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Introduction to SharePoint

Your SharePoint Site

SharePoint has been introduced into the LSE as a tool for collaborative working on files and
documents relating to current projects. SharePoint also has some other useful tools such as a
calendar, which can help you plan and work on projects together. SharePoint is not a file storage
system.

Your SharePoint team or department site will be known as the primary site collection or top-level
site. This is because it is possible to create more sites within it for specific and limited teamwork.
These extra sites are known as subsites.

Your site will be based on a team site type chosen to most closely reflect your team’s requirements.
The team site type will have a ready-made layout for libraries and additional resources such as
calendars and tasks. The site can then be modified to suit your team requirements. The layout below
is a standard layout for a SharePoint team site (this is an example — not the LSE SharePoint site)

Example School
SharePoint Site

v

Primary Site Music
co||ectrilin_ (top Department Admin Team Media Team
level sites) Top Level Site Top Level Site Top Level Site
Department Guest )
Library -> Teachers |—>| _leaching
Primary Site Owner Folder Documents
—Jo Manning Head of
Department |—> Confidential
Library Documents
Music
Subsite Projects
Subsite
Site.0wnerf0.r Music Project Er—
projects subsite plans —>  festival —=> Festival
Ron Denning Library Folder Documents
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SharePoint Terminology

SharePoint Site

The SharePoint site is the overall LSE SharePoint site from
which department and team sites are created. See the
example above.

Primary Site Collection

Each team or department site is a site collection. See the
example above.

Subsite A team site within an existing primary site collection.
See the example above.

Library A library can be created to hold a certain type of file or
document or relate to a particular project or task.
See the example above.

Folder Folders can be used to group document and files.

Nominated Primary Site owner

The owner of your team or department site. The Site Owner
is responsible for all the content on the site and how it is
used. They are also accountable for the entire site including
subsites.

Nominated Subsite owner

Responsible for the subsite they create, all the content and
how it is used.

Permissions

These are set by the Site Owner and will determine what
libraries, folders or documents a SharePoint user can share,
edit or view.

Collaboration

Sharing work in SharePoint. Most collaboration will be on
shared documents where several SharePoint users may be
updating the same documents.

Document Sharing

To share a file or document with a SharePoint User for
collaborative working or just to view the content.

SharePoint End User

Everyone who has permissions to use the content of a site,
other than the Site Owner.

SharePoint Calendar

A shared calendar for everyone in the SharePoint team to
view.

SharePoint Tasks

Shared tasks for everyone in the SharePoint team. Can be
used to keep track of group projects and assign tasks to a
particular SharePoint user.

Contacts Shared contacts for everyone in the SharePoint team to use.
Can be exported and used in Outlook if required.
Ribbon A context sensitive menu bar which appears at the top of a

SharePoint page.

SharePoint Page

A SharePoint screen of information.

Lists

A list of contacts or tasks within SharePoint.
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How to log into your SharePoint site

Most users of SharePoint will receive a link to your site through the email in the way of an invitation
to join the SharePoint team site. By clicking on the link, you will then have access to your site.

Because SharePoint operates in Office 365, there will be an Office 365 login screen that you will
require your credentials. Follow the instructions below:

e Type your full email address and your usual network password; there is no need to type LSE\
e You will be directed to SharePoint immediately. If this does not happen, click Sign In

On most occasions it will not be necessary to type your password. As soon as you click into the
password field, Office 365 will direct you to your team SharePoint site.

Because you are working through your browser to access SharePoint, you may on occasion need to
complete the Office 365 login screen again once you are in SharePoint. This will normally happen
when you want to use one of the Office integration tools. This happens because your browser will not
always recognise the redirection as a trusted area. To overcome this, just tick the box on the pop-up
screen that says ‘Keep me signed in’.

If you need more help with logging in, please click on this link
http://www.lse.ac.uk/intranet/LSEServices/IMT/facilities/sharepoint/home.aspx

Logging out of SharePoint

To ensure you are fully logged out of SharePoint (Microsoft Office 365) follow the instructions below.

1. Click the drop-down arrow ~ , which is to the right of your user name at the top right hand
corner of the SharePoint team site window

2. Click Sign out

3. Close your browser

= Three, Test -

Sign out

My Settings
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Introduction to your new SharePoint site

BROWSE PAGE

. Example Academic Department Site # EDIT LINKS
SharePoint

Example Academic Department Site

LSE SharePoint Get started with your site  remove THis
Announcements
Calendar

Contacts
Document Libraries

Department Documents

Head of Department

Tasks

Site Contents Nominated Site Owner

Recent PR

# EDIT LINKS No Title we  TestOne Test.One@Iseslss5.lse.acuk
Newsfeed

a conversation

It's pretty quiet here. Invite more people to the site, or start a conversation.

What is available - The Home Page

When you get your new SharePoint site, most of the features you need to use will already be there.
As you will see from the left navigation menu, you have:

e Announcements

e Calendar

e Contacts

e Document Libraries — Department Documents & Head of Department
e Tasks

e Site Contents

These items are ready to use. To see what these look like, just select the quick link from the left
navigation menu. For instance, when you click Calendar the home page will be replaced by the
calendar. You will learn more about these features later.

On the home page itself, you will see two tiles:
1. Share your site.
And
2. Add lists, libraries and other apps.

The tiles are shortcuts to various items you can set-up in SharePoint. The shortcut you are most likely
to use is the Add lists, libraries and other apps. The Site Owner will set-up the site sharing.
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Navigation around your site

Use the left navigation menu to move through the various screens.

To return to the home page:

1. Click the LSE logo, which is in the top left hand corner

Or

2. Click on The Name of Your Site, which is in the

] Office 365

quick links at the top of the screen

BROWSE PAGE

Example Academic Department Site

# EDIT LINKS

llni SharePoint]

~

LSE SharePaint Get started with your site
Announcements
Calendar

Contacts

Document Libraries

<

Share your site,

Department Documents
Head of Department
Tasks
Site Contents Nominated Site Owner
Recent

\ # EDIT LINKS

v Title

Mame

No Title «  Test One

J

To return to the LSE SharePoint page:

ERampie ACade

nic Department Site

REMOWE THIS

a)

Add lists, libraries, and
other apps.

Emai

Test.One@lses185.lse.acuk

1. Click LSE SharePoint, which is in the left navigation menu

SharePoint

L5SE SharePoint

Announcements
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SharePoint Menus

Using the Ribbon

The Ribbon appears at the top of each SharePoint page when a particular Ribbon tab is clicked on.
The Ribbon is a menu containing a selection of tasks related to the selected tab. The Ribbon will be
hidden from view when you click on the BROWSE tab.

1. Select the area you wish to work in from the left navigation menu. In this example a
Document Library

2. Inthe ribbon at the top of the screen, click on the FILES tab

3. Inthe New group, click on New Folder

BROWSE FILES LIBRARY

ﬂ Fj (Check Out Version History
CheckIn Shared With

New Upload Mew Edit View Edit Share  Alert  Popularity
Document » Documerf  Folder | Document Discard Check Qut  Properties Properties Delete Document e Trends
New Open & Check Out Manage Share & Track
LSE SharePoint @ new Fupload & sync
Announcements -
All Documents  wes Find a file D
Calendar
v i Madifie Modified By
Contact O nName Modified Modified By
Reviews s Yesterday at 16:34 Three, Test

Document Libraries

[Tey

Department Documents @5 Training Room PC Checks 3 =s=  VYesterday at 16:48 [ Three, Test

Head of Department

Please note: The Ribbon tabs will change depending on what you have selected in SharePoint. In the
example below, from the left navigation menu, Calendar is clicked on and the Ribbon tabs now show
EVENTS and CALENDAR.

Example Academic Department Site # EDIT LIMKS

Calendar

BYd SharePoint

4 . 3
2014 ) (%) July 2014

Jan Feb Mar

Apr Mav Jun MOMDAY TUESDAY WEDN

Jul Aug Sep 30 1 2

Oct MNow Dec

Teday is 08 Julby 2014
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The Ellipse - Menu

For most of this guide, you will be shown how to make choices using the Ribbon menu but from time
to time you may choose to use the Ellipse *** menu. Most of the choices here are duplicated in the
ribbon but you may prefer to use this route.

You will see the Ellipse *** to the right of any folder or file/document on a SharePoint page. This
produces a pop-up menu of information.

@new 7Tupload g@sync ~edit #mana Technical requirements for Running MOS.docx
All Documents Find a file yeol
v [ nName N
@S Technical requirements for Running MOS 3 R e
Reviews ¢
Team Meetings e €

@S Training Room PC Checks

[E PAGE1OF3

Changed by you on 14/07/2014 11:01

Shared with [ | Three, Test, [ | One, Test, || Four, Test, and 1 more

https://Ises185.sharepoint.com/sites/academic_dept/_layouts/Wc %

EDIT SHARE FOLLO

Click the Ellipse *** on the pop-up menu for more options

View Properties

EDIT SHARE FOLLOW

Edit Properties
View in Browser
Edit in Browser
Check Out

Version History

Compliance
Details

Workflows

Download a

© London School of Economics & Political Science
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Search for a document or file in SharePoint

You can search for any document or item in your site easily by its name or part of its name.

