Discount] <[Cast] wil

only pass validation if calumn

Discount is less than column

Cost.

Learn more about proper syntax Add to formula

for formulas.

User Message

User Message:
Type descriptive text that will g

help site visitors understand
whatis needed for a valid list
item. This description will be
shown if the validation
expression fails.

6.11 Enable ratings for a library
In order to allow library visitors and contributors to rate library items, and to encourage interaction,
ratings must be turned on for the library:

1. Navigate to the library you want to set up ratings for.
2. Click the Library tab and select the Library Settings button.
3. From the General Settings page, click Rating Settings.
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General Settings

@ Versioning settings

@ Advanced settings
o Validation settings

a Column default value settings
a Rating settings

@ Audience targeting settings

@ Metadata navigation settings
8 Per-location view settings

a Form settings

4. Under ‘Allow items in this list be rated?’_area, click Yes.

Rating ety
: Allow #tams in this ¥5t 10 be rated!

vos oo

Which votingrating expersence you woukd B 10 enable for this lst?

Ubes. Star Ratings.

Perform either of the following:

e Click Likes to let site visitors indicate that they like a document or other list item. NOTE: The
total number of Likes will be displayed next to the item and, if a visitor hovers, who has liked
them is displayed for that item.

e Click Star Ratings to let site visitors rate items with 1 to 5 stars, star ratings of multiple
visitor responses will automatically and the result will be displayed next to the item.

7.0 Web Parts

7.1  The Project Summary WebPart and timeline

The Project Summary Web Part provides a high-level view of the events and tasks involved in a project.
By default, it is included on the Home page for a project site. It can also be added to any other site that
includes a task list.

The left side of the Project Summary web part includes a countdown to the due date for the next task
shown on the timeline. If the timeline is not displayed, the web part counts down to the due date for the
task with the closest future due date. Next to the countdown, the web part can display either the
timeline for the project, or a list of late and upcoming tasks and calendar events. You can use the arrow
buttons, at the upper-right corner of the web part, to alternate between the timeline and the
late/upcoming tasks and events.

The procedures in this section are adapted from the following article:

View tasks and events in the Project Summary web part: http://office.microsoft.com/en-
us/sharepoint-help/view-tasks-and-events-in-the-project-summary-web-part-HA102921509.aspx

7.2 Change which timeline is used on the Project Summary web part:
1. On the Page tab, click Edit page.

46


http://office.microsoft.com/en-us/sharepoint-help/view-tasks-and-events-in-the-project-summary-web-part-HA102921509.aspx
http://office.microsoft.com/en-us/sharepoint-help/view-tasks-and-events-in-the-project-summary-web-part-HA102921509.aspx

BROWSE PAGE

Edit Page Edit
- Properties

Edit N

Click once in the Project Summary web part, and then, on the Web Part tab, click Web Part

Properties.

7 1R

Web Insert Related Minimize Restore Delete
Properties List

Properties = Relatidnships State

BROWSE PAGE INSERT I WEB PART || TIMELINE

Choose the Primary Task List for the web part from the Primary Task List dropdown menu. (This
is the task list that is used for the due date countdown, and it determines which timeline is

displayed.)

4 Project Summary

Project Summary

Primary Task List

Tasks ?—‘E’

If you don’t want to include a timeline on the Project Summary web part, under Headlines, clear

the Timeline check box.

Headlines
Display Panel Name Modify
Count Down
Timeline
late (edit)
upcoming (edit)
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5. To save your changes, click OK on the Project Summary web part properties box.



Chrome Type
None E]

Layout

\ Advanced
\‘& oK ‘ I Cancel I I Apply

6. On the Page tab, click Stop Editing.

BROWSE PAGE

Stop Editing Edit
- Propertie

Edit

7.3 Change the late and upcoming lists on the Project Summary web part:
1. On the Page tab, click Edit Page.

BROWSE PAGE

3

=
Edit Page Edit
4 Properties
Edit N

2. Click once in the Project Summary web part, and then, on the Web Part tab, click Web Part

Properties.
3. From the Project Summary form, under the Headlines area, select the check box next to late

and/or upcoming for each list that you want to include in the web part.

