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1. ACCESS YOUR SHAREPOINT WEB SITE

For maximum functionality, it is suggested that you use Internet Explorer as your browser.

1. Open your Internet Browser and enter the URL for the main Marquette portal for SharePoint:
http://sp.mu.edu Click Sign in (top right). Search for your site.
Or, enter the URL for your site. Ask the site owner for the site URL.

2. If you are prompted to enter a user name and password, enter margnet\username and your

eMarq password.

3. If you are often being prompted to enter your password or are .
experiencing issues accessing PDFs, it is suggested that you run > Documents __ Library
the Marquette Internet Explorer and Windows firewall Sarisr:
configuration tool that is available for download online at
http://www.marquette.edu/its/help/software/configure.shtml

4. Click Navigate Up to access other pages on the SharePoint site.

2. WORK WITH FOLDERS AND DOCUMENTS IN A SHARED DOCUMENTS LIBRARY

2.1 EDIT A DOCUMENT
Click on a document and you will

. SharePoint 2010 *» Shared Documents » Lorem

have the option of editing in a
browser or in the Office application. Pl (W] Open in Word |\ Edit in Browser 44 Find | 100% ~

More options are available when you point to the file name, and click on the down arrow.

e Click Edit in Microsoft Word or Edit in Library Tools
Browser owse Documents
When the Word document opens up, you Q *\ _wj @
can make and save changes. anage sThare& Copies Workflows ILike Tralgs a
v rack » - v otes
e Click Check Out and other users will be be Tags and Notes
alerted that the document is being edited. Fl Tvpe  Name
After you have checked out a document, @ Lorem ipsum dolor sit amet Enew 4

View Properties
L} Edit Properties

changed it, and saved the changes, select
Check In on the down arrow. When you

make this selection, a window opens and Maswiin:Eoweer
Edit in Browser

you can add comments. @] Edit in Microseft Word
& Check Cut
{ Creib by - Compliance Details
l ST ——— Alert Me
! Send To >
X Delete

s e ROSTEre (NITRE 3.1 s¥ur STt N P e

http://www.marquette.edu/its SharePoint Instructions for Users Page 2 of 9


http://sp.mu.edu/
http://www.marquette.edu/its/help/software/configure.shtml

MARQUETTE UNIVERSITY IT SERVICES

Click Alert Me to receive e-mail alerts when changes are made to the document.

o C(Click Send To to send someone a link to this document in an e-mail message.

o C(Click Delete to delete the document.

2.2 CREATE A NEw DOCUMENT

e Navigate to the Shared Documents library. Click the Documents tab on the ribbon and click
New Document. This will open up a new document in Microsoft Word.

! Site Actions + B8 Browse

4 New Folder
New

_J New Document .

'__] Upload Document .

Library Tools
Documents ey
. \ 1 E.
% _é] T - 2 < -4 E-mail
~A 2 ~ B atert N
Edit View Edit
Document

Properties Properties )(

Open & Check Out Manage2 Share &1

Work on your document and save it. It appears in the Shared Document folder, with the word

INew after it. Sometimes you need to press the refresh button on your browser for the

document to show.

2.3 CREATE A NEW FOLDER
e C(Click the Documents tab on the ribbon.
e Click New Folder.
e OName the folder. Click Save.

2.4 UrPLOAD ONE OR MULTIPLE DOCUMENTS

e C(Click the Documents tab on the ribbon >

Upload Document or Upload Multiple
Documents.

New Folder

= -
. O] 53 Copy
Save Cancel Paste

Commit Clipboard
Name * Sample Folder]

Library Tools
Site Actions ~

[

[ New Document .

Browse Documents

'_J Upload Document .

View

Sroperties Pr

‘} % Upload Document
A_ Upload a document from your Man
computer to this library
*} S Upload Multiple Documents Name
1 b Upload multiple documents from
- your computer to this library Sample Folg

Shared Documents

=Y =
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e >Browse to locate the document

Upload Document

Upload Document
Mame:

Browse to the document

you intend to upload. Browse...
Upload Multiple Files...
Owerwrite existing filles

Destination Folder
Folder:

Spedify the folder in this

document library where the 7 Choose Folder...

document should be saved.

e >Choose Folder to choose the destination folder. Click OK.

2.5 MOVE, DELETE, COPY OR RENAME DOCUMENTS OR FOLDERS
o Navigate to the Shared Documents library. Click Library to activate the Library ribbon.
e The default view shows All Documents. Click Open with Explorer to move, delete, copy or
rename documents or folders.

Library Tools

Site Actions ~ #¥  Browse m

= : = [7 ~ Current View: {4 E-mail a Link ] 0|
B (| A - =1
i L ‘Y Bl i Alert Me » — -

‘ All Documents ~
Standard| Datasheet Datasheet Create Sync to SharePoint Connectto . Cu
View ] View v View | §) Current Page EY RSS Feed Workspace Office~ gy Li

View Format Manage Views Share & Track Connect & Export

e A new window will open up showing the files and folders in Explorer view. Drag documents or
files to move them, and right-click to copy, paste, delete, or rename a file. Click X in the upper
right corner to close the window and return to the SharePoint site.