To search the entire site:

1. Click on the search box, which is located at the top right of the page

2. Type in your search text to look for any content on the site containing this text

3. Press Enter or click on the magnifying glass L
Outlock Calendar People .- [EEEVGERI=ASER SN o

€y SHARE 7 FOLLOW # EDIT |

training| * 0

This is an example of the search results.

Example Academic Department Site # EDIT LINKS

Search

training v+ O
Results found in Preference for results in
Example Academic Department Site English -

@5 Training Room PC Checks

Ises185.sharepoint.com/sites/.../Training Room PC Checks.docx

Example Academic Department Site - Tasks

Status Priority Due Date % Complete  Predecessors ... Top Level Training plan
with Objectives  Three, Test Mot Started (2) Mormal ...
lses185.sharepoint.com/sites/academic_dept/.../Tasks/Allltems.aspx

Example Academic Department Site - Department Documents

Training Room PC Checks 07/07/2014 16:48 Three, Test ... Search help and
community Looking for recommendations ... There is no recommended article for this

page ...
Ises185.sharepoint.com/sites/academic_dept/../Forms/Allltems.aspx

Top Level Training plan with Chjectives
lses185.sharepoint.com/sites/.../Lists/Tasks/DispForm.aspxfID=1

Results found in Example Academic Department Site -
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To search the contents of a library or folder:

1. Click on the search box, which is located above the document list
2. Type in your search text in the search box located above the document list

3. Press Enter or click on the magnifying glass R

Example Academic Department Site # EDIT LINKS

Department Documents

(+) new 7T upload & sync

All Documents  «es |checks| ,D|
4 [l Name Maodified
Reviews sss 07 July
Team Meetings «ss B days ago
S| Technical requirements for Running MOS 3¢ s« 33 minutes ago
L Training Room PC Checks «ee 07 July

The listed content of the library or folder will condense to show only the results as shown

below:

Example Academic Department Site # EDIT LINKS

Department Documents

(# new #*upload & sync

All Documents s |checks x
v D Mame Madified Modified By
@mE Training Room PC Checks =ea 07 July Three, Test

Some files might be hidden. Include these in your search

To see the full content of the library or folder again:

1. Click the * next to the search text
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User groups and permissions

As a SharePoint end user, you will be assigned to a particular user group, which will determine how
you can use the content of your SharePoint team site. For instance, the group you are assigned to
may be able to gain access to most content of your team site or only certain libraries or subsites.

You will be assigned to either the Reviewer Group or the Members Group. The permissions set on
each group will determine what you can do within SharePoint. The default permissions on the groups
are set so that Members can create and edit content on the site such as documents, libraries and
folders. The Reviewer group can only read the content of areas they are assigned to.

In the example below, the Site Owner has full control of everything on the site. The Reviewer group
can only read the content of the Department documents library while the Members group can edit
the content within it. The department heads Member group can create and edit content of the Head
of Department library.

\
J
"\
J

Members
Reviewers

k?

€
3

6

}

g

) )

&

Owner with full

Summer
Events

Foldg;

Department
documents
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Document management and collaborative
working in SharePoint

Documents and files can be uploaded into SharePoint from your Network drive. This will produce a
copy of the original file or document. Documents stored in SharePoint are there to be used
collaboratively with colleagues and for this reason you should continue to use the document in

SharePoint and not the original stored on your network.

Documents in
SharePoint

Collaborating on YA
the same VooV
documents and ' AT
saving changes back ‘E;f
to SharePoint ﬁﬁ%ﬁ!

LSE Network

Upload a copy of
documentsto
SharePoint

Safety checks

When you edit a document in SharePoint, the changes will be stored in SharePoint. There will be a
record of who made the changes and when the changes were made. In most cases a new version of
the document will be automatically created when a change is made, making it possible to step back

to previous versions if necessary.

Example Academic Department Site

# EDIT LINKS

Department Documents

®new 7T upload & sync
All Documents  ess Find a file
v O name

@S Training Room PC Checks 3

Reviews

odified Modified

A few seconds ago

13 minutes ago

# manage <« share

Three, Test

Three, Test

© London School of Economics & Political Science 15
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Document management

Before uploading and sharing documents and files in SharePoint it is important to realise who will be
automatically sharing these documents. This depends on the permissions inherited from the site or
library you are uploading documents to.

Introduction to inherited permissions

Any new document uploaded to SharePoint will have the same permissions (people who can use it)
as its parent site or library. As a Member user (which most SharePoint end users are), you will not be
able to change the permissions inherited from your site or document libraries but you will be able to
extend the permissions by requesting to share a document with additional users (see the section on
sharing documents).

The image below shows how permissions flow down from the team/department site to all the
content below it unless uniquely changed for a library or subsite.

The user groups set for this example are Owner, Members and Visitors

Your SharePoint top level
site

Libraries
Folders
Documents and Files

Subsite for Managers Restrictedto the
Librar - Ownerand a newly
ipraries created Members

Folders group only

Documents and Files
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Library and folder structures

Default document libraries

You will find two default libraries ready to start working with.

Department Documents

This library is designed to be used for your general business needs and document collaboration. You
can create folders within this library to help organise your work.

Head of Department

This library has been created for you to use when it is necessary to restrict use of the content. For
instance, the Head of Department may have documents that only a restricted number of users would
need to have access to. By default, the permissions on this library will be inherited from the site and
will not have any restrictions. If this is needed, your Site Owner can break the inheritance and set-up
unique users for the library.

Because you have these libraries there is generally no need to create additional libraries. You can
start uploading your documents straight away. Go to the Upload documents or Create new
documents section of this manual or click the following links: Upload a document into SharePoint or

Create a new document in SharePoint using Office online

If you need to create additional libraries or folders, the following pages will show you how.
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To create a library:

1. Click Settings

2. Click Add an app from the drop down menu

Outlook Calendar

People e«

) SHAR

Search this site

3. Click Document Library

4. Create a name for your library in the Adding Document Library dialogue box

5. Click Create

Document Libra
Popular built-in app|
App Details

Apps you can ¢

mr

Document Library
App Details

Three, Test ~| £ |9
Shared with... )
Edit page
Add a page o
Add an app

Site contents
Site settings
(Getting started

Office 365 settings

I

Custom List Tasks
Adding Document Library
Pick a name MName:
You can add this app multiple times to your site. Give it a Department Reports
unique name. P p

Advanced Options

Create

Cancel

Form Library
App Details

Wiki Page Library
App Details

Picture Library
App Details

You will now see your new library in the left hand side navigation menu.

© London School of Economics & Political Science 18
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] Office 365
BROWSE FILES LIERARY

. Example Academic Department Site # EDIT LINKS
SharePoint

Department Reports

LSE SharePoint @ new T upload & sync
Announcements
All Documents s Find a file §o
Calendar
Contacts v D Name Madified Maodified By

Document Libraries There are no files in the view "All Documents”.

Department Documents
Head of Department
Tasks
Site Contents

Recent

Department Reports ]

To remove a SharePoint library:

Please note: When you delete a library, you will also be deleting all the documents within it.

1. Open the library you want to delete
2. Click the LIBRARY tab
3. Inthe Customize Library group, click Library Settings

BROWSE FILES LIBRARY

mraCacy 1 G}Mccif}' View ., Co
[i]C"ea:eCu:uI.Jrr'r' i

Visw  Quick Create
Edit Wisw Mavigate Up

View Format Manage View

Outlook Calendar People ... EELIEES

) SHARE

| Export to Excel

Open with Explorer ﬁ
Form Web  Edit  Mew Quig Library
Parts Library Step Settings

Customize Library
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4. Click Delete this document library, which is under Permissions and Management

Permissions and Management

8 Delete this document library

o Manage files which have no checked in version

1]

Workflow Settings

1]

Generate file plan report
8 Enterprise Metadata and Keywords Settings

g Information management policy settings

The dialogue below will act as a warning

F T
T

@% This document library will be removed and all its files will be deleted.
WY Areyou sure you want to send this decurnent library to the site Recycle
Bin?

5. Click OK to complete the action
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Create a folder

Folders can help to organise documents in a library and will help the team to find the documents
they need to work on. Remember that the folder you create will inherit the permissions from its
library. If you need changes to the permissions (who can see and edit the documents within the

folder), please speak to your Site Owner.

To create a folder:
1. Open the library where you want to create a folder
2. Click the FILES tab

3. Inthe New group, click New Folder
I} Office 365

BROAWSE FILES

LIBRARY |

f 1&3 Check Out
Check In

Mew Upload Mew Edit
Document ~ Documenll Folder [ Document Discard Check Out
New Open & Check Out

4. Type the name of the folder in the Name box
5. Click Save

Create a new folder

Mame * |Team Meetings

Save Cancel

You will now see your new folder listed in the Library.