Headlines

Display Panel Name Modify
[7]  Count Down

Timeline

late (edit)

upcm (edit)

4. If you have multiple task lists on the site, and you want to include more than just the primary
task list in the list of late tasks on the Project Summary web part, click edit, next to late.

5. Select the check box next to each task list that you want to include in the list of late tasks, and
then click OK. (Skip this step if you are not changing the list of late tasks.)
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Lists to Include in Late Panel

Select which lists you would like to include in the Late panel. Unfinished items from the selected
lists that are due prior to the current date will appear in this panel.

Tasks - Primary Task List

oK ‘ | Cancel |

6. To change what tasks and events are included in the upcoming list, click edit, next to upcoming.
(If you are not making changes to the list of upcoming tasks and events, skip to Step 9.)

Lists to Include in Upcoming Panel %

Select which lists you would like to include in the Upcoming panel. Items from the selected lists
that are due today or later will appear in this panel.

Calendar
Tasks - Primary Task List

Show items for the following number of upcoming days: 14

o | [ ]

7. Select the check box next to each task list or calendar that you want to include in the list of
upcoming tasks and events.

8. If you want to change the timeframe for upcoming tasks and events, you can type a different
number of days in the box next to Show items for the following number of upcoming days, and
then click OK. By default, the Project Summary web part includes tasks and events that have due
dates or that are occurring within the next 14 days.

9. Click OK on the Project Summary web part properties box.

10. On the Page tab, click Stop Editing.

7.4 Open and use the Web Part Maintenance page
If you encounter problems with a Web Part or Web Part connection on a page, you can use the Web

Part Maintenance Page to help isolate and fix your problem.

1. Navigate to the Site Pages library that contains the page. (Options gear/ Site Contents/ Site
Pages)

2. Select the page and click the Files tab.

3. From the ribbon, click Edit Properties.
Click Open Web Part Page in maintenance view to display the Web Part Maintenance Page.
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Name *

“r_est page -aspx

Open this Web Part Page in maintenance view to delete prablem Web Parts and remove personal settings.
Open Webh Part Page in maintenance view

Save } { Cancel

5. Verify that you are in the view that you want- either a personal view or shared view. If you need

to switch views, do one of the following:

If you are in a personal view and you want to switch to a shared view, click Switch to shared

view.
If you are in a shared view and you want to switch to a personal view, click Switch to

personal view.

lest page » Web Fart Fage Maintenance o

Close | Reset | Delete | Go Back to Web Part Page | Switch to personal view

Select All

Part Title Type Open on Page?

scussions List XsltListviewWebPart Yes
[ Task list XsltListviewWebpart Yes

Caution: You are madifying this Web Part Page for all users

6. Select one or more Web Parts, and then do one of the following:

e Tomove a Web Part to the Web Part Page gallery, click Close.

e Toremove personal property values and revert to the shared property values of the
Web Part, click Reset. (You are prompted for confirmation before resetting a Web Part.)

e To permanently delete a Web Part from the page, click Delete. (You are prompted for
confirmation before deleting a Web Part.)

NOTE: If the ‘Allow editing in personal view’ box is unchecked, a Web Part may only be
deleted in a shared view.

7. When you finish, click Go Back to Web Part Page.

NOTE: You cannot use the Web Part Maintenance Page to close, reset, or delete a static Web Part (that

is, a Web Part outside of a Web Part zone). To maintain a static Web Part, you must use a SharePoint-

compatible Web design program, such as Microsoft SharePoint Designer 2013.

For more information, please see the following article: Open and use the web Part Maintenance Page:
http://office.microsoft.com/en-us/sharepoint-help/open-and-use-the-web-part-maintenance-page-

HA104046809.aspx
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