


fo connect to SharePoint

esktop icon for Library Computers
https://collaborate.library.yale.edu

Library Front Door:
http://www.library.yale.edu/

1. CIiCk ] Working at the Iibrary RESEARCH TOOLS
(under About The Library) | et | 0

2. Click - Staff Front Door (under Quick Links)

YALE UNIVERSITY LIBRARY

Library Human Resources

ABOUT THE LIBRARY
Departments & Staff /  Working at the Library ¢ Giving to the Library / Access & Use f Computers in the Library / Ask!a Librarian

EMPLOYMENT STAFF RESOURCES
Open Positions | Training & Development
Application Procedure = Orientation
Compensation & Benefits =~ Communications
Guide to Relocation ob Descriptions
Supervisor's Hiring Procedure | Emergencies

POLICIES & PROCEDURES | ABOUT US




Statf Front Door

DEPARTMENTS & COMMITTEES
Departments B Staff

Library Green Team

Departmental Web Pages

Web, Workstation B Digital Consulting
Services

Shipping and Receiving

Staff Training B Organizational
Development

List of Standing Committees
SCOPA
List of Selectors

Library Committee Interest Database

Joint Departmental Committes

harePoint (under Quick Links)

COMMUNMNICATIONS
Library Templates and Style Guides
Library E-mail Lists and Archives

Library Strategic Planning Documents

Guidelines for Committees and
Waorking Groups
Staff Food and Drink Policy

Library Links
Mota Bene Online
Yale Daily News

Yalae Bulletin & Calendar
Library Exhibits: Guidelines and

Proposals

[0 connect to SharePoint (2

QUICKLINKS

Yale University Library
Mission - Vision - Values

Puolicies for Usa of Staff
Workstations

Orbis: Staff Mode
Test/Training

Voyager Documentation
Orbis Reports and Tools

Lecture Hall/L&B policies
and reservations

SharePoint
(collaboration tool)



Information Pages



sharePoint Training Site

Jlibrary.yale.edu/class20100401



Site Navigation

uick Launch

A Hyperlinks to access various site sections and
functionalities

A You can add new hyperlinks

Page Content

This page is made up of Web Parts and shows
snippets of information from multiple site sections
e.g. calendar.

SharePoint Services



Site Navigation (2)

E SharePoint Search

A By default the search engine will index all content
within a site. It Is possible to define specific content
not to be indexed so it will not appear in any search
(select any list or library o Settings 0 List/Document
Library Settings 0 General Settingsd Advanced

SharePoint Services

Links

There are currently no favorite links to display. To add a
new link, dick "Add new link™ below.

E Add new link




Site Navigation (3)

e Site Actions
A Only visible by users with appropriate permissions

A Create: add new site sections, functionalities and
sites

A Edit Page: used to add, remove or update Web Parts
on the current page

A Site Settings: used to manage a site

Collaborate

View All Site Content

e I 1o e cverty v e crreeie. To okl = s SrecenceemeetE. chek ekl e ererotrecore Bk
nt” below.

= Team Discussion

= My first dis iere are currently no favorite links
board new link, dick "Add new link”™ below.



SharePoint provides to help you create
quickly. Samples of lists are Document

, Links, Announcements list, Contacts,
1ts, Tasks, Wiki page library.



"Document Library

oint site home pageo Site Actions
ment Library

Iment library properties

ve can create or upload documents to
ycument library



omponents of a Document
Library list



Document Library List
Adding documents

alect New to create a new document
or new folder

Upload Document
% | Upload a document from your
computer to this library.

= Upload Multiple Documents
4 Upload multiple documents from your
computer to this library.



Document Library List

There ar

=

no items to shov

Actions

Edit in Datasheet
Bulk edit items using a datashest
format.

Open with Windows Explorer
Drag and drop files into this library.

Connect to Outlook
ronize items and make them

Export to Spreadsheet
Analyze items with a spreadsheet
application,

View RSS Feed
Syndicate items w

Alert Me
Receive e-mail notifications when
items change.



e
Document Library List
Settings

rary Settings

Mew =  Upload -

Type Mame Create Column
Add a column t additional

™ versioned User Manual ! - L . ;
hﬁ Versioned User Manual & Hew information about each item.

Create View
lumns,

Document Library Settings
Manage settings such as permissions,
columns, views, and policy,



k

ustomize - Windows Internet Explorer

| Ere  gdt

w o

r Manuals > Settings

Customize User Manuals

List Information
Nam: User Manuals
Web Addrs https:ffcollabora r Manuals/Forms/Alltems.,
Descripti

General Settings Permissions and Management

iption and n;

oning settings

Columns
mn

n (dlick
ine of text

Persan or Group
Persan or Group

Person or Group

the items sorted in a particular o

ou to see a particular sel
aul

Document Library List
Settings

Site Actions ~

Communications

cument libr

onfigured fo



cuments with Metadata

stored in SharePoint have
metadata, e.g. document title, date last
odified, who modified, size of the file etc.
ome metadata can be edited

A Hover over the document; a drop down box appears

rom the drop -down box, click Edit Properties

Tanja's Test Site > User Manuals
User Manuals




ocument Collaboration

Check -In
Version history
ontent approval

Tanja's Test Site > User Manuals
User Manuals
Mew =~ | Upload = | Actions - Settings -
Type MName
User manual ! vew = | 11/25/2009 2:45 FM

View Properties
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X
g’% Co
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©

Alert Me




Redading vs. Editing a Document

D open a file in a document library:

A F ad-onl: click the file directly from a document
library

Edit: Hover over the document you want to edit o
sel ection option OEdI t
bOX Tanja's Test Site > User Manuals

User Manuals

i) Edit in Microsoft Office Word

¥ | Delets

n



Check-Out/Check-In

ocument check in and out prevents document
changes by another user if it is currently open

Check-Out:
Check-out is not

Tanja's Test Site > User Manuals

User Manuals

required to edit i — S
“documents. You can o

change this via =

Settings 0 Versioning ol el

Settings 8 Require o et

gy Check Out

C h e C k O ut & workflows

Alert Me




cking Document History

y It, the document library overwrites the
old document version with the new version

To keep version history go to Settings 0 Versioning
Settings 0 Document Version History

Spedify whether a version is created each ti

e To view document versions, hover with your
mouse on the document, select Version History
from the drop down list
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