© London School of Economics & Political Science 21
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Delete a Folder

Please note: When you delete a folder, you will also be deleting all the

documents within it.

To delete a folder:

Open the library containing the folder

Tick against the folder you want to delete
Click the FILES tab

In the Manage group, click Delete Document
Click OK

BROAWSE FILES LIBRARY

v ok W

?j Check Out ’:—‘ ’:—| Version History B, y—
= H 3
Ij Checkc In =/ ==Y | '\J \.);
New Upload Mew Edit View Edit Share  Alert  Popularity
Document » Document Folder  Document Discard Check Qut ~ Properties Propertie x Delete Document e Trends
New Open & Check Out M aN—— Share & Track
Delete Document
LSE SharePoint ) Y -
C new  + upload = sync Delete the selected document or
Announcements -
All Documents Find a file documents.
Calendar
v - Modifis T
Contacts O Name Modified Vodified By
Document Libraries Reviews Yesterday at 16:34 Three, Test
Department Documents Team Meetings A few seconds ago Three, Test
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Upload a document into SharePoint

To upload a document into SharePoint:

1. Click on the library or folder to upload the document to

2. Click on upload above the document list

@ new | ¥ upload | & sync

All Documents  ses Find a file 0
v [0 Name Modified Modified By
Reviews «== Yesterday at 16:34 Three, Test

@5 Training Room PC Checks 3 ==« Yesterday at 16:48 Three, Test

3. Click Browse...
4. Select the file or document to upload from Windows Explorer
5. Click Open
6. Click OK
LSE SharePoint ®new #upload & sync
CONEHIEEETE All Documents  sss Find a file 0
Calendar
Contacts v D Name Modified Modified By
Document Libraries Rey Add a document x
Department Documents 5 Trainit
Choose afile
Head of Department | Browse...
Tasks Upload files using Windows Explorer instead
Site Contents o [ Add as a new version to existing files
& Choose File to Upload [ 1
@Qvl& v Computer » Local Disk (C:) » ,0‘ B Choose Folder..
Organize v New folder bl @&
b T Favorites Name Date modified Type |+
ADT-Image 17/08/2010 16:38 File folde|
4 |8 Computer Appvipps 06/09/2012 11:51 File folde
> &, Local Disk () AppvPreCache 12/10/2011 14:20 File folde| | |
> # VELIKOV (\\STUDEN CCleanerBak 10/07/2012 14:01 File folde
> Local Disk (Q2) Downloads 16/05/2014 10:22 File folde| oK Cancel
> 58 Applications Server | DrvrsW764 25/10/2012 13:42 File folde
> G [TTraining (\\deptsh DrvrsWinPE 26/07/2010 11:55 File folde—
DTlcons 11/08/2010 13:52 File folde |
» €l Netwark Intel 20/07/2010 15:16 File folde
LocalConfig 26/10/2012 11:55 File folde
My Music 14/04/2011 16:08 File folde
Orallg 05/06/2013 07:29 File folde
Perflogs 14/07/2009 04:20 File folde
RE I RN, . 1nma Nt Aea G ror
< [ | r
File name: - IAH Files (*7) ']
[ Open l [ Cancel ]
S ————————

Your file or document will now be copied to SharePoint.
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To upload multiple documents to SharePoint:

1.
2.

Open your folder in SharePoint and open Windows Explorer

In Windows Explorer, navigate to the group of files you wish to upload to SharePoint

and select them

] Office 365 Outlook

BROWSE FILES LIERARY

SharePoint

Example Academic Department Site

LSE SharePoint @new 7 upload & sync
Announcements All Documents Find a file
Calendar
Contacts v O Neme
Document Libraries Reviews

Department Documents S Training Room PC Checks 3%

Head of Department
Tasks

Site Contents

# EDIT LINKS

# EDIT LINKS

Department Documents

el
- — N
@Uv| | « Shar... » SharePoi.. ~ [ %2 | [ Search SharePaint draf.. 9|
Organize v @Opan Burn MNew folder =~ [ @
Mame :

w0 Favorites

il Computer
&, Local Disk ()
S VELIKOV (WSTUDENT2\W_USERS) (H:)
a Local Disk (Q)
¥ Applications Server (W:)
L# ITTraining (\\deptshared\INTS) (Z:)

Gi Network

3. Drag the files from Windows explorer to SharePoint

© London School of Economics & Political Science

|@J SharePoint - End User Manual N
) SharePoint - End User Manual N
8] SharePoint - End User Manual.d
(] SharePaint - Site Owners Manua
(2] Sharepoint quick start for Depart]
@J SharePoint synchronisation.docy
) Site Owners Moodle Lesson.doc

A red box appears around the area where it says Drop here to drop the files into. Once

you have dropped the files, they will upload into your SharePoint Folder.

London School of Economics

Training team shared documents

Y
) snare Cd sy

Search this site

= Move

Drop here...

24

[E=REER)

mv‘ . « Work b Sharepoint »

~ [ 43 ||| Search Sha.. £]

Organize « Print Burn

(W] Open

0 Favorites
Bl Desktop

=) Recent Places

18 Computer
&, Local Disk (C3)
5® MORTONS (\STAFF2\M_USERS) (H:)
¢ RGN Database Redevelopments contact Jer
—u Local Disk (@)
5® Applications Server (W:)
5® shared (\\deptshared\ilits) (¥:)
5® MTraining (\V\deptshared\NTS) (Z:)

m

6 items selected Title: Add a title

(m i

- om] v

New folder =5

0 @

-

n s
] SharePoint - Site Owners Man
] Course Qutline for Sharepoint, E|
1] Course Qutline for Sharepoint

|l Course Task list for Sharepoin
@] Course Task list for SharePoin
@] Draft SharePoint Course Outli
@] Draft SharePoint Training Out
@] Draft SharePoint Training Out
@] Knowledge requirements to p
@] Motes from SharePoint Learni
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Remove a document in SharePoint

Please note that if a document is deleted from SharePoint or placed in a different library or folder,
any shared links sent to someone outside of SharePoint will no longer work. If a shared document is
moved to a new location, a new share invitation should be created so that a new link can be used.

To remove a document in SharePoint:

1.

2
3
4.
5

Open the document library or folder

Clickon ¥ in front of the chosen document
Click the FILES tab
In the Manage group, click Delete Document or press Delete on your keyboard

Click OK to confirm deletion

[} Office 365
BROWSE FILES LUBRARY

ﬂ ﬁ D. Eﬁ Check Out ,?ll ,E_l aj Wersion History Q ::i ‘_\'7 D
vt CheckIn =\ =A &+ Shared With SYx4 4 ;

Mew Upload Mew Edit WView Edit Share Alert  Popularity Follow  Download a
Document »~ Document Folder  Document Discard Check Qut ~ Properties Propertied x Delete Document he -~ Trends Copy
MNew Open & Check Out —— h
Message from webpage =
LSE SharePoint A r
® new 7 upload =
Announcements I_e_l Are you sure you want to send the itemn(s) to the site Recycle Bin?
All Documents e -
Calendar
v [ Name
Contacts
X [ QK ] [ Cancel ]
Document Libraries Reviews
Department Documents Training Room PC Checks 3 e erday E ree, Te:
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To see who has access to your documents:
1. Open the document library or folder

2. Clickon ¥ in front of the chosen document or folder
3. Click on the FILES tab
4. Inthe Manage group, click Shared With

Check OQut T‘ I:—‘ Vercign History
52 E =l

Check In = &% Shared With
Upload Mew Edit Wiew Edit
Jocument Folder Dooument Discard Check Out  Properties Properties 2%, Delete Document
lew Open & Check Out Manage
Zoint # new Fupload g sync & m
ments -
All Documents  see Find a file D
v D Narme
- Libraries Reviews
5. 'ment Documents Team Meetings

_ o
Share 'Reviews

8% Shared with [ Two, Test, [ One, Test, [ Four, Test, and 1 more
Invite people i
Peop Five, Test
Shared with
Four, Test
One, Test

EMAIL EVERYOMNE ADVANCED

Close

You will now be able to scroll through the list of users and groups or users who can see the

contents of the selected folder.

6. Click Close to finish
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How to restore a deleted file in SharePoint

It is possible to recover your deleted documents from the SharePoint recycle bin. Follow the steps
below to find out how to do this.

