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1. Introduction

Community of Interest (COIl) cooperation portal — known also as DNBL - is an online environment
developed to foster information exchange effort within NATO enterprise, NATO and PFP nations on
NU and NS level. This portal improves and simplifies collaboration on documents and facilitate
dissemination among communities.

Each NATO or National working group or entity can request the creation of its own COl site (defined
by not limited to C3 Taxonomy) with a number of collaboration sites, where the members can
collectively work on issues related to their particular COIl. Users can use available online tools such
as:

e Document Library and List: to store, organize, and share documents with site users. Users
can co-author, control version, and/or check out documents.

e Announcements: A list of news items, status and other short bits of information can be
maintained for the COL.

e A calendar of upcoming meetings, deadlines or other events. Calendar information can be
synchronized with Microsoft Outlook or other compatible programs.

e Discussion Board: A place to have newsgroup-style discussions. Discussion boards make it
easy to manage discussion threads.

e Tasks web part: A place for team or personal tasks.

COI Cooperation portal is based on SharePoint 2013 technology that helps to improve productivity
and efficiency of team cooperation and business processes within an organization. COI portal is
much more than only document management platform. It contains wide range of helpful tools for
organizing content, sharing knowledge and finding information.

This document has been created in order to familiarize COI portal users with main functionalities
offered.

In order to improve the document, please do not hesitate to provide us with your feedback at
dnbl_servicedesk@ncia.nato.int .

2. SharePoint site basics

a. Site structure
Typical SharePoint site consists of the following components:

e Document libraries

e Lists
e Pages
* Apps

Simple site structure is represented by the following diagram (Survey being example of an
app):

‘ ‘H COI COOPERATION PORTAL
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Site

| ]

List Webpage Survey

Dacument
Lilrary

Data structure and hierarchy is maintained internally by SharePoint. Users can see and
understand the hierarchy as a tree-view structure (like folders in file system).

Sites can also contain other sites (in this case they are called subsites), thanks to this feature
we can create more complex and much deeper data structures in SharePoint. There is
always one site that doesn’t have a parent site. This site is called top level site (sometimes
shorter: root site). Root site is where the site structure always begins. Top level site can
contain multiple subsites, these subsites can also have multiple subsites. Entire structure of
sites with their subsites is called site collection.

Top level
site
| |
Subsite Subsite Subsite
Subsite Subsite Subsite
Subsite Subsite Subsite

Each subsite can be built with components mentioned at the beginning of this chapter, so
along with subsite we may have lists, libraries, pages and apps (we call it site contents tree).

J
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Site
| | | | |
Dacument - Site ; .
UI;Irary List Webpage [ [, ccoaq| | Survey Subsite Subsite

 —

Subsite

Subsite

L

Subsite

Subsite

b. Home page and navigation
Home page is a main (starting) page of a SharePoint site. Besides data displayed in the main
area of the page, it also provides navigational structure that glues site components and

makes it easy to go through the site structure. Typical SharePoint page have two navigation

areas:

- Quick launch bar (vertical bar at the left side of the page)
- Top navigation bar (horizontal topmost bar)

Following screenshot explains position of the navigation bars:

= | N
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Home
Documents

Site Contents

# EDIT LINKS

/

QUICK LAUNCH

| collaboration Site Template Site for Manual |
, T TOP NAVIGATION
Site for Manual

Get started with your site  removeTHis

alle
|\/| s
‘Working on a Add lists, libraries, and
Share your site, deadline? ather apps. ‘What's your style?

Documents
@ new document or drag files here

v [ Neme Modified  Modified By

There are no documents in this view.

Your site. Your brand.
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Site Contents page is a special type of navigation. It shows list of direct subsites for the site
and list of components within current site (lists, libraries etc.).

Home

Site Contents

# EDITLINKS

Collaboration Site Template Site for Manual

Site Contents

[ ———
e

Lists, Libraries, and other Apps

& add an app

Subsites

Documents

Documents
0 items
Modified 2 hours ago

Cn

(® new subsite
B subsite1

Modified 1 minute ago

Cn

& SITE WORKFLOWS

‘B

Site Assets
Oitems
Modified 2 hours ago

£XSETTINGS (5] RECYCLE BIN (0)

Site Pages
2items
Moified 2 hours ago

To access this page, use Site Actions -> Site Contents menu

COI Cooperation portal

Collaboration Site Template Site for Manual

Site Contents

I “ COI COOPERATION PORTAL
N

Home Lists, Libraries, and other Apps
Documents

Site Contents

Search this ¢

Documents

Shared with...
Add a page

Add an app

Site contents

Change the lock

Site settings

0 items
# EDIT LINKS *F) add an app | W Modified 2 hours ago Getting started
‘ . Invite Users
Manage Accounts

Subsites

& new subsite

B subsite1 Madified 1 minute ago

c. Ribbon

Ribbon is an extra bar on top of each SharePoint page, that provides handy interface for
completing various tasks on pages, documents, lists etc. It’s designed pretty much with the
same concept as in other Office applications like Word or Excel.

J

LLCOI COOPERATION PORTAL




COI Cooperation portal

BROWSE PAGE

- EH ig — B,
= o B e ) Q " 4

Edit  Check Out Edit Rename E-maila Alert Popularity Make Incoming Library View All Tags &
- - Properties ~  Page Delete Page Link Me ~ Trends Homepage Links Settings Pages Motes
Edit Manage Share & Track Page Actions Page Library Tags and Notes
Home Get started with your site  remove This
Documents

Site Contents

7 ® alln
e < |

Workin
Share your site. deadline? i 5. What's yo

Documents

&) new document or drag files here

o D MName Modified Modified By

There are no documents in this view.

Contents of the ribbon depends on current context. Based on where we are within the site
some options may be shown or hidden on the ribbon. Based on permissions some of them
are enabled or disabled.

All commands on ribbon are grouped in tabs and divided into logical groups for user’s
convenience.

E-F‘.OWSEl FILES LIERARY |
I:.- odify View . Current View: —~
= FulF = 5

Column | All Documents -

Wiew |f Quick Create Tags & E-maila Alert RS5  Most Popular
Edit View Current Page MNotes Link e - Feed [tems
l’ew :orﬁ'lax & Views Tags and Motes Share 8 Track
ENABLED RIBBON TABS
COMMAND

COMMAND GROUP

DISABLED COMMAND

Many useful ribbon options will be described in this manual while going through different
features of the system.

d. Web parts

Web part is one of the building blocks of every SharePoint page (along with text, images,
links etc.). Web part is an independent, reusable component that can be put on pages
within SharePoint site and work different way depending on the context.

J Lt:OI COOPERATION PORTAL




10

i. Adding web part to the page
First step necessary when adding web part to the page is to switch the page to
edit mode. Let’s assume that we have an empty page. We enter edit mode

using “Edit” command from the ribbon or edit shortcut in the top right corner of
the page.

BROWSE PAGE

) SHARE Yy FOLLOW )
- Page History —~ — I r

> z > — =)
D [E - ./J &% Page Permissions u CQ ﬁ' @

Edit | Check Out Edit Rename

E-maila Alert Popularity Make Incoming Library Wiew Al Tags &
- - Properties ~  Page Delete Page Link Me - Trends Homepage  Links Settings Pages MNotes
Edit Manage Share & Track Page Actions Page Library Tags and Notes
Home
Documents

Site Contents

# EDIT LINKS

Now we switch ribbon to INSERT tab and click on Web Part action from Parts
group

BROWSE PAGE FORMAT TEXT I [NSERT |
0 E 9 Dm <>

Table Picture Link Upload App Web Embed
- - File Part Part Code
Tables Media Links Parts Emied
Home
Documents

Site Contents

# EDIT LINKS

After finding correct web part within categories we select it and click on Add
button:

J
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BROWSE PAGE ‘ FORMAT TEXT ‘ INSERT ‘

=B ld@n ME

Table Picture Link  Upload App Embed
- - - File Part Part Code
Tables Media Links Parts Embed
Categories Parts
& Apps ~ I mDocuments I
3 elog [BiSite Assets
[ Business Data ¥ Site Pages
3 community

3 content Rollup
[ Document Sets
[ Filters

3 Forms

Upload a Web Part ~

Add Cancel

In order to make this change visible to other users it should be confirmed by
clicking on “Save” button from ribbon.

BROWSE  PAGE | FORMAT TEXT | INSERT |
= Cut
E’"Zj D Body T &= 5= W
Copy AaBbCcDdi
Save [Check Out  Paste B I U ax x. x° - A . B == = =
~ - Undo u 2 2= === Parzgraph
Edit Clipboard Font Paragraph
Home
Documents Documents
Site Contents & new document or drag files here
# EDIT LINKS v D MName Modified Modified By
There are no documents in this view.

If there is more than one web part zones on the page desired web part zone
should be selected (clicked, focused) before inserting web part, otherwise it will
be inserted in first web part zone on the page.

J
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BROWSE PAGE FORMAT TEXT | INSERT | G SHARE ﬂ'{ FOLLOW Q’- SYNC E’ SAVE
l-_,)__‘| D Body 13px
[ aasbcendt | A g B -

Save Check Out  Paste - Text Edit

- - Paragraph | | Heading 1 Layout-  Source — Convert to XHTML

Edit Clipboard Font Paragraph Styles Layout Markup

Home

Documents

I WEB PART ZONE 1 WEB PART ZONE 2

# EDIT LINKS

ii. Editing web parts
When web part is added to the page all web part properties are set to default
values. These properties can be later changed by user with appropriate
permissions. In order to do that, parent page has to be switched to edit mode

first. Edit mode can be achieved with use of “Edit” command from the ribbon or
edit shortcut in the top right corner of the page.

BROWSE PAGE

Bl B 45, 9 « 1% A

€ stare vy Follow [ s | # eom| O

th

Edit | Check Out Edit Rename E-maila Alert Popularity Make Incoming Library View Al Tags &
- - Properties »  Page Delete Page Link Me Trends Homepage Links Settings Pages Notes
Edit Manage Share & Track. Page Actions Page Library Tags and Notes
o Documents
Documents

@ new document or drag files here
Site Contents

v [0 name Modified  Modified By
4 EDIT LNKS There are no documents in this view

Select “Edit Web Part” command from short web part menu (it will appear
when hovering over top right corner of the web part).

BROWSE PAGE FORMAT TEXT INSERT

= 3 Cut R
= Bod 15 - E = MM
i v 2

Copy
Save CheckOut  Paste

asgbcendl | A 9Bl AaBbCc| AaBbCcDq |AsBbCeDdy

B I U abe X, X° A e

Undo & Paragraph Heading 1 Heading 2 Heading 3 Heading4 | |, Layout -
Edit Cipboard Font Paragraph Styles Layout
Home
Documents Documents - 0O
. Minimize
Site Contents ® new document or drag files here
¥ Delete
# EDIT LINKS v [0 neme Modified Modified By

There are no documents in this view [} Edit Web Part

J
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Special vertical edit menu will appear on the right side of the page. In this menu
we can change all web part options — regarding appearance, layout, data
sources and many more useful properties.

BROWSE PAGE ‘ FORMAT TEXT ‘ INSERT ” FILES LIBRARY ” 'WEE PART |

Cut

There are no documents in this view

Selected View

<Current view>

Edit the current view
Toolbar Type

Full Toolbar

3]

Appearance

4 Lo
4 Body 13px
E ol cony aspbcenat | A q By |AaBbCc| AsBbCcD] azBbeend D L7 s
e edl Paste i i i € i
- - Unde Paragraph Heading 1 Heading 2 Heading 3 Heading 4 Layout Source Comvert to XHTML
Edit Cipboard Font Paragraph Styles Layout Markup
4 D x
Home =
Documents Documents List Views H
Site Contents @ new document or drag files here You can edit the current view or
select another view.
# EDIT LINKS v [0 name Modified  Madified By

[+

Layout

]

Advanced

=

AJAX Options

[+]

Miscellaneous

oK | | Cancel | ‘ Apply

When changing values to the properties click OK button to apply changes.

BROWSE PAGE FORMAT TEXT | INSERT ” FILES LIBRARY ” WEB PART |

There are no documents in this view.

P Cut

P ol e
oy aasbcendi | A g B |AaBbCc

Save  CheckOut  Paste Paragraph Heading 1 Heading 2

- - Undo

Edit {ipboard Font Paragraph Styles

Home 4 Documents x

Documents Documents List Views 2

Site Contents @ new document or drag files here You can edit the current view or

select another view.
# EDIT LINKS v D Name Madified Madified By

Selected View

<Current view>

Edit the current view

Toolbar Type
Full Toolbar

]

Appearance

[

Layout

]

Advanced

)

AJAX Options

[

Miscellaneous

| OK | ‘ Cancel

‘ ‘ Apply

Any changes on the page have to be always confirmed by clicking “Save” button
on the ribbon.
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BROWSE PAGE FORMAT TEXT | INSERT || FILES LIBRARY H WEB PART |
- Cut
E"z Body 13px
[

Copy
Save [Check Out Paste

Undo
Edit Clipboard Fonit Paragraph
Home
Documents Documents

Site Contents @® new document or drag files here

# EDIT LNKS v D Mame Modified Maodified By

There are no documents in this view

iii. Removing web parts

In order to remove web part from the page we need to switch page to edit
mode. We enter edit mode using “Edit” command from the ribbon or edit
shortcut in the top right corner of the page.

BROWSE PAGE

J sHare vy Fouow | # eomr| OO

= — [ Page History . [ — Iy

Dy =1 =2 4
=4 = &% Page Permissions B co\ ﬁ IE
Edit | Check Out Edit

Rename

E-maila Alert Popularity Make Incoming Library Wiew Al Tags &
- - Properties ~  Page Delete Page Link Me - Trends Homepage Links Settings Pages Motes
Edit Manage Share & Track Page Actions Page Library Tags and Notes
Home
Documents

Site Contents

# EDIT LINKS

Now we can select web part on the page and click on “Delete” ribbon command
from WEB PART tab.
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BROWSE PAGE | FORMATTEXT  INSERT H FILES LIBRARY I WEE PART I

E =8 7

Properties List -
Properties  Relationships

Web Part | Insert Related Minimize Restore | Delete

3

State

Home
Documents

Site Contents

# EDIT LINKS

v [0 name

Documents

Modified

@& new document or drag files here

Maodified By

There are no documents in this view.

It can be done even quicker from short web part menu. It will appear when
hovering over top right corner of the web part.

Home
Documents

Site Contents

# EDIT LINKS

J |UED| cooperatonFoRTaL  HOME
7 N

Tast

BROWSE PAGE | FORMAT TEXT  INSERT || FILES LIBRARY || WEB PART |

# EDIT LINKS

Site for Manual

v [ Name
There are no documents in this view.

Documents

Modified

@ new document or drag files here

Modified By

Minimize

v

K Delete

E# Edit web Part

Page has to be saved so changes can be confirmed and visible to other users

(ribbon Save button).

BROWSE PAGE ‘ FORMAT TEXT | INSERT |

I Cut .
E‘i’:_] Body | 13px €= 3= M M
Copy
Save |CheckOut  Paste B I U aex, x /-A- =H===
hd e Undo = ® — Q‘ = ===
Edit Clipboard Font Paragraph
Home
Documents

Site Contents

# EDIT LINKS
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e. Recycle bin

Introduction

Recycle bin is a practical protection mechanism against deletion of the content
that should not be deleted. When file, list item or any other asset is deleted
from SharePoint, it is automatically placed in recycle bin, from where it can be
restored if needed. There are two levels of recycle bin:

- Site recycle bin (also called user recycle bin), which holds content deleted
directly from the site by regular users
- Site collection recycle bin, which holds content deleted from site recycle bin

In this two-level architecture site collection administrator is able to restore
content deleted from user’s recycle bin (in case if recycle bin has been emptied
accidentally or expiration date has been reached).

Deleting / restoring the file
Let’s assume that we have a file in a document library called “Documents”

COICOOPEATION PoRTa,  Home Test # EDIT LINKS
=7 |\ .
Site for Manual
Home Documents
Documents

@ new document or drag files here
v O

.'"E.‘ file_to_delete %

Site Contents

MName Modified Modified By

# EDIT LINKS .
15 minutes ago

We delete the file with use of “Delete” command from SharePoint ribbon (file
has to be selected first)

BROWYSE PAGE | FILES | LIBRARY |
(heck Out - - Version History Fa ) F
= ; B B, ) 2 5 %
CheckIn e #~ &% Shared With el S
New Upload Mew Edit View Edit Share  Alert Popularity Follow
Document » Document Folder  Document Discard Check Qut ~ Properties Properties x Delete Document e - Trends
New Open & Check Out Manage Share & Track
G Documents
Documents )
® new document or drag files here
Site Contents
v D Mame Modified Modified By
# EDIT LINKS . -
v _@ file_to_delete 3 15 minutes ago tomasz_kornacki@o2.pl

To access user’s recycle bin we have to navigate to Site Actions -> Site Contents

J
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) SHARE Y FOLLOV  Shared with... 0,
Search this si'_l Edit page ,0
Add a page
Add an app

test@dnbl.ncia = | #I ?