2.6 DRAG A FOLDER FROM A LOCATION ON YOUR COMPUTER OVER TO SHAREPOINT
e Navigate to the Shared Documents library. Follow instructions in 2.5 above to Open Explorer
View. You now have two windows open: SharePoint (in your browser, with an Http://sp.mu.edu
... address at the top) and Windows Explorer opens on top of it.
e Click the Minimize button in the top right corner of the SharePoint lRestore Down

document to put it in the task bar and get it off the desktop. Click the , :
Restore down icon in the top right corner of the Explorer window to E"‘_E"“lﬁ

make it smaller. ” [EL"“Z_S‘ . P

e Navigate to the folder you want to copy to SharePoint. Click the Restore

down icon in the top right corner of the window.
Move the windows so that you can see both, and drag the folder or documents you want to
move over from the other window to SharePoint.
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2.7 RECOVER A DELETED FILE FROM THE RECYCLE BIN
e C(Click the Recycle Bin on the Quick Launch bar.
e To select the document you want to restore, place a check mark beside it and click Restore
Selection.

2.8 CREATE A SHORTCUT TO A DOCUMENT LIBRARY
USING VISTA OR WINDOWS 7

e Navigate to the SharePoint Document Library or folder.
e C(Click the Library tab on the ribbon > Connect to Office > Add to SharePoint Sites.

Library Tools
Your usemame -
— > - Current View: [—4 E-mail a Link = *l 4 Ql == :
®) . EE 3 | | B || L
= H All Documents ~ ' Alert Me » —y o — X ;
Create Syncto SharePoint Connectto, _  Customize Settings
View 3 . Current Page E] RSS Feed Workspace Office v TR A OTaTy e ——p—
Manage Views Share & Track Conr o Add to SharePoint Sites
-, - =|| Add a shortcut to this library in
| Type Name Modified " Microsoft Office, =~ =
i Sample Folder 12/8/201( , Remove from SharePoint Sites

You can then access SharePoint Sites under Favorites when you open or save an Office document.
SharePoint sites that you can access are listed and you can click Member sites to see sites you are a

member of.
> (W] Microsoft Word Name
. Member Sites
4 .7 Favorites (&) My Site
Desktop ##l SharePoint 2010 - Shared Docu
& Downloads ["51" test - Shared Documents
i) Recent Places (@t Training - Shared Documents
.| SharePoint Sites

CREATE A SHORTCUT TO A DOCUMENT LIBRARY OR
FOLDER ON THE DESKTOP

H H P . Windows cannot create a shortcut here,
°
NaVIgate to the SharePoint Document ‘-{'./ Do you want the shorbcut to be placed on the desktop instead?

library or folder.
Ma

e Follow instructions in 2.5 above to Open AL

Explorer View. Right-click the folder you
want a shortcut to.

e Click Create Shortcut.

e Click Yes to place it on the desktop.
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Rename it or move it to My Documents. (You can drag it to Favorites in Vista or Windows 7).
You can then open any document in the folder from an Office application. In the example below,

you can open any documents inside the Minutes folder, which is located on a SharePoint site,
from Microsoft Word.

21
Look in: I_j Mirkes :J S5+ X | 453>
| .. Trusted TS WeBndate
Templates R v _
@ rewek  |DOCUMENt Library
= Places - -
| (& Desitop =) Minutes 11-17 Lastname, Firstname  11/20/2008 2:35PM
»JMY =) Minutes 12-16 Lastname, Firstname  12/16/2008 11:33 AM
Documents’ B &) Minutes 1-22-09 Lastname, Firstname  1/22/2000 3:15PM

2.9 ADD THE DOCUMENT LOCATION COMMAND TO THE QUICK ACCESS TOOLBAR IN WORD, EXCEL,
POWERPOINT

e Right-click the Quick Access
toolbar. Click Customize Quick
Access Toolbar...

Remove from Quick Access Toolbar

Customize Quick Access Toolbar...

e Inthe Choose commands from list, select All Commands.
e Click Document Location, and then click Add.

O ) nitps/sp2010 marquette. edussi m
Caliort Sody) -1 = = = ik K
B 7 U-hexx & Esam !5 A
" W-A-Ae A D TR
2.10 SET AN ALERT FOR THE DOCUMENT LIBRARY OR FOR A SPECIFIC DOCUMENT
e Navigate to the Shared Documents Library where you want to set an alert.
e Click the Library tab, > Alert Me > Set alert on this library.
Library Tools
- ikioay
Q = Iy ~ Current View: ~4 E-mail a Link S
‘ 160 e S ‘

asheet Create
- View

m All Documents

Current Page

Manage Views

v

Alert Me 1

Q@) Set alert on this library

%f Manage My Alerts

you want to be alerted.