To restore a deleted file in SharePoint:

1. Click Site Contents from the left navigation menu

Document Libraries
Department Documents
Head of Department

Tasks

Site Contents

Recent

Department Reports

# EDIT LINKS

2. Click RECYCLE BIN located at the top right hand corner of the page

Outlock Calendar People - JEEEGEEIEASERGEEE o

L) SHARE 37 FOLLOW

- 0

[*5]
m
i
m
—+
1
L
'
m

(‘?} SITE WORKFLOWS  £F SETTINGS [ RECYCLE BIN (3)

3. Tick next to the document you wish to restore to its original position in SharePoint

4. Click Restore Selection and OK

[“:'"\ Restore 5E|ECtiDI“] X Delete Selection

|:| Type Mame Original Location Created By

@S Training Room PC Checks.docx fsitesfacademic_dept/Department Three, Test
Documents

| & sues [sitesfacademic_dept Two, Test

1 4 sues [sitesfacademic_dept Twao, Test
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Move a folder in SharePoint

The process to move a folder in SharePoint is to create a new folder. Copy all the files and documents
from the original folder to the new folder and delete the original folder. The steps below show the
quickest way to do this.

To move a folder in SharePoint:

1. Open the library where you want your new folder to go
2. Create a new folder
3. Open the original (source) folder
4. Click the LIBRARY tab
5. Inthe Connect & Export group, click Open with Explorer
U 4] Export to Bxcel L—‘ q<
% Open with Explarer /) L I
st Popular Connectto Connect to Form Web  Edit  New
ltems CQutlook Office Parts»  Library 5
Connect & Export Customize Library
Open with Explorer
Open this library as a standard
Windows Explorer folder.
You can drag and drop files into this
library, create folders, move and copy
files, and delete multiple files at once.
6. Select the documents/files you wish to move from Windows Explorer
7. Position your mouse cursor over the selected documents/files
8. Click the right mouse button to see the context menu
9. Click Copy
ify View - Current View: Export to Excel =
eColumn | All Documents  ~ = EI 52 Open with Explorer ’——|ﬁ \:I
Tags & E-maila Alert RSS  Most Popular Connectto Connect to FormWeb  Edit New Quick L
sate Up Current Page Notes Link Me. Feed Tt Outiook  Office Parfs. Library  Step =
Manage Views Tags and Notes Share & Tack Lonnect SLExDo; Lustomize Liban "
- T
@ new document or dT'aE @Qvl .t imt » ittraining ¢ Training Presentations - |¢1H Search Tra... ,Dl
All Dacuments = Findaflell Owganize v [@]Open  Prnt  Bum  Newfolder = Ml @
v [0 name Modifid ‘¢ Favorites o - |
W Policy A cee 4min Bl Desktop @1 Policy A.doc 12/02/
& poliys o amil | Recent Places %/ Policy B.docx 13/02/
2] Policy C.doc 13/02/
wE Policy C «+ 3 min 8 Computer 1] Policy D.doc 13/02/
@ PoliyD e Afew &, Local Disk (C2) Lug Palicy Edac 13/02/
¥ MORTONS (\WSTAFF2\M_USERS) (H:) =
B Policy E e Afew . RGN Database Redevelopments contact Jer
a Local Disk (Q:)
53 Applications Server (W)
53 shared (\\deptshared\i\its) [V:)
¥ [MTraining (\\deptshared\NTS) (Z:)

Vj Network e = .

@ 5 items selected Date modified: 13/02/2014 14:09 Tags: Add atag
Authors: LSE

h

10. Click your Site Name from the Address Bar at the top of Windows Explorer
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[ = | B )
—,
@u'| . <f https://sppilotlseacuk » imt » ittraining|l|

- |4’-¢ | | Search ittra... O |

Organize « = Open Burn Mew folder 3=+ [ @I
S Favorites i MName . Date =
Bl Desktop . Department Reports 1370
2| Recent Places J images il

J Lists A1
18 Computer ;m 21
5_3 Local Disk {C:) . Resourses 13/ L
5 MORTONMS (WSTAFF2WM_USERS) (H:) E J Security 1071 1
¥ RGM Database Redevelopments contact Jer J Shared Documents 101
—a Local Disk (Q:) , Sitefssets 2111
5@ Applications Server (W:) ) SitePages il
5 chared (Vdeptshared\iits) () . Sues Documents 2211
# ITTraining (\\deptshared\ITS) (Z:) | . Training Presentations 13—
— J Training team shared docurments 2211
€l Network defalt acmy 2 Va
-~ 4| 1 | 4

i Training Presentations Date modified: 13/02/2014 14:09
[ File folder

b

You will see all the SharePoint folders and libraries.

11. Open the new destination folder in Windows Explorer
12. Position your mouse cursor over the larger white area
13. Click the right mouse button to see the context menu
14. Click Paste

View , Current View: Export to Excel \]<
© 28 5 = E
‘olumn | All Documents - 3% Open with Explorer T ¢ L]

Tags & E-maila Alert RS5  Most Popular  Connectto Connect to Form Web  Edit Mew Quick  Library
=Up Current Page Motes Link Me » Feed Hems Outlook Office Parts »  Library Step Setting
nage Views Tags and Notes Share 8 Track Connect & Export Customize Library

- = N
@ new document or drag fi BN
= e
All Documents == Find a file @uv| < imt » ittraining » Shared Documents » Policies - |4.,|| Search Poli.. Pl
v Ol Name Modified Organize » Mew folder ==~ i @
mE Policy A w4 minutes r Favorites = Name Date m
G5 Policy® .. 4minutes B Desktop This folder is empty.
| Recent Places
mE Policy C =« 3 minutes Aiew »
W Policy D .. Afewsec| ™ Computer Sort by 4
! & Local Disk (C) Group by v
i Poliye .. Afewsecd 5 MORTONS (\STAFF2\M_USERS) (H)  |= Refresh

% RGM Database Redevelopments contact Jer
= Local Disk (Q:)

Customize this folder...

¥ shared (\\deptshared\i\its) (¥2) Paste shortcut
# [TTraining (\\deptshared\INTS) (Z:) Undo Move Ctrl+Z
N Mew »
eﬁ Metwork
7 — Properties
l 0 items
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o] (5 e |
@l\:‘)v| .« imt » ittraining » Department Reports » Policies - |4-}|| Search Poli.. ,DI
Organize - @Open Print Burn MNew folder = « [0 i@l
B Desktop “ MName Date m
=l Recent Places
8 B policy D.doc 13/02/3
) ] policy Edoc 13/02/3
18 Computer - ——
- B policy A.dac 13/02/4
%. Local Disk (C:)
) policy B.docx 13/02/3
S MORTONS (O\STAFF2ZAM_USERS) (H:) = —]
B policy C.doc 13/02/3
5@ RGM Database Redevelopments contact Jer
a Local Disk (Q:) -
¥ Applications Server (W)
5% shared (\\deptshared\itits) (Y:)
5 ITTraining (\\deptshared\INTS) ()
ﬁ_i Metwork
- 1 r
.‘E 5 items selected Date modified: 13/02/2014 14:48 Tags: Add a tag
Authors: LSE

The files from the original folder are now transferred to the new destination folder. You can
now delete the original folder. See the section on Deleting a Folder in this manual.

Move documents between folders

To move documents between existing folders:

1. Open the folder where you want your documents to go or create a new folder
2. Follow steps 3-14 above

The documents from the original folder are now transferred to the new destination folder. You can
now delete the original documents. See the section on Removing a Document in this manual.
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Collaborative working

There are many benefits to working collaboratively on a document stored in SharePoint. As you make
changes, a record will be kept of who created and modified the document and when this happened.
It is also possible to retrieve older versions of the worked document if necessary. There is a section
on versioning in this book where you can find out more. It is also possible for more than one person
to work on a document at the same time or if that is not desirable, a document can be locked to one
person for editing until they unlock it again.

To work collaboratively on a file on documents in SharePoint, you will either create a new document
in SharePoint or open an existing file or document. The following steps will guide you through this
process.

Create a new document in SharePoint using Office Online

To create a new document using Office Online:

1. Open the library or folder where you wish to save the new document
2. Click + new

E.-iam ul': d‘—"-\.:clE L_ re E:e 3 [*E'.‘I.-.r.' T ?

Depal

All Documents

q
®new @
i]
N

v [ nen
Rey I ~
Tes -
R spc .
05 Tec i i
BS Trammng moonm FooCieces

3. Click Word document to create a new document

A new word document will open in Office Online. Create your document using the usual Word
functionality.
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artment Site Document

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW ant to do ‘OPEN IN WORD
L5 “D Calibri (Body) 11 - A A B Z-iE-EE = AaBbCc | AaBbCc AaBb(Cc AaBbCc  AaBbCc i Find
Paste B I U ake x, x* - A- = === I:- M Normal No Spacing Heading 1 Heading 2 Heading3  _ 2] Replace
Undo Clipboard Fort Paragraph Styles Editing

My New SharePoint project document

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce
posuere, magna sed pulvinar ultricies, purus lectus malesuada liberg, sit amet commodo magna eros
quis urna. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maacenas porttitor congue massa.

Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Nunc viverra imperdiet enim. Fusce est.