Site contents

On Site Contents page we can access recycle bin from the following link

Site Contents

Lists, Libraries, and other Apps

Documents

0 items
‘ add an app i Modified 2 minutes ago

Subsites

(® new subsite

B subsite1

() SITE WORKFLOWS £ SETTINGS

Site Assets

0 itemns
i Modified 26 hours ago

Modified 23 hours ago

|5 RECYCLE BIN (1)

Site Pages

2 items

| | Madified 53 minutes ago

Recycle bin page shows some basic information about deleted files including
from where and when exactly the file was deleted

Site for Manual - Recycle Bin o

“ Restore Selection | X Delete selection

O Type Name Original Location
L B file_to_delete.pdf /manual/Shared Documents

Created By

tomasz_kornacki@o?2.pl

Deleted-+

22/11/2016 1511

Size

2077 KB

There are two action buttons for the recycle bin — “Restore Selection” and
“Delete Selection”. Buttons work in context of selected files. In order to restore
file to its original location, we need to select it with check box and run “Restore

Selection” action.

J
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Site for Manual - Recycle Bin o

“\ Restore Selection | # Delete Selection

[ Type Mame Original Location

J‘.‘:*.El file_to_delete.pdf /manual/Shared Documents

The file will be available again in “Documents” library and it will disappear from
the recycle bin.

Home Test # EDIT LINKS

Site for Manual

COOPERATION PORTAL

Documents )
(¥ new document or drag files here
Site Contents
v D Mame Modified Modified By
# EDIT LINKS .
F file_to_delete 3 <. 15 minutes ago

“Delete Selection” action removes the file from user’s recycle bin and moves it
to site collection recycle bin (from now on only site collection administrator has
possibility to restore the file).

3. Working with lists and libraries

a. Introduction

List in SharePoint can be described as an editable, web-based, two-dimensional table
containing data divided into rows and columns. Data in lists can be simultaneously accessed
and changed by multiple concurrent users. SharePoint provides users with automatically
generated interface and tools for creating, deleting and managing contents of the list.

b. Adding and editing list items

i. Adding list item
New items can be added to the list with use of New Item command from SharePoint ribbon
or new item link above the list view.

)

Lt:Ol COOPERATION PORTAL



19

BROWSE ITEMS LIsT

Version History

Shared With

MNew Mew View Edit Attach Alert Tags & ‘Workflows Approve/Reject
Item » Folder Item Ttem Delete Item File e - Motes

. New Item hnage Actions  Share & Track Tags and Motes Worlflows
= 02 new tem to this s

— or edit this list

Documents All ltems  sos | Find an item ,Ol
Recent
i . v Title E-mai
MyfFirstList

) There are no items to show in this view of the "MyFirstList" list.
Site Contents

# EDIT LINKS

Both actions redirect users to the same page, which is called New Form. This form is
generated automatically by SharePoint based on current column configuration (all editable

columns will be rendered on the page, column type will determine the way the column is
rendered).

BROWSE EDIT
E o, N Cut @D ABC
D Ely Copy V
Save  Cancel Paste At};t_lach Spelling
e -
Commit Clipboard Actions ~ Spelling
Home
Title = | |
Documents
Recent E-mail | |
MyFirstList ‘ Save ‘ | Cancel ‘
Site Contents
# EDIT LINKS

Required columns will be marked with asterisks (all required columns need to have values
before the form can be saved).

| |

E-mail | |

‘ Save | | Cancel |

When all necessary values has been entered to the columns, the form can be saved by
clicking on one of the Save buttons.
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| Mew contact

| contact@myemail.com

BROWSE EDIT
HB mie DV
0 ER Copy \/
Save | Cancel Paste Aftach  Spelling
File -
Commit Clipboard Actions | Spelling
Home
Title *
Documents
Recent E-mail
MyFirstList
Site Contents
# EDIT LINKS

| Save | ‘ Cancel ‘

List item gets saved and automatically loaded to the list view

MyFirstList

(® new item or edit this list

All Items -~ | Find an item o |
v Title E-mai
Mew contact 3¢ .- contact@myemail.com

ii. Editing list item

To edit item which already exists in the list, select the item and choose “Edit Item”

command from SharePoint ribbon.

BROWSE ITEMS LIsT
- — Version History l
i [ A &
# | &% shared With
Mew View Edit Attach Alert Tags & Workflows Approve/Reject
Folder Ttem Ttem x Delete Item File Me « MNotes
Manage Actions | Share & Track Tags and Motes Workflows
Home (® new item or edit this list
Documents All ltems = ‘ Find an item 0 ‘
Recent
R v Title E-rnai
MyFirstList
. s il
Site Contents . MNew contact #¢ contact@myemail.com
# EDIT LINKS

J
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This button redirects user to the Edit Form page, automatically generated by SharePoint
based on current column configuration and with current values loaded from list item.

E -B-D %Cut x [UD 3{

ERy Copy
Save  Cancel Paste Delste  Attach  Spelling
Item File -
Commit Clipboard Actions Spelling
Home
Title = | New contact ® |
Documents
Recent E-mail | contact®myemail.com |
MyFirstList Created at 24/11/2016 00:42 by [| tomasz_kornacki@o2.pl

‘ Save | ‘ Cancel ‘
Last modified at 24/11/2016 00:42 by [ | tomasz_kornacki@o2.pl

Site Contents

# EDIT LNKS

After making necessary changes (applying new values) “Save” button needs to be clicked in
order to save the form.

BROWSE EDIT

E B &D a6 cut x @D 3{

ER Copy
Save | Cancel Paste Delete  Attach Spelling
Ttern File -
Commit Clipboard Actions Spelling
Home
Title = | value changed |
Documents
Recent E-mail | contact@myemail.com |
MyFirstList Created at 24/11/2016 00:42 by [] tomasz_kornacki@oZ.pl

| Save | | Cancel ‘
Last modified at 24/11/2016 00:42 by [ tomasz_kornacki@o2pl

Site Contents

# EDIT LINKS

SharePoint will push the change to the database.

MyFirstlList

(® new item or edit this list

Allltems =« | Find an item 0 |
v Title E-mai
Value changed 3 s« cOntact@myemail.com

iii. Editing list in-place
SharePoint provides one additional way of managing list items called Quick Edit. This feature
can be turned on with use of “edit list” link or SharePoint ribbon “Quick Edit” command.
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BROWSE | ITEMS | LsT |

5

r,- Modify View . Current View:

Site Contents

# EDIT LINKS

"\ F Open with Access
=2 Bl
[ Create Column | All Ttems - Open with Project
View | Quick Create Tags & E-maila Alert RSS Connect to Export to
Edit View Navigate Up Current Page MNotes Link e - Feed Cutlook Excel
View Format Manage Views Tags and Motes Share & Track Connect & Export
Home @ new item orledit]this list
Documents All Items | Find an item L |
Recent
. v Title E-mai
MyFirstList

Value changed #

contact@myemail.com

Quick edit works similar to Excel. It is possible to put the cursor in a single cell and edit its
value. What is different from Excel though, values are not saved automatically. They are
saved every time when cursor is changing the row (and only if any changes to the values

have been made).

Stop editing this list

All Items v | Find an item

¥ Title

E-mai +

Value changed in quick edit mode 3

contact@myemail.com

It is also possible to add new items to the list in quick edit mode. New values should be put
to the last row of the table. Again, item will be saved only after putting cursor in different

row.

Stop editing this list

All Items .. | Find an item

v Title

E-mai +

Value changed in guick edit mode 3

wew

contact@myemail.com

# | New item added in quick mode|

View can be switched back again from edit mode to read mode with use of Stop button.
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|Stop|editing this list

All Items Find an item

v Title E-mai

Value changed in quick edit mode % contact@myemail.com

New item added in quick mode

c. Creating and uploading documents

i. New Document command
If we don’t have a document yet, we can of course create it on our hard disk and then

upload it to SharePoint library, but there is simpler option. We can create document directly
in SharePoint library with use of New Document command from ribbon (FILES tab).

BROWSE I FILES | LIBRARY

Mew Upload Mew
Document ~ Document Folder

(heck Out

(heck In
Edit

Document Discard Check Out

& Check Out

New Document
Create a new document in this ibrary.

=T ® new docume
Documents All Documents ==
Recent

Empty document will be created in SharePoint library and automatically opened in
Microsoft Word. If SharePoint site is not on the list of trusted locations, Word may display
security message and temporarily disable editing. In this case, edit mode can be enabled by

Enable Editing button.

View

Home Insert Page Layout References Mailings Review

o Protected View This file originated from an Internet location and might be unsafe. Click for more details. I Enable Editing I

Now is the time to make changed to the document, add text, tables etc. When ready, Save
button should be clicked and changes will be automatically transferred to SharePoint library.
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Wil - o1
Home Insert Page Layout References Mailings Review View
= X ocut - P
j Calibri (Body) = 11 ~* A 47  Aa~
o 53 Copy

Paste i
- F Format Painter

Clipboard Pl Font

B 7 U -~ abe x, X° - A

Some changes to the file. Formatted text.

Updated version of the file can be now accessed from any other SharePoint user with
sufficient permissions.

I ” colcooPERATIONPORTAL  HOME Test # EDIT LINKS
My First Lib
Home (® new document or drag files here
Documents All Documents -+ Find a file o
Recent
- v [0 wName Modified Mog

My First Library

MyFirstList Documentl # -« A few seconds ago t
Site Contents

This functionality is not limited only to Word files. New Document command creates file
based on template settings. This template is set by default to Word document for new
libraries. There is no reason why not to change it to Excel or PowerPoint.

ii. Uploading single document
If we already have the document and we’d like to put it SharePoint library we can use
Upload Document command from the ribbon (FILES tab).
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BROWSE FILES LIERARY
ﬂ ﬁ (heck Out ersion Histary
Check In Shared With
New Upload Mew Edit View Edit
Document - | Document] Folder  Document Discard Check Out | Properties Properties Delete Document]
New Open & Check Out Manage
Home (® new document or drag files here
Documents All Documents  =»+ | Find a file 2 |
Recent
o v O Name Medified M
My First Library
o ey «ss A few seconds ago
MyFirstList Documentl 3 g
Site Contents

In Add a document popup we click on Browse button.

Add a document

Choose a file ‘ I I Browse... I|

Upload files using Windows Explorer instead

W] Overwrite existing files

Cance

And now we navigate to the file that we’d like to upload. We select the file and click on
Open button (or just double-click the file).

/2 Choose File to Uploac

e [ | » Biblioteki » Dokumenty » DNBLAssets » Upload v |4 [l PreszukajiUpload P

Organizuj v Nowy folder 3~ 0 ®

3¢ Ulubione Biblioteka Dokumenty

Upload
4 Biblioteki
[:_;j Dokumenty
o Muzyka
[&=] Obrazy
B wideo

Rozmiesc wedtug: Folder ¥

1% Komputer
&, Dysk lokalny (C:)

€ Siec A

Nazwa pliku: file_to_upload.pdf v [AII Files (*.*) v]

| owsz | [ Anuy |

From Add a document popup we should confirm upload, by clicking on OK button.

J
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Add a document

Chosse 27l IIC:\U sershplkoto\Documents\DMNEBL Assets\Upload\fi |EI Browse...

Upload files using Windows Explorer instead

W] Overwrite exist ng files

Ok Cancel

SharePoint will upload the file now and then metadata edit form will be automatically
opened. This is necessary, because some of the columns in the library may be marked as
required and therefore user should provide values for them (Name is an example of
required column, we can imagine that every file needs to have a name). When we finish
filling-in column values, we click on Check-In button (if we want to make the file visible to
other users) or Save button (if we want to wait with showing the file to other users). There
will be much more information on checking-in and checking-out documents later in this
chapter.

My First Library - file_to_upload.pdf

ECIT

o8 Ba., X
K| D Ry Copy

Check | Cancel Paste Delete
In Item
Commit Clipboard Actions

The document was uploaded successfully and is checked out to you. Check that the fields below
© are correct and that all required fields are filled out. The file will not be accessible to other users
until you check in.

Mame * Hlile_to_upload ®x |.pdf

Title

Created at 25/11/2016 10:22 by [ | tomasz_kormacka@o2.pl
Last modified at 25/11/2016 10:22 by [ | tomasz_kornacki@o2.pl

Save Cancel

File is now uploaded to the library and can be further used.
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BROAWSE FILES LIBRARY

ﬂ ﬁ Check Out Version History
CheckIn Shared With
New Uplcad Mew Edit View Edit
Document » Document Folder  Deoument Discard Check Out |~ Properties Properties Delete Document
New Open & Check Out Manage
Home (® new document or drag files here
Documents All Documents === | Find a file 0 |
Recent
o v [0 nName Modified M
My First Library
- e wee 17 minutes ago
MyFirstList Documentl g
Site Contents kAl file_to_upload % =+ Afew seconds ago
# EDIT LINKS

iii. Dragging and dropping documents
From SharePoint 2013 there is one additional options for uploading documents to
SharePoint library - drag & drop. It is very intuitive and simple, files can be dragged directly
from Windows folder to SharePoint list view in a browser.

BROWSE FILES LIERARY

j lrj (Check Out Version History Send To Unpublish
Check In Shared With i ——
New Uplcad New Edit View Edit Download a
Document ~ Document Folder  Document Discard Check Out ~ Properties Properties Delete Document Copy

‘E‘a . » Biblioteki » Dokumenty » DMBL Assets » Upload
New Open & Check Out Manage Col T
I Organizuj v “ Mit Adobe Reader XI 6ffnen Udostepnij « Drukuj

Home
| Biblioteka Dokumenty
Documents m_ | Upload
Recent =3 Biblioteki
B@' \otekd file_io_dla_and_dlu.d‘i
My First Library 5 Holumenty L file_to_upload.pdf
MyFirstList — Muzyke
5 oy

Site Contents B Wideo

# EDIT LINKS 1% Komputer

&L, Dysk lokalny (C:)

e‘! Sied

File is uploaded instantly to the library, but of course it doesn’t have metadata filled-in, so it
won’t be visible to other users. In order to make it visible, all required columns need to be
filled-in and the file should be checked-in. Check-in/check-out concept will be covered in
next chapter.
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IUpIoad completed with 1 checked out {1 added) DISMISS I
All Documents = Find a file o
v [0 Name Modified
."% file_to_drag_and_drop 3 «» A few seconds ago
Documentl 3 == 3 hours ago
Ed file_to_upload # «=» 2 hours ago

iv. Using file explorer
There is also more traditional way of managing files in the library. Library can be opened in
explorer view and used like Windows folder. In order to trigger file explorer we have to use
Open with Explorer command from SharePoint ribbon (LIBRARY tab).

BROWSE FILES LIBRARY
[ Modify View . Current View: o — [ Export to Excel
ZEEAIN & N 5 & =
m Create Column | All Documents  ~
View  Quick Create Tags & E-maila Alert RSS  Most Popular  Comnectto Connect to
Edi View Mavigate Up Current Page Notes Link. e~ Feed Items Qutlook Office
View Format Manage Views Tags and Motes Share & Track Connect & Export
Home @ new document or drag files here
Documents All Documents ==+ | Find a file /°|
Recent
o v [ Name Modified Modified By
My First Library
N W === 3 hours ago tomasz_kornacki@o2.pl
MyFirstList Documentl 3 g | @o2.pl
Site Contents I# file_to_drag_and_drop 3 - Afew seconds ago tomasz_kornacki@o2.pl
_@ file_to_upload 3¢ === 3 hours ago tomasz_kornacki@o2.pl
# EDIT LINKS

SharePoint automatically opens folder showing contents of library in standard Windows file

system representation.

| » Sieé (HOHEOL) »f hitps://dnbl.ncianato.nt » manual » MyFirstLibrary »| = [ 45 ||| Preszuioj:
Organizuj « Nowy folder
3¢ Ulubione MNazwa Data modyfikacji Typ
Forms 2016-11-2509:35 Folder plikow
- Biblioteki ','*T‘:"{ Documentl.dacx 2016-11-25 10:06 Microsoft Word-D...
@ Dokumenty E file_to_drag_and_drop.pdf 2016-11-2512:59 Adobe Acrobat D...
Jl Muzyka ﬁ] file_to_upload.pdf 2016-11-2510:24 Adobe Acrobat D...
& Obrazy
B2 Wideo

We can use all typical Windows commands here, like cut, copy, paste, keyboard shortcuts
(CTRL+A, CTRL+C, CTRC+V etc.), context menu, drag and drop are also working like in any

other folder from hard disk.
U@COOPERATION PORTAL
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Open with Explorer command is enabled only when used in Internet Explorer, in other
browser it will be disabled!

d. Check-in / check-out feature

Check-in / check-out is a part of bigger set of features in SharePoint called document
management. In general, check-in and check-out allows users to lock / unlock documents,
preventing users from overwriting each other’s changes.

