Martin and Associates presents:

Microsoft® Office
SharePoint® Server 2007
Training

SharePoint document libraries I:
Introduction to sharing files

Does your company use a Microsoft
4 Windows® SharePoint® Services 3.0
=51 site, or Microsoft Office SharePoint
Server 20077

If so, it's essential that you know how
to share files by using SharePoint
document libraries.

This course will start you off on the
right foot.

Lesson 1

Why document libraries?

« Overview: It's important to learn to share
* Lesson 1: Why use document libraries?

» Lesson 2: How to add and edit files

Each lesson concludes with a short set of questions to
test your understanding of the material.

= See how valuable a document library can be to you and
your coworkers.

« Make files available to others by adding them to a
document library.

« Edit and save files in a document library.

» Discover what happens when two people try to edit a file at
the same time, and know how to handle that.

Sharing files with
others is essential to
getting things done
nowadays.

But just how should
you share files?
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A SharePoint
document library is a
place on a site where
you can create,
collect, and update
files with others.

You might be thinking,
“Why not just e-mail a
file to my colleagues
or use a network
folder to share files?”

Because SharePoint
document libraries
provide more control.
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So where do you get a
document library?

On a Windows
SharePoint Services
site.
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A SharePoint
document library is a
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files with others.

You might be thinking,
“Why not just e-mail a
file to my colleagues
or use a network
folder to share files?"

Because SharePoint
document libraries
provide more control.
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Important: The site
shown here is an
example of a site
you'd find on either
Windows SharePoint
Services 3.0 or
Microsoft Office
SharePoint Server
2007.
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Where can you get a document library? (Pick one answer.)

1. You can get one inside your copy of Microsoft Office Word
2007, Microsoft Office Excel® 2007, or Microsoft Office
PowerPoint® 2007.

2. You can get them only if your company has Microsoft Office
SharePoint Server.

3. You can get one on a Microsoft Windows SharePoint Services
site or a Microsoft Office SharePoint Server site.

4. You can get them on any network server available to you.

How can you find out which version of Windows SharePoint
Services or Office SharePoint Server your site uses? (Pick
one answer.)

1. Click the Help menu, and then click About.

2. Ask your IT department or the person who set up the site for
you.

3. If you see alink called Shared Documents on the left, you
know you have version 3.0.

4. Look at the actual server machine, and the version number will
be stamped on the outside cover.

K Once you've found the
document library you
want to work with,
you'll want to become
familiar with the URL
— of the library.

TR DA
U009 11
Wt
ALRRDYSII N
R0 2100

You can get one on a Microsoft Windows SharePoint Services site or a
Microsoft Office SharePoint Server site.

This course specifically addresses libraries in Windows SharePoint
Services 3.0 and Microsoft Office SharePoint Server 2007 sites.

Ask your IT department or the person who set up the site for you.




A SharePoint document library is which of the following?
(Pick one answer.)

1. Acollection of files on your computer that you organize.
2. Agroup of documents attached to an e-mail message.

3. Aplace on a SharePoint site where you can add just Word
documents, and not Excel or PowerPoint files.

4. Aplace on a SharePoint site where you can create, collect,
and update files with others.

Lesson 2

How to add and edit files

Here’s a library with
no files. You can
change that.

Adding afileto a
library is similar to the
way you save files to
your computer.

A place on a SharePoint site where you can create, collect, and update
files with others.

Wondering how to
actually work with a
document library?

You're in the right
place.

Adding a file to a
library is similar to the

way you save files to
your computer.




What if you already
have your files saved
to your computer and
now you just need to
get them up to the
library somehow?

Once your Word,
Excel, and PowerPoint
files are there, what
do you do with them?

For example, how
might you edit this
marketing strategy
document?

With a library, when
people edit the file one
at a time, true
collaboration takes
place.

What if you already
O - 0 o o arnisiond mos e eee x #-| have your files saved
Upload Dacument: Shared Documents =] toyour computer and
now you just need to
get them up to the
Oy library somehow?
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Once your Word,
Excel, and PowerPoint
files are there, what
do you do with them?

For example, how
might you edit this
marketing strategy
document?

With a library, when
people edit the file one
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What happens when
you don't take turns?
The first one who edits
the file will lock out the
other person.

In other words, two
people cannot edit the
same file at the same
time.
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In the previous
section, you saw how
one person can lock
others out of a file if
that person has it
open.

Dhave's Computer

If Dave closes the file,
it will get unlocked.
But what happens if
he doesn't close it?
What if he goes to
lunch for two hours?
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What happens when
you don’t take turns?
The first one who edits
the file will lock out the
other person.

In other words, two
people cannot edit the
same file at the same
time.

Dunve’s Comprber

Look at what's going
on here with Dave and
Katie.

Dhave's Compuiber

When those times are
up and he doesn’t
save, Katie can edit
and save her changes
to the library. If Dave
still has the file open
and makes changes,
he can override
Katie’s.




To check out a file,
| you do something

N the file.
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In addition to closing
the file when you are
done, there’s another
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http://sharepoint/Team%20Files/

Should you always
| check out files? Not
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Your library URL is the following:
http://sharepoint/Team%20Files/Forms/Allltems.aspx. What
portion of it do you need in order to save it by using Word,
Excel, or PowerPoint 2007? (Pick one answer.)

1. http://sharepoint/upload_files_here

2. http://sharepoint/Team%20Files/

3. http://sharepoint/Team%20Files/Forms/

4. http://sharepoint/

When working with a document library, how do you edit a file
for use in Word, Excel, or PowerPoint 2007? (Pick one
answer.)

1. Click the name of the file, and then click the Edit option.
2. Click the name of the file, and then click Read Only.

3. Place your pointer over the name of the file, click the menu,
and then click Check Out.

4. Place your pointer over the name of the file, click the menu,
and then click Edit Properties.




Click the name of the file, and then click the Edit option.

Gwyneth will get a “File in use” message and will be prevented from
making changes, but she will be able to see the file.

Shellie edits a file in a SharePoint library. It is still open on her
computer. A few seconds later, Gwyneth tries to edit the file.
What will happen? (Pick one answer.)

1. Gwyneth will be able to make changes and save them to the
library at the same time as Shellie.

2. Gwyneth will be able to make changes, but Shellie will not.

3. Gwyneth will get a “File in use” message and will be prevented
from seeing the file.

4. Gwyneth will get a “File in use” message and will be prevented
from making changes, but she will be able to see the file.




