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What is SharePoint? 

Microsoft SharePoint is a collaboration tool utilized by enterprises and small-medium businesses as a means for productivity solutions.  With SharePoint, your 

business can effectively manage documents from start to finish, automate emails and tasks, integrate information, and collaborate through social networking. 

Components of SharePoint 

 Sites:  SharePoint Sites provide a central location for you to store all your business information, making it easily accessible to intranet and extranet users.  These 

sites allow for the exchange and sharing of documents, project management and communication, as well as providing information to clients. 

 Communities:  Through the use of SharePoint, your company can deliver a strong foundation for company collaboration.  The use of a single platform allows for 

easier management of projects and ideas, as well as a new means of how team members can work together. 

 Composites:  SharePoint provides a means for no-code solutions.  The components that make up SharePoint allows for business solutions to be easily created 

and integrated into the company without the hassle of arduously learning code for development. 

 Content:  Utilizing SharePoint can make managing content a breeze.  With this platform, you can set document types, retention policies, and allow users the 

familiarity of Microsoft Office. 

 Insights:  SharePoint provides easy data integration, crawling of content, and reports to enable easier business decision making. 

 Search:  Rather than having to deal and sort with a mass amount of data, SharePoint utilizes a unique combination of refining metadata, tagging of keywords, 

and relevant information for ease in searching through a plethora of information and documents. 

Why Use SharePoint? 

 Company doesn’t have an efficient means for content sharing, resulting in multiple employees doing the same or similar work.  
 No current system in place for searching company documents and material.  Employees could spend hours searching through archives for a document due to no 

search application available. 

 Communication between departments could take days due to manually having to approve documents and requests.  SharePoint allows for such processes to 

become automated through Workflows and alerts. 

 Familiarity with current software on the market.  SharePoint provides a consistent feel with its integration of Microsoft Office applications and the ribbon menu 

found in other Microsoft products. 

 Manage various projects for your organization, easily allowing team collaboration among team members and different departments.  

SharePoint Functionality 

 Sites 

o A SharePoint site consists of pages, lists, and libraries.  Sites may also be hierarchized to have sub-sites, and those sub-sites can also have sites. 

 Lists and Libraries 

o Lists and Libraries are a core feature of SharePoint.  They are a component of sites.  Lists can be seen as a repository of pieces of information, 

generally sharing the same properties and attributes. 

o A library is a list.  The differentiation between these two components is that an item in a library refers to a file that is currently being stored in 

SharePoint.  Libraries have all the functionality and features as a list, but they also have extra functionality, such as downloading the file and editing 

in a Microsoft Office application. 

 Web Parts 

o Web parts can be seen as gadgets utilizing user interface.  These gadgets can display content found in lists and libraries, provide access to different 

features in SharePoint, and allow managing and sharing of external content. 

 Workflows 

o You can think of workflows as an automated process for a series of step-by-step instructions.  Utilizing workflows allows for automation of email 

deliveries, task assignments, and getting approval from various members in your organization. 

 Metadata 

o Whenever you create a document, it has its own properties such as date created, date modified, name, and author.  These properties are utilized in 

SharePoint, thus making it easier for users to search for content based on specific properties. 

 Calendars 

o In SharePoint, you can easily display group meetings and scheduled appointments.  This places all your information in a central location, making it 

easy for users to keep up with their daily schedules. 

Web Browser Support 
 

 

 

Fully supported browsers Limited browsers 
Internet Explorer 9 (32-Bit) Internet Explorer 9 (64-Bit) 

Internet Explorer 8 (32-Bit) Internet Explorer 8 (64-Bit) 

Internet Explorer 7 (32-Bit) Internet Explorer 7 (64-Bit) 

 Mozilla Firefox  3.6 and 

later 



Connecting to SharePoint 
Connecting Lists/Libraries to Outlook  

1. Navigate to the site collection where the list or library is at. 

2. Select the appropriate list/library. 

3. From the ribbon, select the list/library tab 

4. Once on the library tab, from the ribbon, click Connect to Outlook 

 

5. Upon clicking Connect to Outlook, you will be 

prompted with two windows in succession. 

6. After confirming the actions from both of the 

windows that pop-up, your list/library will be 

available for viewing in Outlook. 

 

*This option allows you to view documents and 

items in your library/lists.  It is view only. 

 

 

 

 

 

 

 

 

 

 

Connecting Libraries to Office 
*Allows selecting of library to save documents to 

1. Navigate to the library you wish to connect. 
2. From the ribbon, select the library tab. 
3. Click Connect to Office. 

4. Once you click Connect to Office, you will be able to access it whenever 

you save a document from Office 
5.  File -> Save As and the window below will appear allowing you to 

choose your SharePoint site to save to. 

 

 

 

 

 

 

 

Attachments from Outlook to SharePoint 
After connecting your libraries to office, you will have the option to save 

directly to them. Saving an attachment from Outlook is similar to saving a 

document from Word to a library. 

1. Navigate to the email message with the attachment that you wish 

to save. 