Let’s assume we have a document called TestDoc.docx. The document was previously
uploaded to the library and is now available to all users.

BROWSE FILES LIBRARY

ﬂ D Check Out Wersion History
CheckIn Shared With
New Upload Mew Edit View Edit Share  Alert Popularity Follow
Document » Document Folder  Document Discard Check Out ~ Properties Properties Delete Document Me - Trends
New Open & Check Out Manage Share & Track

Home (¥ new document or drag files here

Documents All Documents === Find a file 0o

Recent

. : v D Name Modified Meodified By
My First Library

irstLi g «o A few seconds ago test@dnbl.ncia
MyFirstList 0S TestDoc # g

Site Contents

Now user called test wants to change document contents. User is checking-out the
document to lock it in SharePoint library. It should be done with use of Check-Out command
from SharePoint ribbon (document should be selected when using this feature).

BROWSE FILES LIBRARY
ﬂ ﬁ D. I[ﬁ Check Out I E‘;} I?/Jl Version History Q *

CheckIn &% Shared With
Mew Upload MNew Edit View Edit Share Alert  Popularity Follow
Document » Document Folder Dooument Discard Check Qut ~ Properties Properties x Delete Document e - Trends
New Open & Check Out Manage Share & Track

Home @ new document or drag files here

Documents All Documents === Find a file P

Recent

v D Name Modified Modified By

My First Library
MyFirstlist Pl 05 TestDoc % .« A few seconds ago test@dnbl.ncia

Site Contents

From now on document is exclusively checked-out and editable for test user and read-only
for other users (this can be identified by check-out icon and value in Checked Out To
column). Users can’t see test user changes.
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BROWSE | FILES | LIBRARY |

E D Check Out Version History
Check In Shared With
Mew Uplead Mew Edit View Edit Share Alert  Popularity Follow
Document -~ Document Folder  Document Discard Check Out ~ Properties Properties Delete Document Me - Trends
New Open & Check Out Manage Share & Track
Home @ new document or drag files here
Documents All Documents  «:- | Find a file 0 |
Recent
v D MName Modified Maodified By Checked Out To

My First Library

test@dnbl.ncia | test@dnbl.ncia

36 minutes ago

TestDoc 3

MyFirstList

Site Contents

User now can click on document link under Name column and make changes to file
contents.

(® new document or drag files here

All Documents
0O

o [rmec]

| Find a file o

L4 Name Modified Modified By Checked Out To

asw

49 minutes ago test@dnbl.ncia [ test@dnbl.ncia

File will be opened in client application (Word in this case). When editing is done, file has to
be also saved in client application.

Home Insert Page Layout References Mailings Review View
w2 2
ibri - | A" AT v | (a8
i CalibriBody) ~ 11~ A" A7 | Aav | % AaBbCcDe | AaBbCcDe
53 Copy
Paste v 2 | A\ 3y, - i
Sle Promipaine | B L Wimsbeux, o | Y- A | TNormal |1 No Spaci...
Clipboard Font ] Paragraph

Test Doc

Change intest doc

Changes are automatically uploaded to SharePoint library. User may be also asked for check-
in action. If user decides to check-in at this stage, all changes will be automatically published
and visible to other users. In this example we will do check-in directly in SharePoint.
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v e

@ Other users cannot see your changes until you check in.

Do you want to chedk in now?

[ Yes ] l No I [Cancel ]

User may decide to open and change contents of the files as often as he wishes. None of the
changes will be visible until user implicitly checks-in the file. This can be done with use of
Check In command from SharePoint ribbon (file has to be selected).

BROMWSE PAGE FILES LIBRARY

Ij ﬁ D Check Out = Version History 9, :1 f
£ = # 8% shared With \& i

New Upload Mew Edit View Share Alert Popularity Follow
Document » Document Folder  Dooument {'_E Discard Check OQut  Properties Properties x Delete Document Me - Trends
New Open & Check Out Manage Share & Track
ol Documents
Documents )
(¥ new document or drag files here
Recent
- - s ¥ i ifi 2
My First lerar}r D Mame Modified Madified By
MyfFirstList @ TestDoc % «ss 36 minutes ago test@dnbl.ncia

Site Contents

Optionally user can include comments describing what has been changed in the file.

; X
Check in

Retain Check Cut

Other users will not see your Retain your check out after checking in?

changes until you check in. If you O Yes @ Mo

wish to continue editing, you can
retain your check out after

checking in.
Comments
Comments:
Type comments describing what
has changed in this version, Some comments about check-in

014 Cancel

J
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When document is checked-in, all the changes are automatically published to other users,
check-in icon disappears and Checked Out To column gets emptied. Check-out / check-in
action can be repeated as many time as needed.

There is also option to roll-back changes made to the document since last check-out. To
achieve that, command called Discard Check Out should be used.

BROWSE PAGE | FILES | LIBRARY
ﬂ ﬁ D Check Out - ’:—| Version History ra) 1
.3 T z .3 . ‘_\' 7
A [ ceckin 22 B 22 sharea with \¥ slE

New Upload MNew Edit Wiew Edit Share  Alert  Popularity Follow
Document » Dotument Folder  Document ﬁ_}l Discard Check Out | Properties Properties )q Delete Document Me - Trends
Mew Open & (heck Out Manage Share & Track
e Documents
Documents )
@ new document ar drag files here
Recent
. B W . Madified Madified By S
My First Library 0O name adified Modified By Checked Out To
MyFirstList @ TestDoc 3¢ «=« About an hour ago test@dnbl.ncia | | test@dnbl.ncia

Site Contents

# EDIT LINKS

All changes are discarded and file is rolled back to latest checked-in version.

e. Editing documents

Editing documents is slightly different than editing list items. List items are not file-oriented.
They are concentrating only on metadata (values in columns). Documents, on the other side,
have both contents and metadata. That’s why phrase editing document may refer to both
editing document contents and editing document metadata.

i. Editing document contents
To edit document contents, select it from the library and choose Edit Document from
SharePoint ribbon.

)
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BROWSE PAGE ‘ FILES ‘ LIBRARY |

1& |__E| Check Out — - Version History 20, pe—
0 0 3 . 2 B soem A
. Check In =/ 5 &+ Shared With 2

Mew Upload Mew Edit View Edit Share  Alert Popularity Follow
Document » Document Folder  JDocument| Discard Check Out  Properties Properties x Delete Document Me - Trends
New Open & Check Out Manage Share 8 Track
ane Documents
Documents )
@ new document or drag files here
Recent
; ; v n Modified Maodified By a
NY First lerary D Mame viodified Modified By Checked Out To
MyFirstList Pl 05 TestDoc =« Yesterday at 22:29 test@dnbl.ncia

Site Contents

# EDIT LINKS

Document will be opened in client application (Word in this case) ready for editing. User
makes changes to the documents and clicks on Save button in client application.

Changes are automatically transferred to SharePoint document library, optionally user will
be asked if he wants to check-in the document right now and make it visible to other users.
If No is selected user is responsible for checking-in the document from SharePoint library
(this has been described in previous chapter).

RR i W] ‘ X

Other users cannot see your changes until you chedk in.
Do you want to chedk in now?

l Yes ] l Mo I [ Cancel ]

ii. Editing document metadata
Editing document metadata is a different story. Actual content of the document is not
changed, we are just changing metadata describing the document (for example document
name). In other words we are changing column values of list item representing the
document. In order to change document metadata we select the document in library and
click on Edit Properties command from SharePoint ribbon.
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BROAWSE PAGE ‘ FILES ‘ LIBRARY ‘

Ij ﬁ D |__E| Check Out l:__‘ l__—| Wersion History Fa ) 1 f
3 =z — H 3
v (heck In ==/ =4 &% Shared With ‘J Y x 2

L

New Upload Mew Edit View Edit Share  Alet Popularity Follow
Document » Document Folder  Document Discard Check Qut  Properties JProperties| x Delete Document Me - Trends
New Open & Check Out Manage Share & Track
S Documents
Documents )
(® new document or drag files here
Recent
. i v Maodifie Viodified By &
My First lerar\_,f D MName viodified Madified By Checked Out To
MyFirstList @E TestDoc === Afew seconds ago tomasz_kornacki@o2.pl

Site Contents

# EDIT LINKS

User will be redirected to edit form for list item, where column values can be changed. After
changing desired values, we need to click on Save button to preserve the changes.

HB [ X

Ejy copy
Save | Cancel Paste Delete
Item
Commit Clipboard Actions

Home

Name = Mew Documen Name docx
Documents

Title
Recent

My First Library Created at 25/11

016 20:46 by [] test@dnbl.ncia —
Last modified at 27/11/2016 15:14 by [ tomasz_kornacki@o2.pl

MyFirstList

Site Contents

# EDIT LINKS

Editing document properties doesn’t cause file to be checked-out automatically (like it
happens when document contents are changed).

f.  Version history

i. Introduction
Assuming that versioning is enabled for list (or library) each check-out operation causes list
item version to be increased. Thanks to versioning mechanism SharePoint is keeping track of
changes to document from the very beginning, when document is uploaded to the library.

ii. Viewing version history
In order to view version history for list item (or document) user should select the item in
library and call Version History command from SharePoint ribbon.

J
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BROWSE FILES LIBRARY
ﬁ D [ Check Out pe— ,E_;| 1@ Version Histary
\j P B A

Check In &% Shared With
Mew Upload Mew Edit View Edit
Document » Document Folder  Doocument Discard Check Qut | Properties Properties x Delete Document
MNew Open & Check Out Manage
Home (® new document or drag files here
Documents All Documents == | Find a file j el ‘
Recent
- v [ nName Modified
My First Library
L Yl M= MNew Documen Name .« A few seconds ago
MyFirstList . -

Site Contents

# EDIT LINKS

Version history popup shows list of versions for selected file from newest to oldest and
some basic information (like who and when created each version).

Version History *

T .

Delete All Versions

Mo, ¢ Modified Modified By Size Comments
3.0 27/11/2016 15:42 tomasz_kornacki@o2.pl 1.8 MB
20 27/11/2016 15:41 taomasz_kornacki@o2.pl 1.8 MB
10 27/11/2016 15:20 tomasz_kornacki@o2.pl 1.8 MB

Each version has its own command drop down, which helps to manage each version
separately (for example View option allows to display selected version metadata).

Version History *

Delete All Versions

Ma. 4 Modified Modified By Size Comments
3.0 p=— tomasz_kornacki@o2.pl 1.8 MB
View
2.0 tomasz_kornacki@o2.pl 1.8 MB
Restore
10 ] tomasz_kornacki@o2.pl 1.8 MB
Delete
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When we’re dealing with documents we can open different versions of document by clicking
on link in Modified column.

Version History x

Delete All Versions

Modified

Maodified By Size Comments
3.0 2771172016 15:42 tomasz_kornacki@oz.pl 1.8 MB
20 IZT;'11;2016 1541 'I tomasz_kornacki@o2.pl 1.8 MB
10 27/11/2016 15:20 tomasz_kornacki@o2.pl 1.8 MB

iii. Restoring previous version
Restoring previous version of list item (or file) sets the previous version to be current
version of the file (in other words, the version that will be now visible to other users when
they click on link in file name). This option may be useful when we have checked-in version
of the file and later we decide, that the changes we have made are not appropriate (and
therefore we want to roll-back to previous version).

(® new document or drag files here

All Documents = Find a file 0
v D Mame Maodified Madified By Checked Out To
mE [New Documen Name] ==« 5 hours ago tomasz_komacki@o?2.pl

To roll back to any of previous version we have to enter version history, by clicking on
Version History command from SharePoint ribbon (list item should be selected first).

BROWSE PAGE FILES LIBRARY

Site Contents

# EDIT LINKS

\j ﬁ &y cneck ot = B 'S 1 ﬁ D
> TN =]
£ Check In ==/ = &% Shared With J wif @
New Upload MNew View Edit Share  Alert  Popularity Follow Download a
Document » Document Folder  Document Discard Check Out ~ Properties Properties x Delete Document e - Trends Copy
New Open & Check Qut Manage Share & Track
Version History
Home
Documents View and manage the version history
Documents ) of the selected document.
(® new document or drag files here
Recent
My First Ll'brary ~ D Mame Medified Modified By Chedked Qut To
MyfFirstList New Documen Name = 6 hours ago tomasz_komacki@o2.pl

From version list we should choose which version should become the current version,
expand drop down menu and choose Restore option.
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Version History

Delete all Versions

No.4  Modified Modified By Size Comments
3.0 ] tomasz_kornacki@o2.pl 1.8 MB
View
20 :| tomasz_kornacki@o2.pl 1.8 MB
I Restore I
10 tomasz_kornacki@o2.pl 1.2 MB
Delete

Version will be restored to the version selected from previous versions. In fact there will be
new version created, with metadata (and file if it's document library) copied from selected
version. In other words, all previous versions will stay as they are, no version will be
removed or overwritten.

. . x
Version History
Mo. + Modified Maodified By Size Comments
| 40 27/11/2016 21.24 tomasz_komacki@oz.pl 18 MB |
3.0 27/11/2016 15:42 tomasz_kornacki@o2.pl 1.8 MB
20 27/11/2016 15:41 tomasz_kormnacki@o2.pl 1.8 MB
10 27/11/2016 15:20 tomasz_kornacki@o2.pl 1.8 MB
g. Folders

Document libraries and lists can be organized in more complex structures of files (or list
items) with use of folders. Folders in general improve performance and navigation. New
folders can be created with use of New Folder command from SharePoint ribbon.

BROWSE | FILES | LIBRARY |

ﬂ Tﬁ Check Out Version History
CheckIn Shared With
New Upload Mew Edit Wiew Edit Share  Alert Popularity Follow
Document -~ Document | Folder| Document Discard Check Out ~ Properties Properties Delete Document e - Trends
New Open & Check Out Manage Share & Track
Home @ new document or drag files here
Documents All Documents -+ Find a file e
Recent
. . v O Mame Meodified Modified By
My First Library

MyFirstList Documentl wes  Friday at 10:06 tomasz_kornacki@o2.pl

Site Contents

# EDIT LNKS
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In Create a new folder popup, name of the folder should be specified. Clicking on Save
button will create in in library (name of the subfolders within the same folder should be
unique).

(® new document or drag files here
All Documents -+« Find a file o
v D Mame Modified Modified By CustomColumnl
Folderl ==s 7 minutes ago tomasz_kornacki@oZ2.pl
fE Documentl ««« Friday at 10:06 tomasz_kornacki@o2.pl

h. Sorting and filtering in a list

Sorting and filtering are two clever mechanisms of finding information in SharePoint list.
They are automatically built-in to every list or library created in SharePoint. For these
examples we will use contact list created in one of the previous chapters.

MyFirstlList

(¥) new item or edit this list

All tems === Find an item 0
v Title E-mai Category Country
Andrew Test 1 «se contact@myemail.com  Private Belgium
Mark Test 2 ««  mark@dnbl.ncia Business  United Kingdom

Stephen Test 3 % -+ stephen@gmail.com Private United Kingdom

Alice Test 4 3¢ wee  alice@nato.int Business  United Kingdom

i. Sorting
Lists can be sorted based on one of the columns from the list. To sort by column in context
of SharePoint list means to order rows based on values in one particular column. In
SharePoint list view clicking on column header causes list to be sorted based on this column.

J

Lt:O[ COOPERATION PORTAL



39

All Items -+ Find an item 0o
v Iﬁ vI E-mai Category Country
Andrew Test 1 «s contact@myemail.com  Private Belgium
Mark Test 2 «s  mark@dnbl.ncia Business  United Kingdom

Stephen Test 3 # «« stephen@gmail.com Private United Kingdom

Alice Test 4 -« alice@nato.int Business  United Kingdom

Sorting is applied instantly and view refreshes itself to show rows (list item) in right order.
Small arrow next to the column name indicates which column is currently used for sorting
and which sort direction is applied (in this example ascending direction).

v Tit E-mai Category Country

Alice Test 4 -« alice@nato.int Business  United Kingdom
Andrew Test 1 «s contact@myemail.com  Private Belgium

Mark Test 2 «s  mark@dnbl.ncia Business  United Kingdom
Stephen Test 3 # -»» stephen@gmail.com Private United Kingdom

Clicking again on the same column changes direction of the sorting to opposite value (from
ascending to descending in this example).

v "'_ E-mai Category Country

Stephen Test 3 3 -« stephen@gmail.com Private United Kingdom
Mark Test 2 ««« mark@dnbl.ncia Business  United Kingdom
Andrew Test 1 =+ contact@myemail.com  Private Belgium

Alice Test 4 we dlice@nato.nt Business  United Kingdom

This example shows how to sort at runtime, these actions are not preserved, therefore if we
navigate to another location within the site and come back to this list default sorting will be
applied.

ii. Filtering
Sorting doesn’t affect contents of the view, it just reorganizes list items (rows) to make them
appear in order that suits the user. Filtering, on the other hand, controls which rows are
actually displayed to the user. Filtering helps to simplify list view and to show to the user
only rows he’s interested in.