Pallentesque habitant morbi tristique senectus et natus et malesuada fames ac turpis egestas. Proin
pharetra nonummy pede. Mauris et orci. Pellentesque habitant morbi tristique senectus et netus at
malesuada fames ac turpis egestas. Proin pharetra nonummy pede.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa, Fusce
posuere, magna sed pulvinar ultricies, purus lectus malesuada liberg, sit amet commodo magna eros
quis urna. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa.

Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Nunc viverra imperdiet enim. Fusce est.

To rename your new document using Office Online:

1. Inthe title bar, click into the document name

cument

W Tell me what you want to do OPENIN WORD
RER SR = S AaBbCc = AaBbCc AaBhCc  AaB
== = = jgv (LR ] Mormal Mo Spacing Heading 1 Headi

2. Type the document name

Project document for team A

Ew Tell me what you want to do v OPEN IN WORD
v == EE AaBbCc = AaBbCc AgBbCc Aat
== = = igv LR L Mormal Mo Spacing Heading 1 Heat
Paragraph Styles

The document and its content is automatically saved to SharePoint.

To return to the team site:

1. Inthe title bar, click the site name

M3 Word Online

Example Academic Department Site

FILE HOME

INSERT

B ™ Cal
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Open and close a document or file in SharePoint

To open and close a file:
1. Open the document library where the file is stored, for example Department Documents

2. Hover over the Name of the Document until an underscore appears

3. Click on the Document Name

Example Academic Department Site # EDIT LINKS

Department Documents

@ new Fupload &sync s edit #manage & share

All Documents -« | Find a file 0|
v D Mame Modified Madified By
Reviews w07 July Three, Test
Team Mestings ... Gdays ago Three, Test
v Project document for team A % = 21 minutes ago Two, Test

The document will open in Word online.

Project document f

FILE ECIT DOCUMENT ~ PRINT SHARE FIND COMMENTS

ma WO['d On|| [a] | Example Academic Department Site

My New SharePoint project document

Lorem ipsum dolor sitamet, consectetuer adipiscing elit. 1
posuere, magna sed pulvinar ultricies, purus lectus malest
quisurna. Lorem ipsum dolor sitamet, consectetuer adipi

4. Once you have reviewed the content, close the document by returning to your team site.

To return to the team site:

1. Inthe title bar, click the site name

'N WO[‘d Online Example Academic Department Site ]

FILE HOME IMSERT PAGE LAYOUT REVIEW WIEY

i alls - -
B m™ Calibri (Body) 11 - A A A
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Edit a document in SharePoint and work collaboratively

When editing a shared document in SharePoint, you can choose to edit online or in Word from your
PC or laptop. It is best to edit using Word as you will have the full functionality in Word. If you do not
have Word installed on your PC you will need to edit your document online.

To edit your document in Word:
1. Open the document you wish to edit
2. Click Edit Document
3. Click Edit in Word

ma W{] rd On“ﬂe | Training Team Primary Site

FILE ECIT DOCUMENT -~ PRINT SHARE FIND
@ Edit in Word
Use the full functionality of Microsoft
Word.

ﬁ Edit in Word Online
Y5 Make quick changes right here in

your browser.

Your document will now open using Word from your PC or laptop. All changes are saved
back to SharePoint when you save the document.

If other users are editing the document at the same time, you will see the other users
listed in the Status bar at the bottom of the screen. Hover the mouse over the button to
see the user details.

SE‘cﬂen:l Page: 1 of 57 | Words: 6,106 ]| $2

When you first open a document, which is being edited by someone else, and those
changes haven’t been saved, the areas the other user has been working on will be
marked with their name in front of it. See below:
|
Velikow, NN (ug) * Document libraries — Departm
® Tasks
® Site Contents

Velikow,NN (ug) - These items are ready to use. To see w
navigation bar. For instance, when you

Calendar. You will learn more about the

lVE"kN;NN (ug) On the home page itself you will see tw

Velikow, NN (ug) * Share your site, Add lists, libr:

© London School of Economics & Political Science 34 02/12/2014/\se.ac.uk/IMT/training



To view the changes they have made while you are in edit mode, save the document. This
has the effect of refreshing the document. When the refresh is happening, you will see a
pop-up box alerting you that this is what is happening. See below:

.
Microsoft Word (2] = |
=) Word has refreshed your document with changes made by other
H authors. To compare the document with a previous version dick
— the File tab. |

Learn more about refreshing your document

[7] Don't shaw this message again

4. Make your changes and save your document in the usual way. The changes will
automatically save to SharePoint and be merged with any changes made by your
colleagues.

5. Close your document. When you return to SharePoint you will see the older online version
still showing.

6. Click on your Site Name in the title bar to navigate away from the document

ma WD['d Dn“ﬂe Training Team Primary Site

FILE EDIT DOCUMENT - FRINT SHARE FIND COMMENTS
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Edit Online

Use this option if you do not have Word or Microsoft Office installed on your PC or laptop.

To edit your document online:
1. Open the document you wish to edit
2. Click Edit Document
3. Click Edit in Word Online

ma WO['d On“ne | Example Academic Department Site

FILE ECIT DOCUMENT ~ FRINT SHARE FIND COMMENTS
E' Edit in Word
Use the full functionality of Microsoft
Word.

ﬁ Edit in Word Online
5 Make quick changes right here in

your browser.

Word online will open again in edit mode and you can make your changes.

Please note: The layout you work with in edit mode is not true to your original document
layout, so it may appear that your text no longer fits to the page or your tables have
changed. Ignore what you see and concentrate on making your text changes. The layout will
be restored when you view your document again after editing.

If someone else also has the document open, you will see a tag in the document where the
other user is working. There will be different colours for different workers. If you hover the
mouse over the tag, the name of the user will be displayed.

My New SharePoint project documen

This is an Example document

Pragraph 1 Lorem ipsum dolor sit amet, consectetuer
Fusce posuere, magna sed pulvinar ultricies, purus lec]
eros quis urna, Lorem ipsum dolor sit amet, consectet

massa.

MNunc vivepeessemsedict 2nim. Fusce est. Vivamus a tel
Paragrap EE”EH esque habitant morbi tristique sen
egestas. IRgl tra nonummy pede. Mauris et org

et netus et malesuada fames ac turpis egestas. Proin g

4. Click on your Site Name in the title bar to close the document. This will save your changes
automatically.

© London School of Economics & Political Science 36 02/12/2014/\se.ac.uk/IMT/training



Checking documents in and out of SharePoint

The difference between Checking a document In or Out of SharePoint and simply opening the
document and making changes, is that the Checked Out document is removed from use by any other
user. This will allow you to work on the document in isolation until you have finished your changes.
Other users will see it is checked out to you and can view the document but cannot make changes to
it. When you have finished, you can Check In the document back to SharePoint for other uses to
work on it.

To check out a document in SharePoint:

1. Click the Ellipse *** to the right of the file you wish to check out
2. Click the Ellipse *** on the pop-up menu for more options

3. Click Check Out

L] i b s e

5 Soluton-BasicFuncti
] oluton-BasicFunctions 0 raceioFi B~

R spcommon-B35BBOAS[1] 3 e )
Changed by = Velikov,NN (ug) on 30/07/2014 11:39
MZ Task-BasicFunctions

) . Shared with 1 Velikov, NN {ug), ™ Keleher,M, I Heiden, L,
B Worksheet-BasicFunctionsBlank

https://Isecloud.sharepoint.com/sites/training_team/_lay
View Properties
EDIT SHARE  FOLLOW ) )
Edit Properties

View in Browser

Edit in Browser

Check Qut

The document is now reserved to you for editing. There is a green tag in front of the
document name, which indicates that the document is checked out. Hover over the tag to see
who has checked it out.

To check in a document in SharePoint:

1. Click the Ellipse *** to the right of the file you wish to check in
2. Click the Ellipse *** on the pop-up menu for more options

3. Click Check In

B Soluton-BasicFunctions

[E PAGE1OF1 B -
5 spcommon-B35BB0AS[1] = e )
Changed by M Velikov,NN {ug) on 30/07/2014 11:39
mE' Task-BasicFunctions
_ ) ) Shared with 17 velikov,NN (ug), ™ Keleher,M, ™ Heiden,L, a
A5  Worksheet-BasicFunctionsBlank

https://lsecloud.sharepoint.com/sites/training_team/_layq|
View Properties .
EDIT SHARE FOLLOW . )
Edit Properties

View in Browser

Edit in Browser

I Check In I
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4. Decide if you would like to keep the document reserved to you after you have checked
the document back into SharePoint. This is set as no as a default.

5. Type comments about the revisions you have made if applicable

Check in

Retain Check Out

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

changes until you check in. If you (O ¥Yes @ No
wish to continue editing, you can
retain your check out after
checking in
Comments
Comments:

Type comments describing what
has changed in this version.

OK Cancel

6. Click OK. The green tag is now removed from the document name
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Set an alert on a document or file

You can receive an email whenever someone makes a change to your document in SharePoint.

