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SECTION 1

ABOUT SHAREPOINT

1. What is Microsoft Office SharePoint Server (MOSS or SharePoint)?

a. Microsoft Office SharePoint Server 2007 is an integrated suite that includes:
Compr ehensive content management
Enterprise search
Workflow ( business processes such as on -line and automated forms) a
Collaboration
5. Ability to turn information to knowledge (business intelligence)
b. Why SharePoint?
1. SharePointis a very flexible solution with a vast amount of capability.
2. Applications can be provided across SharePoint fairly easily to collect aggregate
data and return that data in a common format.
3. With given workflow, approvals can be set up to allow various internal or even
external registered us  ers the ability to submit data, files, feedback, etc.
4. With appropriate rights, a user can setup (with or without approval of posting the
content):
(1) Surveys
(2) Forums or discussions boards
(3) Lists (that can also serve like a software program to collect data)
5. On-line forms can be setup to help streamline business transactions

rowbdpE

2. SharePoint Sites

a. A site or subsite is a contextually based and directly correlates with its respective
site collection.  As examples:
1. http://www. countysite .com/MembersOnly
2. http://www.county  site.com/department
3. http://www.countysite.com/courts
b. You would use sites to support departmental or content processes. (For example,
you could set up a O6members onlydé site and secure t
a O0HRO depart ment al eciiciworidlonafor that dite)v e s p

3. SharePoint  Security

SharePoint has Groups, Permissions and Users.

Permissions assigned determine what a user can do with SharePoint sites/pages.
Permissions are  setup per site and  per group .

A best practice is that you set up groups, add users to groups. (It is recommended
NOT to a ssign permissions to individual pages or users as it is too hard to track.)

cooTw
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4. SharePoint Roles And Permissions

a. Roles are created to group users into like functions.
b. Most Common Roles/Groups include:

1. Content Owner; Administrative ability (assign approvers, managers, etc.), can
view, add, update, delete, approve, and customize permissions, pages and site.
(Only Tech Staff)

2. Content Approver; Can view, edit and approve pages, list items, and
document s.

3. Content Designer: Can view, add, update, delete, approve, and customize.

4. Content Manager: Can edit content.

5. Viewers/Visitor: Can view only.

6. Members: Can view only. Can view specific lists, document libraries, list items,

folders, or documents when gi ven permissions.
5. SharePoint W orkflow

a. Workflow can be setup fibehind the scenesod to enabl e
b. An example is the new approval process. This process is to support consistency in
public content.
c. Another example could be a form that one would fill out . The data would then be e-
mailed directly to the appropriate person and get stored where it is supposed to be.
d. Workflow would be set up by the technology department.

6. SharePoint Templates

a. CCAP has developed custom templates that will meet the needs of most sites you will
build.

b. Templates offer the ability to have consistent layouts throughout your entire site.

c. In addition to the templates there are multiple CSS files that can be applied against
these templates to allow for consistent f onts; colors, etc. throughout your site.(see
information on CSS later in this manual).

7. SharePoint Web parts
a. Web parts are like little programs that allow different functions on a Web page.
b. Web parts are generally already added into Templates. If you are a AContent
Designero you will have the ability to add these to

8. Audience Targeting

a. Audience targeting is a way to only show content to a specific group of people.

b. This would be setup based on groups (mentioned in number 5. Above)

c. Forexample , | etb6s say you have a Members section on yol
want that tab to show to users who are assigned as
then 6audience targetdé that item to O6members onlybd

who see that tab.
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9. Metadata

a. What is Metadata?
1. Data aboutdata (word that describe your information)
2. Metadata is information about an informational resource, be that a document
(such as a webpage), image, dataset or other resource.
3. Think of the metadata as being similar to that of wusing the fAfol der
Instead of putting documents, etc. in folders, you are placing those descriptors as
metadata tags on the document itself.

b. Why use Metadata?
1. Resources supported by good quality, structured metadata are more easily
discoverable.
2. Policies can be set up to automate records retention and workflow based on
metadata.
3. Metadata is valuable in the storage and retrieval of information.