To apply filter to the list view based on specific column, hover over that column and click on
small arrow to expand sorting / filtering menu.
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W Title E-mai CategoryE Country
Andrew Test 1 = 0| 4] Ascending Belgium
Mark Test 2 Z| Descending United Kingdom
Stephen Test 3 3 e 5 United Kingdom
Alice Test 4 2 TP | United Kingdom
[] Business
] Private

User can select one or more checkboxes indicating which values he’s interested in. List is
automatically filtered out from items that doesn’t pass the filter.

v Title E-mai Category Country W hd

Mark Test 2 «»«  mark@dnbl.ncia 8| Ascending

Stephen Test 3 3 «++  stephen@gmail.com 7| Descending

Alice Test 4 3¢ wee  dlice@nato.int

¥ Clear Filters from Country

] Belgium

IE'I United Kingdom

Close

We can identify that list view is filtered by column by small filtering icon next to column
name.

All Items = | Find an item }D| SAVE THIS VIEW
v Title E-mai Category CcuntE
Mark Test 2 .-« mark@dnbl.ncia Business  United Kingdom
Stephen Test 3 3 «ss stephen@gmail.com Private United Kingdom
Alice Test 4 2 « alice@nato.int Business  United Kingdom

Column can be cleared from filters with use of Clear Filters from COLUMN NAME button (in
this case Country)
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All Items s Find an item p SAVE THIS VIEW
v Title E-mai Category Country W hd
Mark Test 2 e« mark@dnbl.ncia 4| Ascending
Stephen Test 3 # s+ stephen@gmail.cor Z | Descending
Alice Test 4 # oo dlice@nato.int
¥, Clear Filters from Countryl
[J eelgium

United Kingdom

Close

There is also possible to filter on more than one column at the same time. Below example of
filtering on Country (= United Kingdom) and Category (= Private).

(® new item or edit this list

All Iltems  »=- Find an item 0 SAVE THIS VIEW
v Title E-mai Ca'.e-;o"_E :Zc.,"t“,.-E
Stephen Test 3 % «o  stephen@gmail.com  Private United Kingdom

Filtering and sorting can be used together. We can filter list view by the column and then
sort result set by the same (or the other) column.

v ": E-mai Category Cc,“t'}-ﬂ
Alice Test 4 3¢ ... alice@nato.int Business  United Kingdom

Mark Test 2 «» mark@dnbl.ncia Business  United Kingdom

Stephen Test 3 #¢ ... stephen@gmail.com Private United Kingdom

This example shows how to filter at runtime, these actions are not preserved, therefore if
we navigate to another location within the site and come back to this list all filters will be
cleared.

i. Views

i. Introduction
Sorting and filtering in list view shown in previous chapter are done in place. It means that
users dynamically configure default list view to see what they want to see at the moment.
When they leave the page and go back to the page after some time, the view will be
defaulted and it will not show any previous setup for filtering and sorting.
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SharePoint view is an entity that helps to preserve custom settings for list view. Views are
much more advanced, they offer much more than just sorting and filtering (like grouping,

custom styling etc.).

ii. Creating a view

New view can be created with use of Create View command from

SharePoint ribbon.

BROWSE ITEMS LsT
r,- Modify View . Current View: — Open with Access
iz i =) N i |
[ Create Column | All Items - Open with Project
View Quick Create Tags & E-maila Alert RSS Connect to Export to
Edit View MNavigate Up Current Page Notes Link e - Feed Cutlook Excel
View Format Manage Views Tags and Notes Share & Track Cennect & Export
Home @ new item or edit this list
Documents All Items Find an item e
Recent
i . L4 Title E-mai Category Country
My First Library
- s Andrew Test 1 contact@myemail.com  Private Belgium
MyFirstList = g
Site Contents Mark Test 2 mark@dnbl.ncia Business  United Kingdom
Stephen Test 3 # stephen@gmail.com Private United Kingdom
# EDIT LINKS
Alice Test 4 3¢ alice@nato.int Business  United Kingdom

Next step is to choose base view. We'll choose Standard View here since we want to

customize our new view from scratch.

Settings + View Type o

Choose 2 view type

T B ved

[Standard View]
View data on a Web page. You can choose from a list of display styles.

Calendar View
View data as a daily, weekly, or monthly calendar.

Start from an existing view

a All ltems

The name for new view should be provided.
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Settings - Create View o

‘ OK ‘ ‘ Cancel |

Name WView Name:

| New View |

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

Audience View Audience:

O Create a Personal View
Personal views are intended for your use only.

@® Create a Public View
Public views can be visited by anyone using the site.

@ Columns Display Column Name Position from Left
] Title (linked to item with edit menu) 1

View can be either public or personal. Personal view can be created by any user, it will be
available only for him. Public view can be created by user with Design permission level and
it will be available for all users with access to the list.

Settings - Create View o

oK Canicel
MName
View Mame:
| MNew View
[ Make this the default view
{Applies to public views only)
Audience

View Audience:
(O Create a Personal View
Personal views are intended for your use only.

®) Create a Public View
Public views can be visited by anyone using the site.

Below we can select which columns should be included in the view and what should be the
column order.
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Display Column Name Position from Left
%] Title (linked to item with edit menu)
] E-mail
¥ Category
%] Country
L App Created By E
Ul App Modified By
] Attachments

Then we have controls to setup sorting and filtering the view.

First sort by the column:

|None
A Show items in ascending order
®

(A BCorl 23)

o

Show items in descending order
(CBAor321)

Then sort by the column:

|N0ne
® Show items in ascending order
(A B Corl 2 3)

Show items in descending order

© _ (C.B A or3 2 1)

[ sort only by specified criteria (folders may not appear before items).

- IID] Show all items in this view

[S==<]
(O === show items only when the following is true:

Show the items when column

|N0ne
|is equal to
Oand ®or

When column

|None

|is equal to

Show More Columns...
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Other options will not be described in details here. When ready click on OK button and new
view will be created.

OK Cancel

View Name:

MNew View

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

It may be good example to have different views for private contacts and business contacts in
contact list. It’s very likely that we will not use them at the same time.

We can go through steps described above and create two views for this purpose.

Settings - Create View o

oK Cancel

MName
View Mame:

I Private Contacts| x I

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

Audience
View Audience:
O Create a Personal View
Personal views are intended for your use only.

® Create a Public View
Public views can be visited by anyone using the site.

Q Djm Show all items in this view

===
® === show items only when the following is true:

Show the items when column

| category |

is equal to

I Private I
Oand @ or
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= Filter

O m]j Show all items in this view

® === show items only when the following is true:

Show the items when column

|category 4|
|is equal to
IBusiness *® I

O and @ or

When column

|None
|is equal to

Show More Columns...

iii. Switching between views
To switch between different views of the same list we can use shortcut links above the list

view.

MyFirstlList

@ new item or edit this list

|AII Items  Business Contacts  Private Contacts I ‘ Find an item 0D |
L Title E-mail Category Country
Mark Test 2 ..« mark@dnbl.ncia Business United Kingdem

Alice Tast 4 3 «=» alice@natoint  Business  United Kingdom

The same result can be achieved with use of Current View drop down.
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BROWSE ITEMS LsT
D} Modify View . JCurrent View: A, m Open with Access
B M | S 2 B e
Create Column | Business Contact: ~ Open with Project
View  Quick Create Tags & E-maila Alert RSS Connect to Export to
Edit View Navigate Up Default Motes Link e - Feed Outlook Excel
View Format Manage V| All Ttems Tags and Motes Share & Track Connect & Bxport
Public dit this i
Home
@ Business Contacts edit this list
Documents All Y Private Contacts ~ Contacts  Private Contacts === Find an item b |
Recent
X . o Title E-mail Category Country
My First Library
L Mark Test 2 «o  mark@dnblncia Business  United Kingdom
MyFirstList g
Site Contents Alice Test 4 3¢ alice@nato.int Business  United Kingdom
# EDIT LUNES

iv. Managing existing views
When browsing particular view, there is a command on SharePoint ribbon called Modify
View.

BROWSE ITEMS LsT
Modify View | Current View: P Open with Access
=il =~ 3 @ o
[i] Create Column | Business Contact: = Open with Project
View  Quick Create Tags & E-maila Alert RSS Connect to Exportto
Edit View Navigate Up Current Page Motes Link e - Feed Outlook Excel
View Format Manage Views Tags and Motes Share & Track Connect & Export
Home @ new item or edit this list
Documents Alltems  |Business Contacts] Private Contacts  »e» Find an item o |
Recent
X ~ L4 Title E-miail Category Country
My First Library
N Mark Test 2 «« mark@dnblncia Business United Kingdom
MyFirstList @ g
Site Contents Alice Test 4 2 wee dlice@nato.int Business  United Kingdom
# EDIT LINKS

This command redirects user to view edit page (it looks exactly the same as page for

creating a view).
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Settings - Edit View o

MName

‘ oK ‘ ‘ Cancel ‘

|.aspx

View Name:
Business Contacts X |
Web address of this view:
https://dnbl.ncia.nato.int/ma nualfLists,e’MyFirstljstf| Business Contacts
[make this the default view
{Applies to public views only)
3 Columns
Display Column Name
[+ Title {linked to item with edit menu)
v E-mail
v Category
[ Country
O App Created By
O App Modified By
O Attachments
O Content Type

Pasition from Left

=]
<] [<][<]

=1
[<][<] [<]

[<][<]

All changes have to be saved with use of OK button. There is also Delete button, which can

be used to permanently remove the view.

Delete

View Name:
| business Contacts x |
Web address of this view:

DK

Cancel

https://dnbl.ncia.nato.int/manual/Lists/MyFirstList/ | Business Contacts

|.aspx

[ Make this the default view
{Applies to public views only)

4. Built-in list templates

a. Announcements

i. Creating announcements list

Announcements list can be created with use of Announcements template. Creation page is

available under Add an app page.
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Shared with...

Search this = Add 2 page
I Add an app |

Site contents

Site settings

Change the look

From this page we select Announcements app.

Site Contents

| Find an app 0o ‘

Noteworthy

&

Document Library Custom List
Popular built-in app Popular built-in app
App Details App Details
Apps you can add  newest Name

Record Library Document Library
App Details App Details

Your Apps

e
vl
Tasks

Popular built-in app
App Details

=

Form Library
App Details

o

‘Wiki Page Library
App Details

&

(<)

Links
App Details

Picture Library
App Details

«

Contacts
App Details

Announcements
App Details

We provide name for new announcements list and click on Create button.

Adding Announcements

Pick 2 name

You can add this app multiple times to your site, Give it a
unigue name.,

Advanced Options

Mame:

My Announcements |

I Create I | Cancel ‘
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Announcements list is successfully created.

Site Contents

Lists, Libraries, and other Apps

Documents My Announcements
Oitems m
Modified 3 days ago 0items

Modified 1 minute ago

Site Pages
2items
Modified 3 days ago

Site Assets
0 items
Medified 3 weeks ago

a—) add an app
E

b | wb

ii. Announcements fields
There are three significant column in announcements lists.

Columns
A column stores information about each itemn in the list. The following columns are currently available in this list:
Celumn (dick to edit) Type
[Title single line of text|
Modified Date and Time

Created Date and Time

|Ecd~,.r Multiple lines ofte:dl
|Expires Date and Time |

Created By Person or Group

Modified By Person or Group

Title column — headline of the announcement, it should explain what is the topic of
announcement

Body column — actual contents of the announcement, this is what users see when they click
on title

Expires column — this column helps to determine when the announcement gets outdated

iii. Setting up default view
Announcement usually is not everlasting. In this example we make use of Expires column to
limit displayed announcements only to actual ones.

Let’s start with existing announcements list and some sample announcements added to it
(note the values in Expires column).
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My Announcements

(® new announcement or edit this list

Allitems - [Findanitem 2|
v Title Modified Body Expires
New product released today! = Afewseconds 3ago  Our new product has been released today, please make sure to read release notes! 15/12/2016
£
Office closed between 23rd e« 3 minutes ago Remember that our office and factories will be closed during Christmas time and also between ~ 02/01/2017

Dec and 02 Jan! # Christmas and New Year. Make sure to sort out all the things before this time!

Christmas party next === 5 minutes ago

There will Christams party next Monday evening, please sing-in at reception desk (Emily)! 05/12/2018
Monday! 3

It’s also worth noticing that announcements are sorted by Modified column by default.

My Announcements

@ new announcement or edit this list

Allitems ~ « Find an item 2|
v Title Madified Body Expires
New product released today! «++ | Afew seconds ago | Our new product has been released today, please make sure to read release notes! 15/12/2016
£
Office closed between 23rd e |3 minutes ago Remember that our office and factories will be closed during Christmas time and also between ~ 02/01/2017

Dec and 02 Jan! # Christmas and New Year. Make sure to sort out all the things before this time!

Christmas party next «s« |5 minutes ago
Monday! #

There will Christams party next Monday evening, please sing-in at reception desk (Emily)! 05/12/2016

We will modify the view to filter-out all the announcements that are expired.

BROWSE ITEMS LsT

% U_m I[r": Modify \ﬂewlv Current View: S

= 3\
[] Create Column | All items -
View  Quick Create Tags & E-maila Alert RSS
Edit View Navigate Up Current Page Motes Link e - Feed
View Format Manage Views Tags and Notes Share & Track
Home (® new announcement or edit this list
Documents Allitems  »=» | Find an item o |
Recent
v Title
My Announcements
- - 1 as
My First Library Mew product released today! #
MyFirstList

Office closed between 23rd Dec and 02 Jan! 3
Site Contents

Christmas party next Monday! 3
# EDIT LINKS

In Filter section we set filtering based on Expires column (to hide all announcements for
which expire date is earlier than current date).
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=@ Filter
O IID] Show all items in this view

====' Show items only when the following is true:
Show the items when column

|F_xpires

|is greater than or equal to

| [Today]
Oand @ or

When column

|None
|is equal to
| |

The list view will now show only relevant announcements.

My Announcements

@ new announcement or edit this list

v Title Modified Body Expires
New product released «=+  Aboutan hour age  Qur new product has been released today, please make sure to read release notes! 15/12/2016
today! 3
Office closed between «--  Aboutan hour age  Remember that our office and factories will be closed during Christmas time and also 02/01/2017
23rd Dec and 02 Jan! % between Christmas and New Year, Make sure to sort out all the things before this time!

b. Calendar

i. Adding new events
There are several ways of adding new events to the calendar. One of them is standard
SharePoint ribbon button called New Event.

BROWSE EVENTS CALENDAR

Version History
Event Permissions
View Edit Attach Alert ‘Workflows Approve/Reject Tags &
Event  Event Delete Event File Me - Motes
1 .. Event Actions  Share & Track Workflows Tags and hotes
() Create a new meeting, deadline or other
event.
v+ December 2016
Jan Feb Mar
Apr May Jun MOMDAY TUESDAY
Jul Aug Sep 28 28
Oct Mov Dec
Today is 09 December 2016
{5 calendars in View 5 [

My Calendar
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From calendar view the same can be achieved when clicked on Add link (the link appears
when hover over a day).

BROWSE EVENTS CALENDAR

ﬂ Version History
= Event Permissions
MNew View Edit Attach Alert Woerkflows Approve/Reject Tags &
Event ~ Ewent  Event Delete Event File Me » Notes
New Manage Actions  Share & Track ‘Workflows Tags and Motes

4 »

2016 «) (%) December 2016

Jan Feb Mar

Apr May Jun MONDAY TUESDAY

Jul Aug Sep 28 29

Oct Nov Dec

Today is 09 December 2016

+ add
FE] calendars in View 5 6

My Calendar

Both ways causes New Item popup to appear, but when we use Add link, Start Date and End
Date are set to the day we have chosen.

My Calendar - New Item

EDIT

E a oy Cut @B ABC
D g copy \/
Save  Cancel Paste Attach  Spelling
File -

Commit Clipoard Actions  Spelling
Title * [l |
Location | |
Sart e [saau01s E
End Time” 2871172016 | @
Description

O Specify your own value:

All Day Event [IMake this an all-day activity that doesn't start or end at a specific
hour.
Recurrence I Make this a repeating event.

Save Cancel

When all values are in place, event can be saved with use of Save button.
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My Calendar - New Item

EDIT
H8 B, DY
D R Cony \/
Save | Cancel Paste Attach  Spelling
File -
Commit Clipboard Actions  Spelling
Title * ‘ School Event |
Location ‘ Daughter's school |

sieriTime &
EndTime i

Description

O specify your own value:

All Day Event [Imake this an all-day activity that doesn't start or end at a specific
hour.
Recurrence [JmMake this a repeating event.

Save Cancel

Event gets saved and loaded to the calendar view.