To set an alert:
1 Click in front of the chosen document to select it
2 Click the FILES tab
3. In the Share & Track group, click Alert Me
4

Click Set alert on this document

Check Out ersion History -0, T Send
) S _
CheckIn Shared With b ) &) Mana
View Edit Share | Alert |Popularity
ent Discard Check Out | Properties Properties Delete Document Me~ | Trends GoTa
Open & Check Out Manage Share & Track Copies
Alert Me
A + ] . . ; . .
@I new  + upload = sync # manage Receive e-mail or mobile notifications
All Documents  see Find a file 0 ey T ErEr IR
\f D MName Modified Medified By
Reviews - Yesterday at 16:34 Three, Test
Team Meetings =« About an hour ago Three, Test

Training Room PC Checks # «:x  Yesterday at 16:48 Three, Test

To remove an alert:
1. Click the FILES tab
2. In the Share & Track group, click Alert Me
3. Click Manage My Alerts. You will see all your alerts listed

Alert  Popularity Download a
e -~ Trends Copy

Set alert on this document

Manage My Alerts

4. Click in front of the alert you want to remove

5. Click Delete Selected Alerts

London School of Economics

My Alerts on this Site @

=i Add alertll X Delete Selected Alerts

Alert Title
Frequency: Immediate

Department Reports: Training Room PC Checks.docx
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Working with document versions

For any document or file stored in one of the default libraries provided with your team site type,
document versioning will happen automatically. This means that as a document or file is edited, you
will be able to return to earlier versions as well as see who created the various versions. The
instructions below will show you how to work with versioning.

To set versioning on for a new document library:
1. Open the library where you would like to set automatic versioning
2. Click the LIBRARY tab
3. Inthe Settings group, click Library Settings

] Office 365 ! Two, Test ~ £ 2

BROWSE | FILES | LIBRARY £y SHARE 7 FOLLOW O,
|:.,- Modify View . Current View:
=N &
- : Iil Create Column | All Documents = ﬁ El
View  Quick Create Library | Shared Workflow

Edit View Mavigate Up Current Page Settings | With  Settings~

LA

View Format Vianage Views Settings

4. Click Versioning Settings, which is under the General Settings section

General Settings

@ Versioning settings

T Advanced serings

8 Column default value settings
8 Audience targeting settings

@ Rating settings

@ Form settings

5. Click Create major versions

6. Click OK

Create a version each time you edit a file in this document

library?

O 1o versioning

® Create major versions
Examele: 1234

O Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Optionally limit the number of versions to retain:
[ Keep the following number of major versions:

Keep drafts for the following number of major versions:
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To view document versions:

1. Click in front of the document you wish to view to select it
2. Click the FILES tab

3. Inthe Manage group, click Version History

BROWSE FILES LIBRARY
ﬂ vﬁ D |__E| Check Out I:_—| ,:_—| a Version History )
- = = -
£ Check In 2 A ¥ cmreawitn t
Meaw Upload Mew Edit View Edit Sk
Document »~ Document Folder  Document Discard Check Out  Properties Properties )( Delete Document
New Open & Check Out Manage
LSE SharePoint # new 7T upload & sync & man
Announcements
All Documents  se= Find a file o
Calendar
Contacts v D Mame
Document Libraries Reviews
Department Documents Team Meetings
Head of Department Project document for team A 3
You can now see all the previous versions of the document.
Viaro c 1 x
Version History
Delete All Versions
Mo. +  Modified Medified By Size Comments
30 14/07/2014 16:04 Thres, Test 18.9 KB
40 1440772014 15:36 Three, Test 18.9 KB
3.0 14/07/2014 15:32 Twao, Test 18.8 KB
20 14/07/2014 14:32 Two, Test 18.8 KB
10 14/07/2014 14:23 Two, Test 18.1 KB
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To compare changes to the document:

1. Click the link on the version you wish to review. This will open in word on your PC and you
can review the document.

W - . . )(
Version History

Mo. 4+ Modified Modified By Size Comments
5.0 Three, Test 189 KB
4.0 4/07/2014 15:36 Three, Test 18.9 KB

My‘ New SharePoint project document

This is an Example document

Pragrapht-lorem ipsum dolor sit amet, consectetuer adi
Fusce posuere, magna sed pulvinar ultricies, purus lectus
eros quis urna. Lorem ipsum dolor sit amet, consectetuer|
massa.

Nuncviverra imperdiet enim. Fusce est. Vivamus a tellus.

Paragraph2-Pellentesque habitant morbitristique senect
egestas. Proin pharetra nonummy pede. Mauris et orci. P4
et netus et malesuadafames ac turpis egestas. Proin pha

2. Click Compare for more detail. The document will display the changes.

!\_\ Previous Version A newer version is available, Compare Restore

r\ﬂ y New SharePoint project document

This is an Example document

3. Click the FILES tab in Word
4. Click Info

5. Click Manage Versions. This will allow you to choose what versions to compare. When you
are finished, you can close the document in Word.

| Previous Version

N
\g This is not the newest version of this file and it has been opened in read-only
mode.
Manage
Versions =
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To restore an older version to the current version:

1. Inthe Version History window, select the * to the right of the version you want to restore

\Vere: ety X
Version History

Delete All Versions

MNao. ¢ Maodified Meodified By Size Comments
30 14/07/2014 16:04 Three, Test 189 KB
40 14/07/2014 15:36 Three, Test 18.9 KB
30 (1 J Two, Test 18.8 KB
View
2.0 Two, Test 18.8 KB
Restare
1.0 Two, Test 18.1 KB
Delete

2. Click Restore. You will be warned that you are about to replace the current document version.
3. Click OK

-

.
Message from webpage ) ﬁ

S

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

| ok || cancel

A
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Share a document

When you want to work collaboratively with an internal LSE colleague who is not currently sharing
your SharePoint site, you can send a share invitation to the intended recipient. They will receive an
email with a link to the document or file and will only have access to that particular document or file

in SharePoint. By default, they will have Members access. The instructions below will guide you

through the process.

To share a document:

1. Click in front of the document you wish to share
2. Click the FILES tab
3. In the Share & Track group, click Share
] Office 365
BROWSE | FILES | LIBRARY
¢ N |_—E|C'|eck Cut =] =) a Version History 9, P Jo
\j ﬂ D CheckIn F I:: A 5% snareo witn \ Sl [
New Upload ~ New Edit Edit share | Jalert  Popularity Follow  Dow
Document » Document Folder Document Discard Check Out ~ Properties Properties x Delete Documenit| hie - Trends C
New Open & Check Out Manage Share 8 Track
Share
LSE SharePoint ry e 4
arerom @' new 4 upload = sync 4 me Invite people to this document
Announcements All Documents Find a file o
Calendar
Contacts v D Name Modified Medified By
Document Libraries Reviews Yesterday at 16:34 Three, Test
Department Documents Team Meetings About an hour ago Three, Test
Head of Department Training Room PC Checks 3 Yesterday at 16:48 Three, Test
4, Click Invite People
5. Type the name of the person you wish to share the document with in the Enter names,
email addresses, or ‘Everyone’ box
6. Select whether they can Edit or just View the document
7. Click Share

Share "Training Room PC Checks'

8% Shared with [ Two, Test, [ One, Test, (| Four, Test, and 1 more

Invite people ) ) )
Enter names, email addresses, or 'Everyone'.

Shared with

SHOW OPTIONS

Include a personal message with this invitation (Optional).

Can edit

Can view

Share

Cancel
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Subsites - Introduction

A subsite is an additional SharePoint team site created within the primary team site. It is very useful
for projects or confidential information where the users should be restricted and different from the
users of the primary team site. The subsite will have a Site Owner in the same way as the primary site
has a Site Owner.

e Primary Site Owner - responsible for the primary team site and accountable for the entire
site including all subsites.
e Subsite Owner - responsible for the subsite they have created.

As a member of a SharePoint team site you may become a member of a subsite at some point. You
can use the subsite in that same way as your primary site. The following will help you to navigate to
the subsite.

To navigate to a subsite:

1. Inthe left navigation menu of your primary site, click Site Contents
2. Scroll to the bottom of the page

3. Click on your Subsite Name link

Subsites

(® new subsite

E'} Summer Projects

To navigate back to the primary site or previous subsite:

1. Inthe left navigation menu, click on your Primary Site Name or Subsite Name

|_SE SharePoint

LSE SharePoint

Example Academic
Department Site

Announcements

Calendar

[a¥]
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Calendars

The calendar facility allows you to share your events with the SharePoint site team. You can also view

this calendar in Outlook alongside your own Outlook calendar. You can also set an alerton a

calendar item so you will know when a team member has made changes (in the same way as an alert

on a document).