Make your selections for the type of changes you want to be alerted about, and how frequently
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e To make an alert for changes to a particular document, navigate to the document and click the
down arrow > Alert Me and make your selections for alerts.

|E_|’| 1

ndd documen| E5? Edit Properties

w

iew Properties

IEﬂ Edit in Microsoft Word
—&I Check COut

Compliance Details
(% Workflows
Alert Me

e Manage your alerts:
Click to open the menu by your name (Top

My Site » 13
right) Lastname, Firstname Open your personal hcmecagl._,_wpe" Menu
- My Profile B
z View and manage your profile.

q My Setting
:J/“ Update your user information,
e regional settings, and alerts.

Sign in as Different User

e > My Settings > My Alerts. Check to select an
alert and click Delete. Click Add Alert to add a new one.

My Alerts on this Site

3. VIEW CONTACTS IN SHAREPOINT AND CONNECT THEM TO OUTLOOK

e C(Click Contacts on the Quick Launch bar (left side of the screen.)
o To export the Contact list from SharePoint to Outlook, click the List tab > Connect to Outlook.
e Open Outlook. Click Contacts in the Navigation Pane (left).
The SharePoint list will appear under Other Contacts. Use the Search box (top right) to search
for a specific person.

e Drag a contact to your Outlook Contacts or drag from your Outlook Contacts to the SharePoint
list.
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4. Use THE CALENDAR

4.1 ADD AN EVENT TO A CALENDAR
o Navigate to the calendar by clicking Calendar on the quick launch (left).
e C(Click Add at the bottom of the calendar or double click on a date.
e Enter the details for a new event and click Save.

4.2 CONNECT A SHAREPOINT CALENDAR TO OUTLOOK
Link the calendar to your personal calendar in Outlook so that you can view this information along
with your personal calendar information.

e Navigate to the Calendar Tools
Calendar. Site Actions ~ @ Browse Events ‘ Calendar

Click the Calendar e 'ﬁ {ﬂ @  Current View: _11 2 D or X Eded
L . | - - 7‘3 =)

| 7 ~ Calendar Al [Ez2Fo
tab. ) Expand Calendars E-maila Alert  RSS Connect to |:] -
. \_@‘ v Overlay  [ifl] Link Me. Feed Outlook
e Click Connect to =
Scope Manage Views Share & Traek Connect & Export Cuyl

Outlook. :
e Open Outlook and click on Calendar. View the SharePoint calendar under Other Calendars.

e C(Click View > View in Overlay Mode, or View Side by side.

5. CREATE OR MODIFY A TASK AND CONNECT IT TO OUTLOOK

o Click Tasks on the Quick Launch bar (on the left side of the screen.)

o C(Click Add new item.

e Give the task a title, assign it to a user (or users), assign a start —
and end date, and click OK. ' 2

e Connect SharePoint tasks to Outlook by clicking the List tab, >
Connect to Outlook.

6. EDIT A WIKI Cheadions - 22 B R
e Navigate to the wiki by clicking ~} Eg:i fhagiontentq St e
ioati & 5 : me
on the navigation pane (left). = f
. . . . 1 Sync to SharePoint Workspace
¢  Click Site Actions > Edit Page. 'S l et v e czpp'v' of
t—— this site on your computer.
e e 1
= New Page | ag = ge
j et B LAOS NG fo your wiki library!
custamize [rted and add content to this pag
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Edit text.

If you want to add a new wiki page, insert two square brackets followed by the
name of the new page you want to create followed by two square brackets and s
press enter [[enter the name of the new page here]].
Click Save and Close.

Click on the name of your new wiki page and it will open for you to create content.

Save & Close| (

A New Page window will ask if you want to create the page. Click Create. Edit the

page asin 2 -5 Above.

7. CONTRIBUTE TO A DISCUSSION

Click Discussions on the Quick Launch Bar on the left of the window. Click Team Discussions.
Click Add New Discussion.
Click on a discussion subject and click Reply to add a comment.

8. ADD ITEMS TO A MEETING WORKSPACE

e C(Click Add new item to add an objective,
o C(Click Add new item to add an agenda item
e Click Add new document.
e
test » Home = 4
ILike It Tags &
Motes
Home Search this site... el 9
Objectives Agenda
There are no items to show in this view of the "Objectives” list. To add a [[] Subject Owner Time
new item, dick "Add new item”,
. . There are no items to show in this view of the "Agenda” list. To add a new
& Add new item item, dick “Add new item”,
Attendees 48 Add new item
[0 Name Edit Response -emment Document Library =
There are no items to show in this view of the "Attendees” list. Type Name Modified By
There are no items to show in this view of the "Document Library
document library. To add a new item, dick "Add document”,
4k Add document
9. Use My SITE
o  Click the down arrow beside your name (top right). > My Site.
e > My Content and add documents to Shared Documents or Personal Documents.
e > My Profile and explore options for updating information and changing privacy settings. By

default, information in My Profile and membership groups are shared with other MU SharePoint
users.
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