J |LLCOI coorerationporTa,  HOme Test # EDIT LINKS
=7 N

My Calendar

< 3
2016 ) (+ December 2016
Jan Feb Mar
Apr May Jun MONDAY TUESDAY
Jul Aug Sep 29
Oct Nov Dec =i
ool Event
Today is 09 December 2016

=] calendars in View 5 6

My Calendar

ii. Working with Calendar view
Calendar view is a default view for lists created from Calendar template. By default it shows
whole month day by day in rectangular structure.
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4+ December 2016

MOMDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
28 29 30 1 2
14:00 - 15:00

School Event

5 <] 7 8 9

12 13 14 15 16
13 20 21 22 23
26 27 28 29 30

SATURDAY
3

10

17

24

31

SUMNDAY
4

11

18

25

Monthly scope is default, but SharePoint also supports weekly and daily scopes. Weekly
scope can be toggled directly from SharePoint ribbon (Week button).

BROWSE EVENTS CALENDAR

<) SHARE Yy FOLLOW

ﬁ ﬁ 1T Create View  Current View: @ 2

[T Modify View . Calendar -

% Export to Excel
Open with Access L

¢ -
.mﬂ

Day Week | Month  Expand Collapse Calendars Tags & E-maila Alert RSS Connect to Edit Form Web List
Al Al Overiay [if] Create Column Motes Link Me~ Feed Outlock List Parts » Settings
Scope Expand Manage Views Tags and Notes Share 8 Track Connect & Export Customize List Settings
4 3
pecemboign e © (4] 5 December - 11 Dacember 2016
M T W T F § S
5 MONDAY 6 TUESDAY 7 WEDNESDAY 8 THURSDAY 9 FRIDAY 10 SATURDAY 11 SUNDAY
238 29 30 1 2 3 4
7
5 6 7 8 E 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25 8
26 27 28 29 30 31 1
Today is 09 December 2016
L - 9
Calendars in View
My Calendar
10
Home
Documents n
Recent + Add
My Calendar 12
My Announcements
My First Library 13
MyfFirstList
Site Contents 14
# EDIT LINKS
15
16
17
18
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Similarly, daily scope shows only one day, divided to hours, so it’s more precise.

BROWSE ‘ EVENTS ‘ CALENDAR | €] SHARE Y FOLLOW

E E +|J {7 Create View  Current View: B E% 3 Export to Excel D‘ E‘} & Workfiow Settings .

[ Modify View ~ | Calendar - Open with Access

Day | Week Month Expand Coliapse Calendars Tags&  E-mala Alert RSS  Connectto Edit FormWeb _ List
Al Al Overlay ] Creste Column Motes Unk  Me. Feed  Outlook Ust  Pats.  Settngs
Scope Expand Manage Views Tags and Notes Share & Track Connect & Export Customize List Settings

9 EsmubwmAlC D +) (%) 09 December 2016

M T W T F 5 5
28 29 30 4

12 3
7
5673@1011

12 13 14 15 16 17 18

FRIDAY

19 20 21 22 23 24 25 8
26 27 28 29 30 31 1

Today is 09 December 2016

Ecalendars in View

My Calendar

10
Home
Documents =
Recent
My Calendar 12
My Announcements
My First Library 13 + add
MyFirstList
Site Contents 1
# EDIT LINKS
15

No matter what scope is currently displayed, users can navigate to next or previous day /
week or month with use of arrows above calendar grid.

4 3
e «) (*) December 2016

Jan Feb Mar

Apr May un MONDAY TUESDAY

Jul Aug Sep 28 29

Oct Nov Dec 14:00 - 15:00
School Event

Today is 09 December 2016

[ calendars in View 5 6
My Calendar

To navigate through years we can use small calendar control (top left corner of the page).
This option works only with monthly scope.
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BROWSE EVENTS CALENDAR
FEE BB B .
=

[ Modify View » | Calendar -
Day ‘Week  Menth Expand Collapse Calendars Tags &
Al All Overay  [i] Create Column Motes
Scope Expand Manage Views Tags and Notes
4 [
Z € (%) December 2016
Jan Feb Mar
Apr May Jun MOMNDAY TUESDAY
Jul Aug Sep 28 29
Oct Nov Dec 14:00 - 15:00
. School Event
Today is 09 December 2016
FE calendars in View 5 6

My Calendar

iii. Calendar Overlays
Overlays is one of the more advanced calendar options, which helps to categorize different
types of events and to displays this categorization in friendly way.

In this example we assume that we have a calendar with 5 events — 3 business events and 2
birthday events (Category is built-in column, present by default in every Calendar list).

My Calendar

(¥ new event or edit this list

Calendar  All Events  Current Events === Find an item o

v O éa Title Location Start Time End Time All Day Event Category
short holidays in Czech Republic # «ss  Prague 28/11/2016 00:00 30/11/2016 23:59 VYes Haoliday
Meeting with HR people # wee HQ 02/12/2016 15:00 02/12/2016 16:00 Business
Long weekend in Warsaw 3¢ aes Warsaw 08/12/2016 00:00 12/12/2016 23:59 Yes Hol\day
Business trip to Metherlands % ..« TheHague 19/12/2016 00:00 20/12/2016 23:59  Yes Business
Business year summary ..« Conference Room A 22/12/2016 09:00 22/12/2016 12:00 Business

Currently there is no way to easy distinguish these different types of events in our calendar
(they are all displayed in the same fashion).
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MOMDAY TUESDAY WEDNESDAY
28 29 30

Short holidays in Czech Republic (Prague)

3 <] 7

12 13 14

Long weekend

19 20 21

Business trip to Netherlands (T

THURSDAY FRIDAY SATURDAY SUNDAY
1 2 3 4
15:00 - 16:00
Meeting with HI
8 g 10 11

Long weekend in Warsaw (Warsaw)

15 16 17 18

22 23 24 25
09:00 - 12:00

Business year st

29 30 31 1

One step ahead is to create two separate views for business meetings and holiday meetings.
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Settings + Create View o

Mame
View Name:
‘ Holiday Events |
[IMake this the default view
(Applies to public views anly)
Audience

View Audience:
) Create a Personal View
Personal views are intended for your use only.

@ Create a Public View
Public views can be visited by anyone using the site.

B Time Interval

Begin:

Start Time

End:

3 Filter

O DID Show all items in this view

[====]
@® S==2 show items only when the following is true:

Show the items when column

i
o
w
a
2
<]

is equal to

x|

=

a

| I
<]

Oand ®or

When column

<] [<]

is equal to
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Settings » Create View o

MName

View Name:

| Business Events

_ [IMake this the default view
Audience (Applies to public views anly)

View Audience:
() Create a Personal View
Personal views are intended for your use only.

@ Create 2 Public View
Public views can be visited by anyone using the site.

3 Filter

O DID Show all items in this view

[====]
® =73 Show items only when the following is true:

Show the items when column

|categary

||5 equal to

| Business

Cand ®or

When column

|None

|is equal to

And then we can navigate through them to see only the type of events we need.

BROWSE ‘ EVENTS ‘ CALENDAR |

ﬁ ﬁ @ % E (M creste view  Jcurrent View: ~ % Export to Excel
— B
- [T Modify View - - Open with Access

Business Events

— m.ﬂ @ Workflow Settings
£

Day Week Month Expand Collapse Calendars Tags A Emalz At RSS  Commectto Edit FormWeb  List
Al Al Overiay [if] Create Column | Detauit Notes Link Me- Feed  Outiock List  Pafse  Settings
Scope Expand Mansge Viel . cngar Tagsand Notes Share & Track Connect & Export Customize List Settings
Public
4 »
2016 € (9) December 2016 | oy pvenss
Jan Feb Mar B
st May Jun MONDAY BushessSents ecpay WEDNESDAY THURSDAY
25 Curent Events 20 1
Jul Aug Sep
Holiday Events
Oct Nov Dec
Today is 09 December 2016
Calendars in View 5 6 7 8
lendar
Home —
12 13 14 15
Documents
Recent
My Calendar
My Announcements
(The Hague)
My First Library
MyFirstList
Site Contents 2% 27 28 2
# EDIT LINKS
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But it’s not very comfortable when we want to see all events together. This is where
calendar overlays come to help. Overlays can be setup on Calendar Overlays Settings page
(Calendar Overlays button on ribbon).

BROWSE CALENDAR
E E . ﬁ E E LUT] Create View Current View:
L AT [ Modify View .

Busingess Events  ~

Day Week Month  Expand Cellapse | Calendars| Tags &
Al All Cveriay | [ Create Column MNotes
Scope Expand Manage Views Tags and Notes
‘ o ' € (%) December 2016
Jan Feb Mar
Apr May Jun MOMNDAY TUESDAY
Jul Aug Sep 28 29
Oct MNov Dec
Today is 09 December 2016
[E] calendars in View 5 6

My Calendar

On this page we can define list of calendar views to be displayed together in one collective
view. Views can be added by New Calendar button:

Settings - Calendar Overlay Settings

Additional Calendars
The following calendars are currently available in this view. Maximum number of calendars per view is 10

Calendar (click to edit)

On next page we specify which calendar (and which view from this calendar) we would like
to include in overlay view, we can also select color which will represent events from this
calendar.
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Name and Type

Type a name for this calendar, and select the type of calendar you want to store in the view.

Calendar Overlay Settings

Specify detailed options for the type of information you selected.

Calendar Name:

| Holiday Events

The type of calendar is:
@ SharePoint
O Exchange

Description:

Color:

[Red,zedoozs  [v| L

Web URL:

| https://dnbl.ncia.nato.int/manual

| Resolve

List:

|My Calendar

L<!

List View:

|HOIid ay Events

[ Always show

We may add maximum 10 calendar views that we need to overlay (we can also overlay
views from different calendars), for each of them we can choose different color. In our

example we overlay two calendar views.

Settings

=i New Calendar
Additional Calendars
Calendar (click to edit)

Holiday Events

Business Events

Calendar Overlay Settings

The following calendars are currently available in this view. Maximum number of calendars per view is 10.

This gives the following result.
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J |L|Lcow COOPERATION PORTAL
= N

4 2016 L3
Jan Feb Mar
Apr May Jun
Jul Aug Sep
Oct Moy Dec
Today is 09 December 2018

i3] Calendars in View

My Calendar
Holiday Events

Home
Documents
Recent
My Calendar
My Announcements
My First Library
MyFirstList

Site Contents

Home Test 4 EDIT LINKS

My Calendar

+) (#) December 2016

Meeting with H

MONDAY TUESDAY WEDMNESDAY  THURSDAY FRIDAY
1 2
(Prague) 15:04
5 6 7 8 9

Long weekend in Warsaw (Warsaw)

Search this site

2|

00

SATURDAY
3

10

SUNDAY

4

11

12 13 14 15 16

Long weekend

19 20 21 23
Business trip to Netherlands (T|
26 27 28 29 30

17

24

31

18

25

+ add

c. Tasks

. Adding new tasks
New tasks can be created with use of New Item button from SharePoint ribbon.

BROWSE | TASKS | st ‘

My Announcements
My First Library
MyFirstList

Site Contents

# EDIT LINKS

@ new task or edit this list

All Tasks Calendar Completed === | Find an item p|
v ’_7/ Task Name Due Date Assigned To

There are no items to show in this view of the "My Tasks" list

Version History Move Up E|
Shared With Move Down
Mew View Edit Insert Outdent Indent Outline  Addto Attach Alert Workflows Approve/Reject
Ttem - Ttem Ttem Delete Item - Timeline  File Me »
.. Task Hierarchy Actions Share & Track Workflows
@“ Track a work item that you or your team
needs to complete.
Documents December 2016
Recent |
My Tasks
My Calendar

And also with new task link above the list.
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| @ new taskor edit this list

All Tasks Calendar Completed  «-- | Find an item Do |
v '_j‘f Task Name Due Date Assigned To

There are no items to show in this view of the "My Tasks" list.

Task edit form appears where task information can be provided.

BROWSE EDIT

oy 36 Cut fl ABC
E B DE@Copy ﬁ \/

Save  Cancel Paste Aftach  Spelling
File -
Commit Clipboard Actions = Spelling
Home
Task Name ~ |
Documents
Recent Start Date | |
My Tasks Due Date | |
My Calendar
My Announcements Assigned To |Enter names or email addresses...
My First Library % Complete
MyFirstList
¥ Description

Site Contents

# EDIT LINKS

Predecessors

Add =
Priarity {2) Normal
Task Status [Not started

Only Task Name is required field for task list. Usually it makes sense to fill in Assigned To
field to specify who is responsible for fulfilling this task. Start Date, Due Date are also very
useful. When ready click on Save button.
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E E .n.D 3 cut [UB gm

E copy
Save | Cancel Paste Attach  Spelling
File -
Commit Clipboard Actions | Spelling
Home
Task Name * ‘ Task for test user
Documents
Recent Start Date | 13/12/2016
My Tasks Due Date | 15/12/2016
My Calendar
My Announcements Assigned To ‘ test@dnbl.ncia
My First Library % Complete
MyFirstList -
Description Record working time in weekly timesheet,

Site Contents

# EDIT LINKS

Predacessors

Add >
Priority (2) Normal
Task Status Not started

i

ii. Task list views
Along with special metadata (relevant to tasks) task list template provides users (by default)
with list of useful views that help to work with tasks more efficiently. First example is a
Calendar view, which presents tasks in a calendar that we know from SharePoint calendars.

My Tasks

December 2016

| Add taskd

@ new task or edit this list

All Tasks Completed ~ +=» |Findanitem ,0|

v ,_7‘,‘ Task Name Start Date Due Date Assigned To
O Task for test user ¥ = 2 days from now 4 days from now test@dnbl.ncia
O Test task #1 % === 5days from now 19 December test@dnbl.ncia
O Subtask #1 3 .=« 5days from now 6 days from now test@dnbl.ncia
O Subtask £2 % ... 6days from now 18 December test@dnbl.ncia
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MOMNDAY
28

12

19

26

My Tasks

+) (% December 2016

TUESDAY WEDNESDAY THURSDAY
29 30 1
& 7 8
13 14 15
Task for test user
20 21 22
27 28 29

FRIDAY

16

SATURDAY

3

17

Test task #1

SUNDAY
4

18

00:00 Subtask #1 00:00 Subtask #2

23

24

Another interesting view is Gantt Chart. Gantt view is a representation of project plan, well
known especially by project managers.

My Tasks

December 2016

@

January 2017

Add tasks with dates to the timeline

All Tasks Ca\endarl Gantlchartl

Task Name

Task for test user
Test task #1
Subtask #1
Subtask #2

Start Date

13/12/2016
16/12/2016
16/12/2016
17/12/2016

Due Date

15/12/2016
19/12/2016
17/12/2016
18/12/2016

% Complete

888

12/12/2016
M TIw T Fls|smMTWTFs[smTwTFls[s/MmTwTlFls/siMmT/wT[rs/smMTwT/FlssmTwrT

19/12/2016

26/12/2016

02/01/2017

09/01/2017

16/01/2017

23/01/2017

There are more very useful views, showing completed, late or upcoming tasks. Also My
Tasks view, showing only tasks for current user.
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(@ new task or edit this list

|All Tasks  Calendar | Find an item 0

Gantt Chart
v ,_7‘/ Task Name Due Date Assigned To

O Task for test user # inow 4 days from now test@dnbl.ncia

™ Tect task #1 inow 19 December test@dnbl.ncia

™ Subtask #1 3 1 now 6 days from now test@dnbl.ncia
Madify this View

O Subtask #2 1now 18 December test@dnbl.ncia
Create View

iii. Working with timeline
Timeline is very clever and handy representation of tasks from the list, similar to Gantt
chart, but more powerful. We can choose which tasks should be put on the timeline, we can
also make indents to create hierarchical views.

Timeline is located above the list of the tasks

My Tasks
December 2016 January 2017
Add tasks with dates to the timeline
(® new task or edit this list
All Tasks  Calendar Completed  «e« Find an item el
v LU'/ Task Name Start Date Due Date Assigned To
O Task for test user # wer 2 days from now 4 days from now test@dnbl.ncia
O Test task #1 3¢ wes 5 days from now 19 December test@dnbl.ncia
[ Subtask #1 2t we= 5 days from now 6 days from now test@dnbl.ncia
D Subtask #2 % ««- 6days from now 18 December test@dnbl.ncia

To add tasks to the timeline we can use Add to Timeline command from SharePoint ribbon
(task should be selected first!). Only tasks with Start Date and Due Date can be added to the
ribbon!
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BROWSE TASKS st

Version History

= &% Shared With

+*
- S
e 9 4 Move Down

— 1 MovelUp

&

@

My Announcements
My First Library
MyFirstList

Site Contents

# EDIT LINKS

® new task or edit this list

Calendar  Completed s+

Task Name

New View Edit Insert OQutdent Indent Qutline | Add to | Attach Alert Workflows Approve/Reject
Ttem - ftem  Item X Deleteltem - Timeline] File Me -
New Manage Hierarchy Actions Share & Track Workflows
Home
20
Documents December 2016
Recent |
My Tasks
My Calendar

| Find an item

]

Start Date

Due Date Assigned To

Task for test user 3

2 days from now

4 days from now test@dnbl.ncia

All Tasks
v B
O
0
0
0

Test task #1 3%

Subtask #1 3

Subtask #2 3

5 days from now
5 days from now

6 days from now

19 December test@dnbl.ncia
6 days from now test@dnbl.ncia

18 December test@dnbl.ncia

Timeline will be updated with new task. With more tasks added, timeline adjusts its range
based on start and end dates.