To create an event:

1. In the left navigation menu, click Calendar
2. Click the EVENTS tab

3. In the New group, click New Event

1] Office 365

BROWSE EVENTS CALEMNDAR

Version Histony

Event Permissions

Mewr View Edit Attach Alert Workflows Approve/Reject
Event, ) Event  Event Delete Event File Me -
Mew Manage Actions  Share 8 Track Workfl ows
1 2014 2
) (%) July 2014
Jan Feb Mar
Apr I'U'E'_-r' Jun MOMDAY TUESDAY
Oct Mow Dec
Today is 08 July 2014
4, Type in the relevant boxes the Event details
5. Click Save
Home
Title * Team Meeting
Calendar
Contacts Location Main Meeting Room
Documents Start Time * 21772018 M 11 am 00
Tasks
Recent End Time - 21772014 & [122m[v] [o0[v]
Security Description

Training Presentations

Catch-up on Project Progress for this month.

Department Reports
Resources

Training team shared
documents

# EDIT LINKS (O Specify your own value:

All Day Event
hour.

Recurrence I mMake this a repeating event.
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To edit a calendar event:

1. In the left navigation menu, click Calendar
2. Click on the link for the event

3. Click the VIEW tab

4, In the Manage group, click Edit Item

1] Office 365

BROWSE VIEW CUSTOM COMMANDS

t—\ Version Histony Alert Me
E -
== &% Shared With & Woridlows

Edit

ltem |2 Delete ltem

Manage Actions

Edit [tem

Edit this item. Team Meeting

AT TN SIS S

5. Make the changes
6. Click Save

SharePoint

BROWSE EDIT

HB heo XN ¥

EE Copy
Zave  Cancel Pasie Delete  Aftach  Spelling
le -

Ttern Fil
‘Commit Clippoard Actions Spelling

Home

Title * Team Meeting x
Calendar
Contacts Location
Documents Start Time * 2/17/2014 (11 am 00
Tasks

End Time *
— 21772014 B [12pm[v] [oo]v]

Security Description

Training Presentations

Catch-up on Project Progress
Department Reports
Resources

Training team shared

documents
Category ®)|Meeting
# EDIT LINKS 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 [IMake this a repeating event.

Created at 2/24/2014 11:52 AM by B Morton,S

Last modified 14 11:58 AM by Bl Morton,$ e Sl
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To delete an event:

1. In the left navigation menu, click Calendar
2. Click on the link for the event

3. Click the VIEW tab

4. In the Manage group, click Delete Item

5. Click OK

1] Office 365

BEROWSE WVIEW CUSTOM COMMANDS

t—‘ Version History Alert Me
= 32 shared With & Workflows
Edit
ltem | | 2% Delete ltem
MManage Actions
Delete [tem
LSE & o _
Delete this item. Team Meeting
AnnCorcerenes
Location hain Meseting Room
To set an alert on a calendar item:
1. In the left navigation menu, click Calendar

Click on the link for the event

Click the VIEW tab

In the Actions group, click Alert me

If necessary, make adjustment to the alert settings
Click OK

] Office 365

BROWSE VIEW CUSTOM COMMANDS

o v A W N

|:—| Version Histony Alert Me
E . ]
=4 &% Shared With & Workflows
Edit
ltem ¢ Delete ltem
Manage Actions
Alert Me

LSE SharePoint ) _ _ - _
Receive e-mail or mobile notifications  ting

Announcements when things change. _
e eI ROOM
Calendar
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Viewing the calendar

You can change the view of the calendar from the default Month view to Day or Weekly view.

To change the view of the calendar:

1. In the left navigation menu, click Calendar
2. Click the CALENDAR tab
3. In the Scope group, click Day or Week

1] Office 365

BROWSE EVENTS CALENDAR

— e ([T] Create View
ﬁ ’E |— G,- Modify View .

Day Maonth Expand Ceollapse <Calendars
2 Al Overlay [ff] Create Column

Expand Manage Vie

Week

Switch to Week view. On Week view, y 2014

you can manage events/schedules in a

Al weel.
Jul Aug Sep -
Crct Mov Dec

Today is 08 July 2014
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SharePoint contacts

Contacts in SharePoint can be shared with your team and a list can be exported and used in Outlook
if required.

To create a contact:

1. In the left navigation menu, click Contacts

2. Click + new item

] Office 365

BROAWWSE ITEMS ST

. Example Academic Department Site # EDIT LINKS
SharePoint

Contacts o

LSE SharePoint (® new iteny or edit this list
Announcements All contacts  ees Find an item o
3. Fill out the contact form

4, Click Save

SharePoint

BROWSE EDCIT
HB hio N
D E@ Copy «
Save  Cancel Paste A}t:l_lach Spelling
e -
Commit Clipboard Actions = Spelling
Home
Last Mame * Minter
Calendar
Contacts First Name chris
Documents Full Name Chris Minter
Tasks :
Email Address ciminster@lse.ac.uk
Recent
o Company The LSE
Security
Training Presentations Job Title Training Specialist
Department Reports Business Phone 020 7955 7837

Resources
Home Phone
Training team shared

documents Mobile Number
# EDIT LINKS Fax Number
Address
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Edit a contact

There are two ways of editing a contact in your list. The following will show you both methods.
To edit using the contact form:
In the left navigation menu, click Contacts

Click in front of the contact you wish to edit

Click the ITEMS tab

e

In the Manage group, click Edit Item. You will see the form again and you can edit any of
the fields.

5. Click Save

SharePoint

BROWSE ITEMS LsT

— 1= Wersion History
= #— | &% Shared With

Mew New View Edit Attach Alert Tags & Woorkflows Apg
Item -~  Folder Item Item )q Delete Item File e - MNotes
New wanage Actions  Share & Track Tags and Motes Workflc
Edit [tem
Home i ) his list
Edit the selected item.
Calendar All contacts == Find an itern g ol
Contacts
W @J Last Mame First Mame Company B
Documents
v wss  Mark Denton Print O
Tasks . Denton 3

To edit using the contact list:

1. Click in front of the contact you wish to edit

2. Click edit above the contact list

Example Academic Departrment Site # EDIT LINKS

Contacts o

(® new item of edit this list

All contacts  we» Find an item 0o
W @J Last Name First Name Company
Barlow 3¢ =e+  53M
3. Click into the field you wish to edit to make changes
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4, Click Stop above the contact list. This will save your changes.

SharePoint

BROWSE | ITEMS
e LoNDON ScHooL  ondon School of Economics
oF ECONOMICS ano
[SE POLITICAL SCIENCE B Conta CJ[S
Home [Stop editing this list ]
Calendar All contacts Find an item o
Contacts
Documents v @J Last Name First Name Company
Tasks ra ‘ Denton # | Mike-| IDenton Print
Recent Marlow # Jane :ﬂj:!iw
To delete a contact:
1. Click in front of the contact you wish to remove
2. Click the Ellipse ***
3. Click Delete Item
(® new item or edit this list
All contacts eee Find an item Jo
v @J Last Mame First Name Campany Business Phone
Barlow % ) Sam
View Item
Edit [tem

Export Contact

Compliance Details
Workflows

Alert me

Follow

Manage Permissions

[ Celete Item
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To export your SharePoint contact list:

1. In the left navigation menu, click Contacts
2. Click the LIST tab
3. In the Connect & Export group, click Export to Excel

@ Open with Access qjﬂ E Faorm Web
=P

BN edit List

Open with Project

Connect to [Export to Customize
Cutlook Excel Form I_?| New Quich
Connect & Export Customize List

Export to Excel

Analyze items in this list using
Microsoft Excel.

This will immediately create an Excel workbook and you will choose whether to open it
now or save. Once you open the Excel workbook, you will see your contacts presented in
easy to organise columns with filters ready for you to use.

gl 9 e = oo oo el table Toois |
Home Insert Page Layout Formulas Data Review View | Design |
Table Name: [i3] summarize with PivotTable % A% B Properties Header Row ]| First Calumn
Table_owssvr ;}* Remove Duplicates = .-& Open in Browser D Total Row D Last Column

Export Refresh

‘T Resize Table | [T}] Convertto Range S - &5 Unlink Banded Rows [ Banded Columns

Properties Tools External Table Data Table Style Options Tab

Al - E | Last Name

jB Last Name ﬂ First Name n Company n Business Phone n Home Phone n Email Address - Item Type n Path
2 |Denton Mike Denton Print 020 78981234 Item imt/ittraining/Lists/Contacts
3 |Marlow lane Marlow Books IMarlow@yahoo.co.uk Ttem imt/ittraining/Lists/Contacts
4 |Minter Chris The LSE 020 7955 7837 ciminster@lse.ac.uk  Item imt/ittraining/Lists/Contacts
5 |Smith Sally Item imt/ittraining/Lists/Contacts
6

To email individual SharePoint contacts:

1. In the left navigation menu, click Contacts

2. Click the email link on the contact. This will open an Outlook email with the email
address inserted ready to be used.