c. Examples of Metadata
1. Department

2. Month
3. Year
4. Author
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SECTION 2

1. Public Access (Anonymous Access)

a. Most content on a site will be publically available for anyone (none registered user)

to view.
b. Anyone can register for the Web site.
c. Once they register, they are put into a O6Visitors G

access to what is considered anonymous accessible information.
2. Why Have Users Register For Your Site ?
a. Visitors (anonymous access) can see only the content that does not have any special

permi ssions or faudience targetingo specified.
b. Avisitor isableto register asauserfor the site using Windows Basic Authentication.

1. Those who would register include any 6émembers onl
content can be O6targetedd to them based on their
2. Another reason to register for the site would be to set u p e-Alerts , such as help
desk items, announcements, news, or calendar events, etc.
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SECTION 3

REGIST ERED USERS

1. Registration Feature

a. Bamboo User Registration Accelerator Web Part is used for registration to a site.
b. This Web Part is configured by CCAP IT Staff.
c. Thisis also located in a more secure location to not allow access to the configuration.
1. A page would be created for fiSite Registrationo
2. This page could hold all items a user would do, such as User Registration,
Password Reset and Password Change.
3. The Site Owner would then put this as a link either in the navigation or some
visible location on their home Web page.

2. Registering for the Site
a. They go to the Site Registration pagRegigtee xa0mpl e be

7& Home - CCAP SharePoint Resources - Windows Internet Explorer = =
3\ - | httpurdemo pacounties.org/defaultasp = [42] % |[ Googie 2~

File Edit View Favorites Tools Help

-ﬂf ke I?HomErCCAF SharePoint Resources Ii‘ o m\@

Sign In| Register | Forgot My Pass) »
L4
CCAP SharePoint
INTY COMMISSIONERS Resources /
ACCAAATIAR AR AR IRICUAL AR A = 4

b. This opens the User Regis tration Page (containing the Web part)

c. They fill in all the information (required information is indicated with a *) Once
all information i sSubnutmpl et ed, <click
"€ SiteUsers - UserRegistration - Windews Internet Explorer = =]

14 [ x| Googie s -

I BB &k G @&

The CCAP Web Site
CCAP Web Program

New User? Register Here!

Hosting
Newsletters Required User Information

Test User
SharePoint Resources

Resourceful Web Sites

Enter your information about the user. Al fields are require

Test

Password Policy User

Must be at least & characters long. Test@test com

Optional User Information

Enter your information about the user. All fields are optional

Country Select Country

1 et  requre e,
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d. This automatically creates an account in AD and SharePoint (however, they do

NOThave any 6épermi ssions6 in SharePoint other than
granted.)

e. They receive a confirmation e -mail that their account request has been
submitted.

New User? Register Here!

Z Messane Your account creation request has been successfully submitted. A confirmation e-mail has been sent to the e-mail address you provided.
\ a Flease follow the directions included in the confirmation e-mail to finalize your account and receive your user name and password.

f.  They will receivethee -mail to the Iink to fiactivateo their
g. Theyclickonth e link which automatically activates their account.
h. They receive a confirmation e -mail with their user name and password.
3. Signing In
Only those persons who are in the CCAP Web Program Members group are able to

access the program members  content based on  their login to the SharePoint
Resource Web site.

[E=N|T=E 5
a. TQ Sign In: a user - | ¢?| x | | e o -
clicks where it says
SignIn  (upper )
right hand corner.) B~ B -~ =~y G @ &
b. When a user clicks Sign In| Reqister| Forgot My Passware =
here, they will see
a Apop up boxo which may Il ook slightly different
softwa re they are using.
Example 1:  Windows Explorer Example 2: Mozilla FireFox
Connect to demo.pacounties.org @
Authentication Required [Ex5] .
User Name: '

Password:

The server demo.pacounties.org at Forms Auth To Basic Auth

requires a username and password.

Warning: This server is requesting that your username and
password be sentin an insecure manner (basic authentication
without a secure connection)).