13 Decerber

14 December

15 December

16 December

17 December

18 December

Task for test user
1312152

Testtask #1
1611219712
Suptasc#1

16/12- 17712

Subtasic#2
17/12- 18712

(® new task or edit this list

All Tasks  Calendar  Completed

v Task Name
O Task for test user #
O Test task #1 3¢
O Subtask #1 3
O Subtask #2 %

Find an item I
Start Date Due Date

+ 2 days from now
. 5 days from now
- 5 days from now

+ 6 days from now

4 days from now
19 December
6 days from now

18 December

Assigned To

test@dnbl.ncia

test@dnbl.ncia

test@dnbl.ncia

test@dnbl.ncia

Task hierarchy can be managed with use of indent / outdent commands (works also on

multiple selections).
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BROWSE | TASKS | LST
Version History — — | T Move Up TLT
W 5 B
Shared With ¥ Move Down -
MNew View Edit Insert | Outdent Indent Quiline  Addto Aftach Alert Workflows Approve/Reject
Item » Item Item x Delete Item - Timeline  File Me »
New Manage Hierarchy Actions Share & Track Werkflows
Home
Documents 13 December 14 December 15 December
Task for test user
Recent 1312 - 15/12
My Tasks
My Calendar
My Announcements @® new task or edit this list
My First Libran
Y v All Tasks Calendar Completed =« | Find an item p|
MyFirstList
Site Contents L4 L:‘f Task Mame Start Date Due Date Assigned To
# EDIT LINKS O Task for test user # +« 2 days from now 4 days from now test@dnbl.ncia
O Test task £1 #¢ «=« 5 days from now 19 December test@dnbl.ncia
v ] Subtask #1 % === 5 daysfrom now 6 days from now test@dnbl.ncia
v O Subtask #2 % «=» 6 days from now 18 December test@dnbl.ncia
Task hierarchy is represented by a tree view.
v F‘; Task Name Start Date Due Date Assigned To
O Task for test user % w2 days from now 4 days from now test@dnbl.ncia
l:‘ 4 Tact tack #1 2 ] dEYS Trom now 19 December test@dnbl.ncia
] Subtask #1 «e« 5 days from now 6 days from now test@dnbl.ncia
O Subtack £2 % «« G days from now 18 December test@dnbl.ncia

When user clicks on task (directly on timeline) popup appears on the screen with some
additional timeline options for task (like quick edit or removing from timeline).
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13 December 14 December 15 December

Task for test user
13712 - 15/12

Task for test user
('I:-) new task or edit this list In Site for Manual » My Tasks

All Tasks Calendar Completed =+ Assigned To:
test@dnbl.ncia

v L:‘/ Task Name

(o

O Task for test user #t DAYS
Due 4 days from now
] 4 Test task #1 3¢
https://dnbl.ncia.nato.int/manual/_layouts/15/listform.aspx?F

O Subtask #1 3
O Subtask #2 % open  |epir DATE RanGE| | REMOVE FROM TIMELINE |

5. Working with pages

a. Introduction

SharePoint page is an area where content (lists, libraries, text, images, links etc.) is
presented to the user. It is located in central area of the screen (below page title and next to
quick launch)

I I colcooperaTioNPORTAL  HOME Test # EDIT LINKS
7 N .
Site for Manual

Home
Documents
Recent

My Tasks

My Calendar

My Announcements
My First Library
MyFirstList

Site Contents

# EDIT LINKS

b. Editing existing page
In order to edit page, it should be switched from read-only mode to edit mode first. To do
that, use Edit command from SharePoint ribbon or Edit shortcut (top right corner of the

page).
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My Announcements
My First Library
MyFirstList

Site Contents

# EDIT LINKS

BROWSE PAGE
|fl§ D [FT Page History ~,
==,
= &% Page Permissions Y x
Edit | Check Out Edit Rename E-maila Alert Popularity
i - Properties » Page Delete Page Link Me~  Trends
Edit Manage Share 8 Track
Home
Documents
Recent
My Tasks
My Calendar

)

LS

HARE Yl FOLLOW I.l‘ EDlTI

When in edit mode, content should be changed according to requirements.

BROWSE PAGE FORMAT TEXT | INSERT |

My Announcements
My First Library
MyFirstList

Site Contents

- Cut e— a—
éi’:_] D Body - 3px - Tz == MM b d
copy aasbeendt | A B b
S.a:.'e ChecYIcOul Paste Undo B I U abe x, x* AL =EE== Paragraph Heading 1
Edit (ipboard Font Paragraph
Home o . .
Content changed on the page. With different formatting. Hyperlink added.
Documents
Recent
My Tasks
My Calendar

To save the changes, u

se Save button on the ribbon.

J

U@COOPERATION PORTAL




72

BROWSE PAGE | FORMAT TEXT ‘ INSERT ‘

o=~ Cut — i—
= Body T &3 v T i €= MM
= oy AaBbCeDd
Save | Check Out  Paste B I U abe X. X° - AL A = = =
- Unde L] 2 - == == Paragraph
Edit Uipboard Fonit Paragraph

H
ome tontent changed on the page. With different formatting. Hyperlink added.

Documents
Recent
My Tasks
My Calendar
My Announcements

My First Library

If we don’t want to save changes, we can discard them with use of Stop Editing command.

BROWSE PAGE FORMAT TEXT ‘ INSERT |

= Cut [ S p—
E’J'!j el Body - B - TS EE o™
Save Ch ut P e A A
= 2c asie * - - == = =
- - Undo B I U abe x, x === ==
Edit ard Font Paragraph
E) Save

b -
B/, Save and Keeo Editing lontent changed on the page. With different formatting. Hyperlin

Edit in SharePoint Designer

My Tasks

My Calendar

On the popup we can select action to Discard changes and give up on all changes made since
last save.

Save Changes

iy
a_f’! % Do you want to save the changes you made to this page?

| Save ‘ |D|'scardchanges| | Cancel ‘

c. Page layout setup

Page layouts allow to organize content on the page in different formats (columns and rows
division). There are a few predefined page layouts available in SharePoint. Page layout can
be changed in edit mode with use of Text Layout command.
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BROWSE PAGE FORMAT TEXT | INSERT

= Cut — 1— -
E"'Zj D Bady - - iz e = <}‘ €A
Ef Copy - [% select.
Save CheckOut  Paste B I U ab x. ¥° - AL = = Edit
- - € Undo ., = : LA- % == Source S, Convert to XHTML
Edit Qipboard Font . One column N
Home One column with sidebar
Documents
Recent Two columns
My Tasks Two columns with header
My Calendar

My Announcements Two columns with header and footer

My First Library
Three columns
MyFirstList
Site Contents Three columns with header
# EDIT LINKS Three columns with header and footer

When new page layout is selected from the list, page gets automatically updated with new
columns and rows.

g | p— @ -
Body - 13 - e L <> A
’ sasoceodt. AR 7k seean
B I U abke x, X° - AL = = = i Edit
2 — _._-? = = = = Paragraph Heading 1 Source = Comvert to XHTML
Font Paragraph Styles l:‘ One column

7 One column with sidebar
i Two columns

i Two columns with header

17 Two columns with header and footer

i Three columns
=== Three columns with header

i Three columns with header and footer

New layout should be saved in order to be visible to other editors.
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d. Creating new page
Pages in SharePoint are usually kept in special libraries called Page Library. When SharePoint
site is created, usually library called Site Pages is provisioned to keep home page of the site.

Site Contents

Lists, Libraries, and other Apps @ SITEWORKFLOWS %X SETTINGS () RECYCLE BIN (0)
Documents Site Assets Site Pages
0items Ditems 2 items
add an app i Meodified 33 hours age i Modified 33 hours ago ﬁ Modified 33 hours ago
Subsites

(® new subsite

This site does not have any subsites

There is also special template for creating page libraries called Wiki Page Library. It can be
found on Add an app page.

Site Contents + Your Apps

Find an app 0o
Noteworthy
skl
i v
Document Library Custom List Tasks
Popular built-in app Popular built-in app Popular built-in app
App Details App Details App Details

Apps you can add  newest Name

Nl K B OE

Record Library Document Library Form Library Wiki Page Library

App Details App Details App Details App Details

While being in Page library, click on New Document button to create an empty page.
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Site Pages

I(—I—) new document |

All Pages By Author By Editor ~ ««» Find a file 0

v D Mame Modified By Modified Created

@ Home tomasz_kornacki@o2.pl 6 days ago 21 Movember

&) How To Use This Library tomasz_kornacki@o2.pl 21 November 21 Movember

Provide a name for new page and click on Create button.

New [tem

MNew page name:

||MyNewPage| |
Find itat https://dnbl.ncia.nato.int/manual/SitePages/MyNewPage.aspx

I Create I ‘ Cancel ‘

Page will be added to the library and it will be automatically opened in edit mode.

BROWSE PAGE FORMAT TEXT | INSERT |

[—

|.—’§_-| D Cut fod o
< y T 1LG5pr T I I” ||
H Copy :

Save (heckOut  Paste : « A =
! - g B T U oEe x. x A fe =

LSRR

Paragraph

Edit Clipboard Font

Home
Documents
Recent

My Tasks

My Calendar

My Announcements

My First Library

User can make some changes now and save the page afterwards.
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BROWSE PAGE FORMAT TEXT | INSERT |

QQ [b‘ o Body - LEpx T
Copy

Save |Check Qut  Paste B I U
- Undo -

i—

LI A ]

fp—

iz

AaBbCcDd
Paragraph

¥
X
s»
4
I=
4
'3
I

Edit COipboard Fort Paragraph

H
ome tontent changed on the page. With different formatting. Hyperlink added.

Documents
Recent
My Tasks
My Calendar
My Announcements

My First Library

e. Adding links to page
In order to add link to the page, switch it to edit mode, select text and click on Link button

(INSERT tab on SharePoint ribbon).

BROWSE PAGE | FORMAT TEXT IMSERT

E== P <0 Mk 3L

Table Pictu‘re Link | Upload App Embed
- - - File Part Part Code
Tables Media Links Parts Embed
Home
Documents
Recent
My Tasks
My Calendar

My Announcements
My First Library
MyFirstList

Site Contents

There are two type of links that can be added. First of them are links from SharePoint.

BROWSE PAGE ‘ FORMAT TEXT ‘ INSERT |

H D&M S

Table Picture Link Upload App Embed
- - - File Part Part Code
Tables Media From SharePaint Parts Embed
From Address
Home
Documents
Recent
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For user convenience popup window will be shown that makes it possible to navigate
through SharePoint sites and pages hierarchy

Select an Asset

Current Location: Site for Manual at https://dnbl.ncia.nate.int/manual

[M Content and Structure Reports Type Title Modified (3
<§ DNBL Announcements
[M DNEBL Content Definition 54 My Custom Site 15/12/2016 I
[M DNBL Service Catalogue E’ Subsite 1 06/12/2016
[B] DNBL Video ) Documents 05/12/2016
Extranet Mail Definitions
m | My Announcements 09/12/2016
4y Form Templates
]
2 Libt My Calendar 09/12/2016
<B NAEWC News o My First Library 13/12/2016
> % Pages ] My Tasks 11/12/2016
[M Partner Organizations Request Lis i MyFirstList 13/12/2016
=] Portal end-users survey
Site Asset: 10/12/2016
 Reference Library 8 e s /2
M Reusable Content @ Site Pages 17/12/2016
b Iy Site Assets @ GettingStarted 21/11/2016
4 SltePages @ default 21/11/2016
I iy Style Library
¥| Tasks
Location (URL): | /manual/ x | >

Alternatively, text for a link can be changed by double clicking on it.

BROWSE PAGE FORMAT TEXT ‘ INSERT ” LINK ‘

[ Cut
P Ok e
R copy
Save Check Out Paste
- - & Unde -
Edit Clipboard

B I U abe x. X°

- L3px -
-A- b

Font

Home

Documents

The other type of links that can be added to the page is an external link. This is
straightforward, because it requires to put only URL and text.

Insert Hyperlink X
Text to display:
| http://www.google.pl |
Address:
| Test Link X |
Try link
‘ QK ‘ | Cancel |
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f. Page history

Page history is a special version history view for SharePoint page. User can track changes
made to the page in easy way and run some more useful commands. Page history view is
triggered with use of Page History command from SharePoint ribbon.

BROWSE FAGE
- Page History . 1
R e [ 3 o
D [\ | =] &% Page Permissions <k q
Edit Check Out Edit Rename E-maila Alert Popularity Make Incoming
- - Properties »  Pade X Delete Page Link Me.  Trends  Homepage Links
Edit Manage Share & Track Page Actions
Home Some content 3)
Documents Content added next time.
Recent
My Tasks
My Calendar
My Announcements

Left area contains easy to navigate list of page versions created for the page from the very
beginning of its existence.

COl COOPERATION PORTAL Home Test My Custom Slte # EDIT LINKS

e
| MyNewPage - Page History o

Versions E#Edit Ttent | ¥ Delete Item | 88 Manage Permissions | [y Check Out | &lversion History | & Workflows | @ Alert Me
4.017/12/2016 23:26
Compare with version . . .
This page does not show changes in Web Parts, images, or HTML formatting.
3.0 17/12/2016 22:25 Modified at 17/12/2016 23:26 by [ | tomasz_kormacki@oZ.pl Deleted Added
2,017/12/2016 23:.05 Wiki Content

1.017/12/2016 21.51

Home Some content :)

Documents Content added next time.

User is provided with option to compare different versions between each other and to see
what was added and deleted.

Versions
401771242016 23:26

Compare with version ) ) . :
This page does not show changes in Web Parts, images, or HTML formatting.

3.0 17/12/2016 23:25 Madified at 17/12/2016 23:26 by [ | tomasz_kornacki@oZ2.pl Deleted Added

2.017/12/2016 23:05 Wiki Content
1.017/12/2016 21:51

Home Some content 3)
Documents | Content added next time.l
Recent
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Button toolbar on top of the page contains list of links to useful functions like editing page,
deleting page or managing page permissions.

Versions I E# edit Ttem | ¥ Delete Item | B3 Manage Permissions | [y Check Out | Lxlversion I—istoryl

4,0 17/12/2016 23:26
Compare with version ) o ) )
3.0 This page does not show changes in Web Parts, images, or HTML formatting

1272016 23:26 by [ | tomasz_kormacki@o.pl Deleted Added

3.0 17/12/2016 23:25 Medified at 17/
2,0 17/12/2016 23:05 wiki Content
1.0 17/12/2016 21:51

Home Some content :)

Documents Content added next time.

When browsing any of the previous versions, options to delete and restore versions appear
on top toolbar.

Versions I){ Delete this versiori | Restore this version ' B version History

4.017/12/2016 23:26

3.017/12/2016 23:25
Compare with version
2,0 Medified at 17/12/2016 23:25 by [| tomasz_kornacki@oZ.pl Deleted Added

2017/12/2016 23:05 Wiki Content

L017/12/2016 21:51

This page does not show changes in Web Parts, images, or HTML formatting

6. Using Search

a. Introduction

Search is one of the most important features in SharePoint. Users need to quickly find
people and content to get answers to their questions and to get their everyday tasks
completed.

We can define searching as a process of entering one or more search words in search box to
form a search query that is executed against the index built on the SharePoint server farm.
This search box by default is placed in top right area of the page.

A e

=

) SHARE Y7 FOULOW # EDT O,

ISea'chthss:E ,OI

b. Search queries

Search query is an expression containing one or more words representing content that user
wants to find. When search query is executed, SharePoint returns set of content items
called result set. It is important to realize that search query is not executed against actual
SharePoint database. It is executed against index database that contains some limited
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information about data contained in content database, optimized for searching. Index
database is not always actual, it is refreshed periodically (every 20 minutes by default, of
course it can be configured to any value). This is why the content freshly added to
SharePoint list, library or page is not always available through search engine instantly.

There are some rules about SharePoint search engine that help users to get the result they
want. User can enter multiple words to search box and by default search engine will always
use AND query. It means that every word from search box has to be present in result in
order to appear in search results. For example:

“education training cataloque| je ‘
Tags Preference for results in Polish+ o
rrchived NCIA Traini
Arcnives

[ NCIA Training Catalogue 2017 FDF
CIAVWG o - - .

