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SharePoint 2010 for Information Workers
Length: 2 Days
Audience: People who will own, manage or contribute to SharePoint web sites.

Content:

Section 1: About SharePoint
Lesson 1.1: Overview of SharePoint

e Why is a Tool like SharePoint Necessary?
e How has SharePoint 2010 Changed from Prior Versions?

Section 2: Getting Started in SharePoint
Lesson 2.1: Exploring an Existing SharePoint Site

e Logging On to a SharePoint Site

e Navigating a SharePoint Site

e  Overview of Document Libraries and Lists
e Searching the SharePoint Server

Section 3: Providing Access to Your Site
Lesson 3.1: Managing Users and Groups

e Overview of User Permissions in SharePoint
e Adding and Removing Users

e Signing In as Other Users

e Adding a Group

e Deleting a Group

e Inheriting Permissions

e Best Practices for Assigning Permissions

Section 4: Creating and Managing Lists
Lesson 4.1: Working with Lists in SharePoint

e Understanding a List

e  Types of Lists

e Communications

e  Tracking

e Custom Lists

e Accessing Existing Lists Not Represented on the Home Page
e  Creating a List from a Template
e Managing List Settings

e Using Content Approval

e  Creating Custom Lists

e  (Creating and Managing Columns
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e Using Column Sorting and Filtering
e  Modifying an Existing View of a List
e Creating a New View of a List

e  Using Datasheet Views

Lesson 4.2: Using SharePoint List Data Externally

e  Ways to Use SharePoint Data Externally

e  Exporting List Data to a Spreadsheet

e  Creating a List from a Spreadsheet

e Displaying Contact, Calendar and Task Lists in Outlook
e Displaying SharePoint Data as an RSS Feed

e Subscribing to RSS Feeds

e Viewing RSS Feeds

e RSSand SharePoint

e Obtaining E-mail Alerts based on Changes to Lists
e Whatisan Alert?

e Creating an Alert in SharePoint

Section 5: Working with Document Libraries
Lesson 5.1: Creating and Populating a Document Library

e Creating a New Document Library

e Uploading a Document to a Library

e Uploading Multiple Documents to a Library
e Downloading a Local Copy of a Document
e Editing a Document Online

e  Using Check-in/Check-out

e  How Version History Works

e Refining Version History Settings

Lesson 5.2: Working with Folders

e (Creating a Folder
e Copying and Moving Items between Folders using Explorer View
e  Copying Items between Folders

Lesson 5.3: The Recycle Bin

e Deleting an ltem
e Accessing the Recycle Bin
e  Recovering an Item

Section 6: Working with Wiki, Picture and Form Libraries
Lesson 6.1: Wiki Page Libraries

e What is a Wiki Page Library?

e  Setting Up a Wiki Library

e Adding a Wiki Page to a Library

e Linking Wiki Pages to Each Other
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e  Editing Existing Wiki Pages
e  Reviewing Wiki Page History
Lesson 6.2: Using Picture Libraries

e  Creating a Picture Library

e Uploading Multiple Pictures to a Picture Library

e Downloading Pictures from a Picture Library
Lesson 6.3: Using InfoPath and SharePoint

e  Prerequisites
e Publishing an InfoPath Form to a SharePoint Services Site
e  Creating and Filling Out an InfoPath Form in a SharePoint Form Library

Section 7: Customizing the Team Site Home Page
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e Changing the Site Title, Description, Icon and URL

e Changing the Site Image
e Changing the Site Theme
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e  Customizing the Top Link Bar
e Modifying the Quick Launch Bar
Lesson 7.3: Using Web Parts on the Home Page
e Web Parts Provide Interactivity with Site Content
e Adding Web Parts to the Home Page
e  Modifying a Web Part
e Rearranging Web Parts on the Page
e Removing Web Parts from a Page
Section 8: Working with Pages
e  (Creating Web Pages
Section 9: Working with Subsites
e  Subsites and Workspaces
e Types of Workspaces
e  Creating a Subsite
e Deleting a Subsite
Section 10: Using Workflows on Lists and Libraries
e Understanding Workflows
e Workflows in SharePoint
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e  Configuring a List or Library for Workflows
e Setting Up a Three-state Workflow

e  Starting a Workflow

e  Tracking Tasks Generated by a Workflow
e Reviewing Workflow History

Section 11: Working with Surveys
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Creating a Survey

Adding New Questions

Changing Question Order

Applying Branching Logic to a Survey

e  Responding to a Survey

e Analyzing Survey Results

e  Showing All Survey Responses

e Showing a Graphical Summary of Responses

e Exporting Responses to a Spreadsheet

Section 12: Working with Discussions and Blogs
Lesson 12.1: Discussion Boards

e  What is a Discussion Board?

e Setting Up a Discussion Board
e  Posting to a Discussion Board
e Reading and Replying to a Post

Lesson 12.2: Blogs

e Whatisa Blog?

e Setting Up a Blog

e Posting to a Blog

e Commenting on a Blog