® new item or edit this list

All contacts = Find an item el
v @J Last Mame First Name Company Business Phone Home Phone Email Address
Denton e Mike Denton Print 020 78981234
Marlow 3 «==  Jane Marlow Books IMarlow@yahoo.co.uk
v Minter 2t «a  Chris The LSE 020 7955 7837 clminster@|se.ac.uk
Smith 3% «en Sally
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Tasks

Tasks in SharePoint can be used to keep track of projects and who is responsible for which part of the
project. As they are shared with your team in SharePoint, it is possible to allocate tasks to particular
members of the team and all those involved can keep up to date with progress. The task list can also
be viewed as a Gantt chart. SharePoint tasks can be viewed and updated in Outlook.

To create a task:

1. Inthe left navigation menu, click Tasks

2. Click + new task

) Office 365

BROWSE | ITEMS  LIST
. Example Academic Department Site # EDIT LINKS
LSE SharePoint
Tasks o
LSE SharePoint @ new task or edit this list
Announcements All Tasks  Active Tasks By Assigned To =»» Find an item 0o

3. Complete the task form. The Assigned To field is good to show who is responsible for a
particular task.

4. Click Save
] Office 365
BROWSE | EDIT
E n o, X Cut [UD ABC
D Emy copy V
Save | Cancel Paste At;_?(h Spelling
e -
Commit Clipboard Actions  Spelling
LSE SharePoint )
Task Name * Top Level Training plan with Objectives
Announcements
Calendar Start Date 08/07/2014 |
Contacts
Due Date 08/07/2014 il
Document Libraries
Department Documents Assigned To Three, Test x
Head of Department % Complete *-
Tasks .
Description
Site Contents
Recent

You will then see your new task listed below its predecessor tasks.

Documents
Tasks <y
® new task or edit this list
Recent
All Tasks Calendar  Completed e Find an item o
Security
Training Presentations - 7] Task Mame Due Date Assigned To
Department Reports et it & B for Initial Ol 3 == February 4 Minter,C1
Resources
-~ .= February 12 Morton,s
Training team shared SHarmance Gap-Analysis
documents [ | Top Level Training plan with Objectives 3¢ ] === Thursday Marton,s
#" EDIT LINKS
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To edit a task:

1. Inthe left navigation menu, click Tasks
2. Click in front of the task you wish to edit
3. Click the ITEMS tab

4. Inthe Manage group, click Edit Item

] Office 365

BROWSE

=]

Mew Mew View

Version History @D @
Shared With

Aftach Alert Workflows Approve/Reject Tags &
Item ~» Folder Ttem Delete Item File he - Maotes
New Vianage Actions  Share & Track Workflows Tags and MNotes

Edit Item
LSE SharePoint

) ) nis list
Edit the selected item.
Announcements AllTasks  Active Tasks By Assigned To === Find an item
Calendar
v O r7ite Assigned To
Contacts
Document Libraries . [ Top Level Training plan with Objectives % Three, T4

5. Make changes to the task
6. Click Save

] Office 365

BROWSE | EDIT
HB mao XD §
D Ep Copy \/
Swe Cancel  Paste Delete Attach  Speling
Tem  Fie -
Commit Clipboard Actions Speling
LSE SharePoint
Task Name * ‘ [rop Level Training plan with Objectives x
Announcements
Calendar Start Date 08/07/2014 ]
Contacts
Due Date 08/07/2014 iz
Document Libraries
Department Documents Assigned To Three, Testx
Head of Department % Complete 0 B
Tasks -
Description
Site Contents
Recent
Mailbox
Department Reports
# EDIT LINKS
SHOW MORE
Created at 08/07/2014 16:03 by [ Three, Test G Cancel
Last modifiec /2014 16:03 by | Three, Test
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To set an alert on a task list:

1. Inthe left navigation menu, click Tasks

Click in front of the task you wish to set an alert on
Click the LIST tab

In the Share & Track group, click Alert me

Adjust the alert settings if necessary

Click OK

o vk~ w N

rJ Office 365

BROWSE ITEMS usT

D J :,- Medify View » Current View: —
I:i] Create Column | All Tasks - u

View Quick Create E-mai
Edit: View Navigate Up Current Page Link

Wiew Format Manage Views Share

> & &

RSS Tags & Sync to Export
Feed Motes Outlook  Bucel
Tags and Motes Con

LSE SharePoint

(® new task or edit thi

Alert Me

Receive e-mail or mobile notifications

Announcements &l Tasks  Active Tasks By A: When things change.
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Announcements

These are easy to set-up and maintain and could even include email alerts to make sure your team
are aware of what’s coming up.
To add a new announcement:

1. Click Announcements in the left navigation menu

2. Click + new announcement

Example Academic Department Site # EDIT LINKS

Announcements o

(® new announcement or edit this list

All items === Find an item jo.

v Title Modified

There are no items to show in this view of the "Announcements” list.

3. InTitle bar type a subject name

4. In Body type the details of the announcement. Notice how the Ribbon changes to show text
formatting options to make your announcement eye catching.

5. In Expires type a date to prevent your announcements from becoming out or date

Title * Annual Team Dinner

Body Coming Scon!!

Look out for details of next months team dinner at Somerset House,

Expires | B1/08/2014 x | @

Save Cancel

6. Click Save
You will now see your new announcement at the top of the announcement list.
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Legal and best practice guidelines for
working within SharePoint

While working in SharePoint you must be aware of the guidelines around its use. Items you upload
into SharePoint to share with your colleagues must be in line with the following legal requirements.

e Copyright

e Freedom of Information
e Data Protection/Privacy
e Records Management

e Data Security

¢ Information Security

Copyright

LSE is at risk of copyright infringement if you use a service such as SharePoint to make copyright
materials available — this is particularly important if you are sharing the files with people external to
LSE or with students.

If you are unsure whether your files are copyright material then seek advice before you share the
files

Help and advice is available from the Learning Technology and Innovation. If you require further
information, please contact the Copyright and Digital Literacy Advisor - Jane Secker;
j.secker@Ise.ac.uk; Tel: 020 7955 6530

Freedom of Information

The School is required, as a public authority, to respond to written requests for information within 20
working days.

A response can consist of: the information requested; or reasons as to why the information is
exempt; or a refusal on the basis of cost, repeated request or vexatiousness.

Handle normal enquiries as required by your department/division, but any requests you would not
normally handle or would like to exempt the information should be forwarded to the Information
Rights team.

Click here for more information on Freedom of Information and your legal obligations as a member
of staff or student of the LSE.

© London School of Economics & Political Science 58 02/12/2014/\se.ac.uk/IMT/training


http://clt.lse.ac.uk/copyright/index.php
mailto:j.secker@lse.ac.uk
http://www.lse.ac.uk/intranet/LSEServices/legalAndCompliance/FOI/Home.aspx

Data protection/privacy

Personal data is that which identifies or is about a living individual.

Personal data must be processed fairly, lawfully, relevantly, accurately, no longer than necessary, in
accordance with the individuals’ rights, securely and not transferred outside the EEA.

Individuals can request copies of information that the School holds on them or to have incorrect
information corrected or removed.

Click here for more information on Data Protection and your legal obligations as a member
of staff or student of the LSE.

Records management

Any information you create or keep in the course of your work that shows what actions or decisions
are taken could be considered a record. A record can be in paper or electronic format.

Records may be needed at any time for legal purposes or to provide information on request (Fol).
They should be managed so the right record can be provided to the right person at the right time.

Managing records means ensuring you create the records you need, maintain these while they are
being used, then dispose of them either through secure destruction at the end of their retention or
deposit in the School’s Archives.

Further information on Freedom of Information, Data Protection and Records Management can be
obtained from the Legal & Compliance Division, or enquiries can be made directly to: Rachael
Maguire, r.e.maguire@Ise.ac.uk, ext. 4622, or Dan Bennett, d.bennett@Ise.ac.uk, ext. 6481.

Data security
1. Classify your data

Use LSE’s Information Classification Standard

- How confidential is your data?

- Is personally identifiable data involved?

Check any contracts to do with the data

- Do they require any particular compliance e.g: ISO27001, Data Protection Act, NHS Information,
Governance Toolkit, must be accessed/processed onsite

Think about the risks if the data were to leak out and make sure the team are aware of:
- Reputational damage
- 1CO fine

- Contracts rescinded
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2. Sharing your data

Who needs access?

Use ‘least privilege’

- Only provide enough access rights to data that people need to do their job
Use ‘Need to Know’

- Only give data access to those who have a valid need for it

Structure your folders so you can give the right access levels to the right people

3. Keeping your data secure

Is folder-level access restriction enough?

If not, use file encryption

- There are plenty of free tools e.g. 7-zip, Axcrypt
- LSE encryption guidelines can be found here.
Check that people accessing the data remotely:

- Use password protected machines

- Run up-to-date anti-virus software

- Are aware of the risks

Be aware that LSE staff must not store any bank payment card information on any SharePoint site.
This is now LSE policy.

Contact information for Data Security section:
Jethro Perkins

Information Security Manager

Information Management and Technology
Tel: 020 7955 6641

Email: j.a.perkins@Ise.ac.uk

Please send feedback or suggestions for updates to the following email address
IT.Training@Ise.ac.uk
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