RELEASABLE FOR INTERNET TRANSMISSION 2017 Training[Catalogue}1 -3- Nt Changed by |
FMN Seminar agency [[Education|and|Training|Introduction from Chief Education & Training ... The

new NCI Agency is NATO'S ...

www.ncia.nato.nt/.../NCIA Training Catalogue 2017.pdf

Releasable to Partner Nati.. OPEN  FOLLO
MCI Agency - Education and Training

The mission of the Education and Training Service Line is to manage, coordinate and

deliver Education and Individuzl Training (E&T) services to Agency customers and ...

Author www.ncia.nato.int/Our-Work/Pages/Education-and-Training.aspx

UMNCLASSIFIED

SHOW MORE

Macie] Klopotek " - - .
) Hep MCI Agency hosts first Education and Training conference...

Vytautas Mickevicius MCI Agency has hosted its first Education and Training conference, providing a forum

for exchange between NATO and National training providers ... Over 90 senior NATO

Michael Oberndorfner
and national ...

This behavior can be changed by using OR operator explicitly. This way the search engine
will return all the results that match any of the words specified.

| education OR training OR cataloguel 0O ‘

Tags

Preference for results in Polish »

UMCLASSIFIED

Bl NaiA Training Catalogue 2017

RELEASABLE FOR INTERMET TRAMSMISSION 2017 Training Catalogue v1 -3- NCI
CIAVWNG Agency | Education and Training Introduction from Chief Education & Training ... The
new MNCI Agency is NATO's ...

www.ncia.nato.int/../NCIA Training Catalogue 2017.pdf

Electronic Warfare

FMM Seminar

CIAV Engineering
NCI Agency - Education and Training

SHOW MORE
The mission of the Education and Training Service Line is to manage, coordinate and
deliver Education and Individual Training (E&T) services to Agency customers and ...
Author www.ncia.nato.int/Our-Work/Pages/Education-and-Training.aspx

Exact phrase can be found with use of quotation mark. In this type of query not only list of
words needs to match but also the order of the words (so for example “2017 training
catalogue” and “training catalogue 2017” will return different results).

)
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“training catalogue 2017" )e

Author

Preference for results in Polish ~

Emanuele.Turchetta@ncia... o

B NCIA Training Catalogue 2017

CAISR 8 Cyber Training Catalogue of Services 2017NATO UNCLASSIFIED RELEASABLE
CDR Helder Jesus (SPT-CIS) FOR INTERNET TRANSMISSION 2017 Training Catalague v1 -2- NCI Agency | Education
and Training Summary ...

www.ncia.nato.int/.../NCIA Training Catalogue 2017.pdf

Geest van Jan

Coppieters Dirk

We can also match some built-in metadata to narrow search results. Syntax for this method
is property:value, for example:

training catalogue [iletype:pdf e,

Tags

Preference for results in Polish =

Archived

NCIA Training Catalogue 2017

INTERMET TRANSMISSION 2017 Training Catalogue v1 -3- NCI Agency | Education

UMNCLASSIFIED and Training Introduction from Chief Education & Training Service Line Jean-Paul
Massart ...

www.ncia.nato.int/.../NCIA Training Catalogue 2017.pdf

Electronic Warfare

Releasable to Partner Nati..

FMM Seminar
SHOW MORE Customer Services Catalogue
The NCI Agency Customer Services Catalogue (CSC) aims at improving the quality,
relevancy and usability of the Catalogue ... The CSC is the customer facing catalogue
Author

www.ncia.nato.int/Documents/.../Customer Services Catalogue. pdf
Anthony Montagne

Only pdf documents (filetype property) matching words entered in search box will be
returned. Other popular keywords that we can use for metadata search are: author,
filename, title, contenttype, size.

The asterisk symbol (search wildcard) broadens search by returning results that include
variations on the given term. Searching Reg* returns results that include regulatory,
registered and any other words that begin with Reg-. Wildcards can only be used at the end
of a word.

)
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C3RF 7 0

Search

Result type Reg Jo)

PO - 2
Preference for results in English »

SharePoint Site

Team Site C3RF

What it is The{C3 Regulatory Fipmework is a hierarchy of

documents ... What you access here is the content of the
documents in the ... C3 Regulatory Framework Table of Contents

Web page

Author

c3rl.reachnato.int

D{2007)0048-NATO ARCHITECTURE FRAM K 3
NATO UNCLASSIFIED Releasable to Partner Nations 16 October 2007 DOCUMENT
AC/322-D(2007)0048 Silence Procedure ends: 22 Nov 2007 18:00 NATO UNCLASSIFIED
“INATO CONSULTATION

c3rireachnato.nt/../AC322-D(2007)004!

NATO ARCHITECTURE FRAMEW!

i C form Library Regy y Framework Discussion Paper ~AC/322-WP(2006)
0014-REV1, dated ... B), Waveform Regulatory Framework Discussion Paper
Modified date (References ... D) and the NIAG SDR study
— c3rireachinato.nt/Documents/ (2015) V1-U.pdf

NATO UNCLASSIFIED 17 September 2014 WORKING PAPER AC/322-WP(2014)0013
NATO UNCLASSIFIED -1 ... all relevant policies, directives and regulatory documents
= e emanated by the Security

c3rlreachnato.nt/Documents/

onomy - C

data for the C3 Taxonomy i rocessed and on the Enterprise
Mapping ... taxonomy items 1 vheepts are available for registered uSers on
the EM Wiki via

c3rireachnato.int

C3 Taxonomy Perspective.paf

c. Refinements

Search results page, besides search box and results list, contains also refinements panel.
This panel is placed on the left side from result list and it contains some dynamically
generated metadata that helps to filter out data returned in the result set.

education training catalogue D‘

Tags Preference for results in Polish =
Archived

Hl NCIA Training Catalogue 2017
CIAVWG

RELEASABLE FOR INTERMET TRANSMISSION 2017 Training Catalogue v1 -3- NCI
EMM Seminar Agency | Education and Training Introduction from Chief Education & Training ... The
new MCI Agency is NATO's ...

UNCLASSIFIED www.ncia.nato.int/../NCIA Training Catalogue 2017.pdf

Releasable to Partner Nati...
MCI Agency - Education and Training

SHOW MORE = o )
The mission of the Education and Training Service Line is to manage, coordinate and
deliver Education and Individual Training (E&T) services to Agency customers and ...
Author www.ncia.nato.int/Our-Work/Pages/Education-and-Training.aspx

Maciej Klopotek MCI Agency hosts first Education and Training conference...

Vytautas Mickevicius NCI Agency has hosted its first Education and Training conference, providing a forum
for exchange between NATO and National training providers ... Over 90 senior NATO
and national ...

Anthony Montagne www.ncia.nato.int/NewsRoom,/Pages/161031_Education_Training.aspx

Michael Oberndorfner

Pierre Calvez
Education and Training Crganization

SHOW MORE The Education and Training Service Line compromises 150 dedicated professionals in
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Clicking on any of the filter values from refinements panel causes results list to refresh and
display results according to the filtering.

education training catalogue e

Tags Preference for results in Polish =
All
B COLLECTIVE TRAINING AND EXERCISE DIRECTIVE (CT&ED)
ACT edition of the Bi-5C Directive 75-3 and the name and scope now include collective
Training training ... pertaining to the NATO military collective training and exercise process
B and it should be ...
UNCLASSIFIED dnbl.ncia.nato.int/../BI SC COLLECTIVE TRAINING AND EXERCISE DIREC...

Releasable to EAPC

active

Refinements parameters can be changed by editing Refinements web part on search page.

BROWSE PAGE FORMAT TEXT INSERT TABLE LAYOUT DESIGN || WEB PART ‘
,3_] Cut i |le= 3=
Body | 153px - i EEE MM
= [E Cony : AaBbCcDdE
by 24
Save (CheckOut  Paste B I U abe X, X° - A . ;3' == == Paragraph
- - Undeo —
Edit Clipboard Font Paragraph

Site Contents

Search...

Search Results

Preference for results in Polish -

MNothing here matches your search

When in edit mode, Choose Refiners... button triggers refinements changes.

)
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Minimize

X Delete
n

Edit Web Part

Export...

1 Refinement x

Properties for Search Refinement 2

Help
Refinement Target

Search Results - Default
Refiners

Use the refinement configuration
defined in the Managed Mavigation
term set
Go to Managed Mavigation term set

(® Choose refiners in this Web Part

Choose Refiners...

Contro

Vertical

Refinements can be selected from predefined list of existing properties (properties come
from search service). For example we may want to add Content Type refinement to the

panel.

Available refiners
ContentTypeld
Created
Department
DMSDocAuthor
FileExtension
HostingPartition
JobTitle
languages
LastModifiedTime
Location

Type

Aliases

Display name
Display template
Sort by

Sort direction

Maximum number of
refiner values:

Selected refiners
PeopleKeywords

A UsageEventItemId
owsmetadatafacetinfo
DisplayAuthor

Move up FileType

contentclass
RefinableDouble0d

< Remove

Configuration for: ContentType (Content Type)

ContentType
W

Text

MimeType, DAV:getcontenttype

Refinement tem

Count

Descending

15
Preview refiners... OK Cancel

Confirm the change by clicking on OK button and saving the search page.

J
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Tags
Archived
CIAVWG

FMM Seminar

UMNCLASSIFIED

SHOW MORE

Releasable to Partner Nati...

Content Type

application/pdf Document

SHOW MORE

application/vnd.openxmif...
applicationfvnd.openxmlf...
application/x-zip-compre...

application/pdf ACO Reco...

education training catalogue e ‘

Preference for results in Polish+

B NCIA Training Catalogue 2017

RELEASABLE FOR INTERNET TRANSMISSION 2017 Training Catalogue v1 -3- NCI
Agency | Education and Training Introduction from Chief Education & Training ... The
new MCI Agency is MATO's ...

www.ncia.nato.int/../NCIA Training Catalogue 2017.pdf

MNCI Agency - Education and Training

The mission of the Education and Training Service Line is to manage, coordinate and
deliver Education and Individual Training (E&T) services to Agency customers and ...
www.ncia.nato.int/Our-Work/Pages/Education-and-Training.aspx

MCI Agency hosts first Education and Training conference...

MNCI Agency has hosted its first Education and Training conference, providing a forum
for exchange between NATO and National training providers ... Over 90 senior NATO
and national ...
www.ncia.nato.int/NewsRoom/Pages/161031_Education_Training.aspx

Education and Training Organization

The Education and Training Service Line compromises 150 dedicated professionals in
Agency ... the domain of C4ISR (incl CIS) and Cyber can be found in the NCI Agency
Training Catalogue ...

d. Search alerts

When user expects to get some search results soon and he doesn’t want to wait until
they’re available, he can define a search alert that can inform user by e-mail or SMS when
result set for given query has changed. This mechanism is called search alert.

User starts by executing a query in search box.

education training catalogue 2020 L ‘

Tags

Preference for results in Polish -

UNCLASSIFIED
1st NCIA ET Conf briefs Oct2016

active be split in syndicates covering individual training, including the Education and

Archived Training catalogue and seat allocation (replacing the former NCISS Training
Coordinators ...

MCSMA-3 Brief

www.ncia.nato.int/Documents/1st NCIA ET Conf briefs Oct2016.zip

Secretariat Brief

SHOW MORE

And then under the results page there is a link button called Alert Me. When clicked on this
button, user is redirected to alert configuration page.

J
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k1 20140204 Exerdise directors Board meeting

LTC Peter van Onzenoort E-mail: p.vanonzenoort@hqg.nato.int Tel ... = Meals + coffee:
MATO restaurant (no dinner!) + staff center ... DPPC CNAD RPPRE IC BC AMDC ...et al
...~ Act as a key forum for ...

dnbl.ncia.nato.inty.../20140204 Exercise directors Board meeting.pd...

About 56 results

Alert Me Preferences Advanced Search

User can specify name for the alert and click on OK to actually create an alert.

Alert Title

Enter the title for this alert. This is included in the subject of the notification sent for this I lSearch: education training catalogue 2020 X I
alert.

Delivery Method

. . Send me alerts by:
Specify how you want the alerts delivered

® E-mail tomasz_kornacki@o2.pl

Change Type

) Only send me alerts when:

Specify the type of changes that you want to be alerted to. )
(® New items in search result
(O Existing items are changed

O Al changes

When to Send Alerts
Specify how frequently you want to be alerted. (maobile alert is only available for ®senda daily summary

immediately send) (O Send a weekly summary

When new results will be discover by search engine for specified query, user will get notified
(type of notification is configured by SharePoint administrators and user doesn’t have any
influence on it).

7. SharePoint integration with Office

a. Excel integration
i. Importing Excel spreadsheet to SharePoint
Working with data in Excel is generally very common task in day-to-day routine, but there

are many cases when working with SharePoint lists is better. Two very important features of
SharePoint list that are impossible in Excel are:

)
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- Multiple users editing the same spreadsheet at the same time (in SharePoint there is no
problem if for users to add / delete rows (items) to list at the same time)

- Access control on the different parts of Excel spreadsheet (different rows (items) of
SharePoint list may have different permissions settings, therefore they may be visible
for different users)

When we have our data already in Excel and we want to transfer them into SharePoint we
can use Import function. To do that go to Site Actions -> Add an app page.

I B

—

Shared with... O,

Add a page 0

Site contents

Search this g

Change the lock

Site settings

From this page we select Import Spreadsheet template.

Site Contents - Your Apps

Find an app 0o
Noteworthy
skl
i LI
Document Library Custom List Tasks
Popular built-in app Popular built-in app Popular built-in app
App Details App Details App Details

Apps you can add  newest Name

Calandar01 teatl Import Spreadsheet
App Details App Details App Details

Let’s say we have a simple spreadsheet:
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A B C D E
1 Mame Description Order Number Start Date
2 TestName  This is some description 10 10-10-2016
3 | Another name - 20 01-01-2017
4 Project X Very important project 25 01-09-2016
=
A

We're using Import Spreadsheet, provide a name for new list that will be created, browse
and navigate to the Excel spreadsheet file. When everything is ready we hit Import button.

Site Contents » New

Mame and Description MName:

Type a new name as you want it to appear in headings and links throughout the site. I Spreadsheet Import I
Description:

Import from Spreadshest File location:

Specify the location for the spreadsheet you want to use as the basis for this list. ‘

|C:\User5\plkoto\Documems\DNB Browse... ||

| Import I ‘ Cance ‘

Spreadsheet will be opened in Excel and user needs to select cell range that represents data
table to be imported (when done Import button should be clicked).

|
A B = D E F G H 1 J K L

1 Name Description Order Number Start Date

2  TestName  Thisis some description 10 10-10-2016

3  Another name - 20 01-01-2017
|4 projectx  Veryimporiantproiect 23 01:09:2016

Z Import to Windows SharePoint Services Iis‘ [z
7 Range Type:

8

5 I Range of Cells j

10

1 Select Range:

o | |sheetiisastenss |

13

14 Import your spreadsheet data as a new Windows SharePoint Services

= o list.

16

17

19

20

New list will be created and data from cells imported to rows and columns.
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Spreadsheet Import

@ new item or edit this list

All Items  »-- Find an item yol
v MNamel Description Order Number Start Date
Test Name 2 «s=  This Is some description 10 10/10/2016
Another name % T 20 01/01/2017
Project X 3 ««  Very important project 25  01/09/2016

Importer application is trying to match column names and column types. Simple column
types are easily translated, but more complex ones (like columns with formulas) may cause
problems when trying to import them (formulas most likely will be cut off). Also any
formatting will not be imported to SharePoint rows and columns.

Columns
A column stores information about each itemn in the list. The following columns are currently available in this list:
Column (click to edit) Type

Jamel Single line of text
Description Single line of text
Order Mumber Number

Start Date Date and Time
Madified Date and Time
Created Date and Time
Created By Person or Group
Modified By Person or Group

ii. Exporting from SharePoint to Excel
Excel export is much more common use case than importing spreadsheets to SharePoint (for
example project manager may export budget information from SharePoint to Excel and
create an Excel report easily and quickly to prepare for business year summary
presentation). Exporting to Excel is pretty easy in SharePoint. All we need to do is to
navigate to list that we need to export and click on Export to Excel command in SharePoint
ribbon.

J
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BROWSE ITEMS LIsT
r,- Modify View . Current View: -, Open with Access
2 . & D i .
[ Create Column | Al Ttems - Open with Project
View  Quick Create Tags & E-maila Alert RSS Connect tq Export to
Edit View Mavigate Up Current Page Motes Link e - Feed Cutlook Excel
View Format Manage Views Tags and Notes Share & Track Connect & Export
Home ® new item or edit this list
Documents All Items Business Contacts  Private Contacts =+ Find an item 0o
Recent
~ Title E-mai Category Country TagColumn
My Tasks g
Andrew Test 1 -« contact@myemail.com  Private Belgium RESTRICTED
My Calendar
My Announcements Mark Test 2 == mark@dnbl.ncia Business  United Kingdom
My First Library Stephen Test 3 «s»  stephen@gmail.com Private United Kingdom
MyFirstList Alice Test 4 = glice@nato.int Business  United Kingdom
Site Contents

We may be asked for enabling data connections. It we trust the data source, we should click
on Enable button.