User name: | <l -
Password:

[ remember my password

[ OK ] [ Cancel
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SECTION 4

MANAGING YOUR PASSWORDS

1. Forgot My Password Feature

a. When a registered user forgets their password or needs to reset it for another
reason they can by following the below steps.

b. On t he mai n p aBGoegotiMy Passtwordb n 0O
= e

V|*"9|X||Gnogl'e R 'l

B 8@ G @ @
Sign In| Register | Forgot My Password I -

c. Usingthe username ande -mail address you registered on the site with , enter

both, theSubmitld ck #
CCAP SharePoint Resources

The CCAP Web Site
CCAFP Web Program

About Our Web Hosting
MewsLetters User Name *

Reset Your Password Here

SharePoint Resources
Resourceful Web Sites

E-mail *

(*IRequired Fislds

’ Submit ] [ Clear ]

d. The e -mail will have the new password (these are system generated therefore
very cryptic.)

Subject: Membership Password Recovery

You have requested this mail because you have forgotten your password to .

Your temporary password is: JO@eCagNjlyvoYf

Your temporary password can be changed immediately by logging onto the Change Password Page using your user name and temporary password
The ChangePassword page is located at .

Thank vou.

e. Copy this password to perform a Change Password step below.
You have requested this mail because you have forgotten vour password to .

Your temporary password is: JO@eCagNjlyvoY{

Your temporary password can be changed immediately by logging onto the Change Password Page using your user name and temporary password.

The ChangePassword page is located at ,

Thank vou.

Pagel5of 61



CCAlﬁmm COUNTY COMMISSIONERS ASSOCIATION OF PENNSYLVANIA
e SHAREPOINT USER GUIDE

2. Change My Password Feature

a. Once some is registered, they can change their Password.
The user would login to the site.
The user would go to the ASite Registrationd page
for the Change Passwor d Web part.)

d. They would click on Change My Password.

SharePoint Resources
Resourceful Web Sites
CCAP ONLY Old Password:

Project Documents

Account: kglassel

New Password:

Confirm New Password:

Change Password

Kathie Glassel 's password will expire in 28 days

e. Itdisplays their user name.

f.  Enter the old password.

g. Enter the new password.

h. Confirm the new password, the click on AChange Pa
i. This displays a confirmation (if done correctly) that the passwor d was changed

and shows instructions to log out then back in with new credentials.
j- You may need to shut your browser and log back on.
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SECTION 5

1. Audience Targeting

a. Whatisit?
1. By using target audiences, you can display content such as list or library items,
navigation links, and entire Web parts to specific groups of people.
2. A user must be a registered user AND be included into a SharePoint security
group.

3. This is useful when you want to present information that is relevant only to a
particular group of people.
4. Typically assigned by a Site Administrator.

b. Why Use it?
1. You can have staff see a different tab than your public.
2. You can have your elected officials see a different tab than public.
3. It tailors the Web experience according to needs.

2. Examples Of Audience Targeting

a. Anonymous User Sees

€ Home - CCAP SharePoint Resources - Windows Intemet Explorer = = <

@\/ + [i&] hitp/demo.pacounties.org/defaultaspx [ 42] x| [ Googte 2 |
File Edit View Favorites Tools Help
W |@Home—(uv SharePoint Resources ‘ | B8~ & B G 0 &
Sin Inl Regster] Forgot My Passiar -
—
CCAP SharePoint
COUNTY COMMISSIONERS Resources )
) )
S OCUTIONOEPENAEYLWAN, The sk 15 e bt )
Serving Counties Since 1886 /
s St CCAP sharePontRe = |
The CCAP Web sit 2
< <8 ite B B GCAP SharePoint Resources Updates
i Welgome to CGAP SharePoint Website
ABoutOLr Web Hostng
.
ot
This site's main purpose is a resource center for CCAP's Web Program participants. A a CCAP Web program hitp://deme pacounties, org /SPTraining/default.aspx.

b. Program Member Sees
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