Microsoft Excel Security 'E‘ (BRI

@ Microsoft Office has identified a potential security concern.

File Path: C:\Wsers'plkoto\Downloads\owssvr.igy

Data connections have been blocked. If you choose to enable data
connections, your computer may no longer be secure. Do not enable this
content unless you trust the source of this file.

I_Enable I[ Disable ]

We will see exported data in Excel.

A B C D E F

1 ﬂ E-mail n Category n Country n TagColumn ﬂ Item Type H Path

2 Andrew Test1l contact@myemail.com Private Belgium A52;#RESTRICTED Item manual/Lists/MyFirstList
3 Mark Test 2 mark@dnbl.ncia Business United Kingdom Item manual/Lists/MyFirstList
4 Stephen Test 3 stephen@gmail.com  Private United Kingdom Item manual/Lists/MyFirstList
5 Alice Test4 alice@nato.int Business United Kingdom Item manual/Lists/MyFirstList J
6

|

There are few important things to know about exporting data from SharePoint to Excel.

- Datais not as clear as expected, we may see some built-in columns exported, like
content type (Item Type).

- General rule is that custom columns (created by users) that are not visible in a
SharePoint view, that we are currently in, will not be exported.

- Complex data types are not always exported as we would expect. For example managed
metadata columns are exported in format (ID;#Tag).

- Export doesn’t take SharePoint dynamic sorting and filtering into account. It will export
the data as it is visible to the user when he enters data view page for the first time. So
even if we remove rows with United Kingdom from our view by applying a filter:
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¥ Title T

Andrew Test 1

... contact@myemail.com Private

E-mai Category Ccv“t",.-E

We will still see 4 items exported to Excel.

Exporting Excel table to SharePoint

Another way of using Excel data in SharePoint is to export Excel table. This is very similar
feature to spreadsheet import, but with some important differences.

First of all we need to have a table in Excel. We select data in Excel spreadsheet that we
want to turn into table and click on Format as Table button. Then we should apply one of
the table formatting templates.

Formatting ~|as Table =

Normal Bad

Insert Page Layout Formulas Data Review View
_3 * cut Calibri S AN S=l= 8 SiwepTe ijg‘
153 Copy ~ =
Pavste # Format Painter m I - - | S é | E % = 33 Merge & Center Conditional
Clipboard Fl Font Fl Alignment
Al - f | Name
A B | c D
Name Description Order Number Start Date
Test Name  This is some description 10 10-10-2016
Another name - 20 01-01-2017
Project X Very important project 25 01-09-2016

A= | n -h-|w|N|l—'

Excel will ask us for the range of our table and if our table has headers.

e
n

A | B | C | D

11| Name Description Order Number Start Date
|2 | TestName Thisis some description 10 10-10-2016
13 | Another name - 20 01-01-2017

4 | ProjectX  Veryimportant project 25 01-09-2016

5

6

7 [ Format As Table &Ig
2 Where is the data for your table?

= =5A51:5D%4| 5.3
11 My table has headers

12

13 [ oK ] [ Cancel ]
14 —_—

While still in table design mode we expand Export node and choose Export Table to
SharePoint list option.

J
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Home Insert Page Layout Formulas Data Review View Design

Table Name: iZ] Summarize with PivotTable % % [ Properties Header Row  []] First Column
Table3 ﬂ*1Rem0\re Duplicates . Open in Browse |:| Total Row |:| Last Column
- Export |Refresh
"J Resize Table | j7] Convert to Range - - g2 Unlin Banded Rows |:| Banded Columns
Properties Tools !E Export Table to SharePaint List... I L Table Style Options
D3 - 5| 01 o

E F
Name n Description n Order Number n Start Date
Test Name  Thisis some description 10 10-10-2016
Another name - 20 [ o1o01-2017
Project X Very important project 25 01-09-2016

V- Y, R R TR S

In first step we specify an URL of SharePoint site where we’d like to export an Excel table,
also we specify name for the new table and click on Next.

Export Table to SharePoint List - Step 1 of 2 [

Where do you want to publish your table?

Address: |hth35:f,.'dnbl.ncia.naba.int,.’manual | - |

|/ || Create a read-only connection to the new SharePoint list

Provide a name and description for your table.
Mame: |Exported List]

Description:

[ Help ] [ Cancel ]

]
il
kS

[Tuext || Emsh |

If we select an option to create a read-only connection to the list, we will be able in the
future to refresh Excel spreadsheet to see changes that were made to this list in SharePoint.

In the next step we confirm that all data types has been detected correctly. If yes, we can
click on Finish button. If no, then most likely we will need to play with cell formats.

)
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Export Table to SharePoint List - Step 2 of 2 - -2 ]

To publish to a SharePoint list, Excel must force columns to use certain recognized
data types. All cells with individual formulas will be converted to values.

Verify that each of the columns listed below is assodated with the correct data type.
If & column is associated with an incorrect data type, dick Cancel and confirm that the
key cell can be converted to the correct type.

Column Data Type Key Cell
MName Text (single line)

Description Text (single line)

Order Number Murmber

Start Date Date

[ bep | [ cancal || Back || nes

After successful export we should see the confirmation.

Microsoft SharePoint Foundation -7 ]

The table was successfully published and may be viewed on:
https://dnbl.nda.nato.int/manual Lists rted List/Allit...

[ o ]

We may follow the link and see how the table looks like in SharePoint. It is opened as a list
in quick edit mode.

Exported List

Stop editing this list

All tems .- | Find an item yol |
v D Mamel Description Order Number Start Date +
O Test Name This is some description 10 | 10/10/2016
O Another name 3 - 20 | 01/01/2017
[ |Project X % Very important project 25 | 01/09/2016

So if we make change to the list at some place:

v D Mamel Description Order Number Start Date +
O Test Name 3 This is some description 10 |10/10/2016
O Another name 3 ITestl l 20 |01/01/2017
[ | Project X 3 Very important project 25 | 01/09/2016

Then we can click on Refresh button in Excel and see updated version in our client
application.

J
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2 T
Home Insert Page Layout Formulas Data Review View Design

Table Name: “_.':'J Summarize with PivotTable ; '_2? Properties Header Row  []] First Column
7]

Table3 ﬂ** Remove Duplicates E Open in Browser D Total Row D Last Column
= Export |[Refresh| ..
':|> Resize Table | {7] Convert to Range - - 2 Unlink Banded Rows |:| Banded Calumns
Properties Tools I.ﬂ Refresh I Table Style Options
B3 - 5 ll& refresh an

& Connection Properties...
Namel ﬂ Description : - - - 3
Test Name  This is some description 10 2016-10-10 Item manual/Lists
Another namel| Testl | 20 2017-01-01 Item manual/Lists
Project X Very important project 25 2016-09-01 Itemn manual/Lists

e =R RS ]

b. Outlook integration

i. Introduction
There are many good reasons to keep our day-to-day calendar in Outlook. It works well with
communicators / meeting infrastructure applications, uses fresh data from Active Directory
and integrates with other Office applications. Outlook also supports SharePoint integration,
giving users opportunity to complete some of the SharePoint activities directly from
Outlook.

ii. Synchronizing calendar with Outlook.
SharePoint calendar can be imported to Outlook and accessed without a need to access
SharePoint site. This is very handy feature, because we can view events from different
calendar sources in one aggregated view.

In order to connect Outlook with SharePoint calendar we should go to our calendar in
SharePoint using web browser and click on Connect to Outlook ribbon button.

BROWSE CALEMDAR
— L 117 Creste View  Cumrent View: —~
E E ﬁ ’E J reate View B A %

Export to Excel

[ Modify View ~ | Calendar - Open with Access
Day Week Month Expand Collapse Calendars Tags & E-maila Alert RSS Connect to
Al All Overay 1] Create Column Notes Link Me - Feed Qutlook
Scope Expand Manage Views Tags and Notes Share & Track Connect & Export
4 3
2050 € (%) December 2016
Jan Feb Mar
Aor May Jun MONDAY TUESDAY WEDMNESDAY
Jul Aug Sep 28 29 30
Oct Nov Dec Short holidays in Czech Republic (Prague)

Today is 21 December 2016

=] calendars in View 5 6 7

My Calendar
Holiday Events

Long weekend in Warsaw (Warsaw)

Home

J
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We may receive security warnings, we should go further by allowing to open calendar link.

e =

07;‘ Do you want to allow this website to open a program on
'+ your computer?

From: dnbl ncia nato. int
Program: Microsoft Qutlook

Address: stssync//sts/?
ver=1.1&type=calendarf.cmd=add-

Always ask before opening this type of address

4

| Alow | | cancel |

l-’ Allowing web content to open a program can be useful, but it can
patentialty ham your computer. Do not allow it unlass you trust
the source of the contert. What's the risk?

Connect this SharePoint Calendar to Outlook?
ﬁj You should only connect lists from sources you know and trust.
Site for Manual - My Calendar
https: f{dnbl.nda.nato.int/manual Lists My Calendar/
To configure this Calendar, dick Advanced.

e .

Alternatively we may set some advanced options like calendar name on additional popup
after clicking on Advanced button.

SharePoint List Optio

ﬁj Use the choices below to configure options for this SharePoint list.

General
Folder Name: Iwﬁrw _mml
List Mame: My Calendar
Type: Calendar
Location: https:/fdnbl.nda.nato.intfmanual Lists My Calendar/
Server Version: Mot Available
Permissions: Read
Description:

Display this list on other computers with the account:  Tomasz.Kornacki@hoval.com
Update Limit

Update this subscription with the publisher's recommendation. Send/Receive aroups do
not update more frequently than the recommended limit to prevent your subscription
from possibly being cancelled by the content provider.

Current provider limit: Not published.

[ ok ][ cancel

Calendar will be loaded to Outlook with all events.
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Home [ Send /Receive Folder View Add-Ins Email Management

B EE R EEEEE Y DR S oo

New  Mew | Today MNext7 Day Work Week s:hedule Open  Calendar | E-mail  Share Fublish Calendar
Appointment Meeting Items = Days Week View | Calendar ~ Groups = | Calendar Calendar Online - Permissions
New GoTo  fu Arrange 1| Manage Calendars Share Find

EEE

4 oudzenzs ¢ i

PnWt $r Gz PtSo N <« » grudzien 2016

282930 1 2 3 4

B0 0O poniedziatek

12 13 14 15 16 17 18

19 20(21]22 23 24 25

26 27 28 29 30 31 1

23456 7 8

28 lis - 4 aru

4 [J] Other Calendars

Events created in Outlook will be synchronized with SharePoint every time when Send /
Receive action is performed.

1of 1 Tasks have completed successfully

[T Don't show this dialog box during Send/Receive

Tasks | Errors

Mame Progress Remaining

| sharePoint Completed

SharePoint Cancel Task

_w

Calendar item will be available in SharePoint after synchronization.

J
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My Calendar

(® new event or edit this list

Calendar AllEvents Business Events Find an item 0o ‘

v 0 é@ Title Location Start Time End Time All Day Event Category
Short helidays in Czech Republic Prague 28/11/2016 00:00 30/11/2016 23:59 Yes Holiday
Meeting with HR. people HQ 02/12/2016 15:00 02/12/2016 16:00 Business
Long weekend in Warsaw Warsaw 08/12/2016 00:00 12/12/2016 23:59 Yes Holiday
Business trip to Metherlands The Hague 19/12/2016 00:00 20/12/2016 23:59 Yes Business
Test event #1 3¢ 21/12/2016 00:00  21/12/2016 23:539  Yes I
Business year summary Conference Room A 22/12/2016 09:00 22/12/2016 12:00 Business

It also works the other way. Events created in SharePoint will get synchronized and

displayed in Outlook calendar.

iii. Synchronizing task

list with Outlook

Task list can be also synchronized with Outlook so users can manage tasks from different
task lists in one place. In order to synchronize task list with Outlook, we have to go task list
in SharePoint and select Connect to Outlook from SharePoint ribbon.

BROWSE TASKS ust
r/ Modify View , Cumrent View: N Open with Access Dj Form Web Parts - { ]
= & pg @ | M & &
[ Create Column | Al Tasks - > ER Eait List
View  Quick Create Tags & E-maila  Alert RSS ‘Open with] Connect to |Export to Customize List ~ Shared Workfiow
Edit View Navigate Up Current Page Notes Link Me.  Feed Project | Outlock Excel Form 13 Mew Quick Step Settings With  Settings -~
View Format Manage Views Tags and Notes Share & Track Connect & Export Customnize List Settings
Home
Documents 13 December 15 December 17 December
Task for test user Test task #1
Recent 1312 - 15112 1612 - 19/12
List from New Template Subtask #1 Subtask #2
16/12 - 17/12 17412 - 18/12
My Tasks
My Calendar
My Announcements
My First Library . -
o ® new task or edit this list
MyFirstList
X All Tasks  Calendar  Completed | Find an item 0 ‘
Site Contents
v < T -
# EDIT LINKS D ask Name Start Date Due Date Assigned To
O Task for test user 13 December & days ago test@dnblncia
O 4 Test task #1 5 days ago Manday test@dnbl.ncia
O Subtask #1 5 days ago 4 days ago test@dnbl.ncia
[} Subtask #2 -« ddaysago  3daysago | test@dnblncia
O Issue example 1 % Friday test@dnbl.ncia

We may receive security warnings, we should go further by allowing to open tasks link.
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e R

o_q_l Do you want to allow this website to open a program on
1 your computer?
From: dnbl ncia_nato int
Program: Microsoft Qutlook

Address: stssync//sts/?
ver=11&type=calendarf.cmd=add-

Always ask before opening this type of address

4

L_Aow | [ Cancel |

patertialty ham your computer. Do not allow it unless you trust

@ Allowing web content to open a program can be useful, but it can
the source of the content. What's the risk?

Microsoft Qutlook

| E‘ Connect this SharePoint Task List to Qutlook?

" You should only connect lists from sources you know and trust,
Site for Manual - My Tasks
https://dnbl.ncia.nato.int/manual fLists My Tasks/

To configure this Task List, dick Advanced.

Advanced... I Yes I I Mo I

Alternatively we may set some advanced options like task name on additional popup after
clicking on Advanced button.

SharePoint List i

|m| Use the choices below to configure options for this SharePoint list.

General
Folder Mame: Iihm _"ﬂ-ml
List Name: My Tasks
Type: Tasks List
Location: https:/fdnbl.nda.nato.int/manual/Lists/My Tasks/
Server Version: Mot Available
Permissions: Read
Description:

Display this list on other computers with the account:  Tomasz.Kornacki@howal com
Update Limit

Update this subscription with the publisher's recommendation. Send/Receive groups do
not update more frequently than the recommended limit to prevent your subscription
from possibly being cancelled by the content provider,

Current provider limit: Mot published.

Task list will be loaded to Outlook with all tasks.
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ﬁ[ Home l Send / Receive Folder View Add-Ins Email Management
@ E y @ x L () Bueans \% ¥today X Mext Week
. ¢ W Tomorrow W No Date
Mew Mew Mew Delete Reply Reply Forward E pgre Mark Remove o Toda
Task  E-mail Htems~ All - Complete from List N This week W cCustom v
Mew | Delete | Respond | Manage Task | Follow Up |
&9 s
4 My Tasks e
¥ To-Do List
[ | Subject Assigned To Custom Status
Lﬁ Tasks
R e, & Testtask #1 test@dnbl.ncia Mot Started
er Tasks
: & Subtask #1 test@dnbl.ncia Mot Started
@ Site for Manual - My Tasks (& Task for test user test@dnbl.ncia Not Started
& Subtask #2 test@dnbl.ncia Mot Started

Tasks created in Outlook will be synchronized with SharePoint every time when Send /

Receive action is performed.

E Outlook Send/Receive Progress = s o S

1of 1 Tasks have completed successfully
| |

Don't show this dialog box during Send/Receive

<< Details

Tasks | Errors

Mame

Pl sharepoint

Progress

Completed

Remaining

SharePaint

Cancel Task

={a

Task item will be available in SharePoint after synchronization.

@ new task or edit this list

All Tasks  Calendar  Completed | Find an item 0 |
v L?A‘ Task Name Start Date Due Date Assigned To
|:| Task for test user 13 December 15 December test@dnbl.ncia
O 4 Test task #1 6 days ago Monday test@dnbl.ncia
L] Subtask #1 Gdaysago 5 days ago test@dnbl.ncia
(I Subtask #2 5daysago 4 daysago test@dnbl.ncia
O Issue example 1 3 Tomorrow test@dnbl.ncia
| [ test 3 I

It also works the other way. Tasks created in SharePoint will get synchronized and displayed

in Outlook task list.

J

U@COOPERATION PORTAL