2. Right-click the attachment and a drop down menu will appear. 

3. Click Save As. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. A new window will appear.  Select SharePoint Sites from the left hand 

side.  Libraries you have connected to office will be available as 

locations to save the attachment. 

5. Select the SharePoint library that you wish to access.  If there are sub-

folders in the library, those will appear once the library is selected. 

6. Upon saving your attachments, if you connected your library to 

Outlook, the newly added document will appear in your Outlook library 

list. 

 

 

 

 

  



Calendars 

Creating a Calendar Entry – Option A 
1. Navigate to your calendar. 

2. From the ribbon, select the Events Tab -> New Event 

3. On the next screen that comes up, you can set the time of the meeting, 

category, as well as if the meeting recurs or not. 

 

Creating a Calendar Entry – Option B 
1. Navigate to your calendar. 

2. On the Calendar, click the day for which you would like to add the event. 

3. Click Add in the corner. 

 

 

 

 

 

 

 

 

Changing Calendar Scope 
1. From your SharePoint Site, navigate to the Calendar you wish to view. 

2. From the ribbon, click the Calendar tab. 

3. Once in the Calendar Tab, you can select Day, Week, or Month as to how 

you wish to view your calendar. 

4. You can also navigate between the dates by utilizing the arrows at the 

top of the calendar. 

 

Calendar Change Notifications 
If any events on your calendar were to change, no worries!  With SharePoint, 

you can easily create alerts to notify you that there has been a location or 

time change, or a change to the itinerary. 

 

1. Open up the Calendar that you wish to create alerts for, 

2. From the Ribbon select the Calendar Tab -> Alert Me -> Set Alert on this 

list 

3. A new window will appear and from here you can modify what changes 

to the calendar you would like to be notified of. 

 

 

 

 

Utilizing Calendar Groups 
Scheduling a meeting when everyone is free may not be an easy task.  With 

Calendar Groups in SharePoint, you can easily see other team members’ availability. 
 
1. Open the Calendar that you wish to change to a group calendar. 
2. From the ribbon, click Calendar -> List Settings 

3. Once on the settings page, click 

Title, Description and Navigation 
4. On the new window, click the Yes 

radio button under Group 

Calendar Options. 

 

 

 

 

 

 

 

Changing Calendar Groups 
1. After enabling Group Calendars, you can change the group calendars that you 

view. 

2. Navigate to the calendar on your site. 

3. From the ribbon, click the Calendar Tab -> People 

 

 

 

 

 

 

 

 

 

4. You can also add individuals through the Add Person box. 

 

 

 

Connecting Calendar to Outlook 
1. Navigate to the calendar you wish to connect to Outlook. 

2. From the ribbon, select Calendar -> Connect to Outlook 

3. On the window that appears, click Allow. 

4. Outlook should prompt a window, click Yes. 

5. Your SharePoint Calendar should now be listed in your Outlook. 

 



Lists  

Adding to a List 
1. Navigate to your list through the Quick Launch panel on the left side. 

2. Click the link to add new item. 

3. Fill out the fields in the next screen as needed then click save. 

 

 

 

Editing a List Item 
1. Navigate to your list through the Quick Launch panel on the left side. 

2. Select the list item by clicking the checkbox next to it. 

3. Click edit from the ribbon and edit the item properties as needed.

 

 

Export List to Excel 
1. From the Quick Launch, click the list you wish to export. 

2. Once you have selected the list, click the List Tab from the ribbon. 

a) Specify items by clicking the check box next to it. 

3. Click Export to Excel; You will see a new window appear asking if you 

wish to Open, Save, or Cancel. 

4. Excel will display a security warning, click Enable. 

 
Connect List to Outlook 
1. From the Quick Launch, click the list you wish to be connected. 

2. Once you have selected the list, click the List Tab from the ribbon. 

3. Click Connect to Outlook; Click Allow for the security prompt that 

appears. 

4. You will receive another prompt when Outlook opens, click yes. 

5. Outlook will now connect to the specified list. 

 

 

 

 

Adding Columns to a List 
1. From the Quick Launch, click the list you wish to modify. 

2. Once you have selected the list, click the List Tab from the ribbon. 

3. From here, you will click Create Column. 

4. On the new window, choose the appropriate settings and click ok. 

 

 

 

 

 

 

 

 

Changing Views for a List 
Rather than having to look at everything in a list, you can easily modify the view and 

refine items based on their columns. 

 

1. Navigate to your list through the Quick Launch panel on the left. 

2. Select the List Tab from the ribbon 

3. Here, you will see your current view.  From the drop-down, you can change the 

current view based on the item properties. 

4. You can also change from the Standard View to a Datasheet View. 

  

  

  

  

  

  

  

  

  

  

Modifying Views for a List 
1. Navigate to your list through the Quick Launch panel on the left. 

2. Select the List Tab from the ribbon 

3. From the Ribbon, click Modify View. 
4. On the new screen that appears, you can create a custom view by changing the 

View Name, as well as the columns to display, and their order.

 

 



Libraries 
Uploading a Document 
1. Navigate to desired document library. 

2. Select Documents -> Upload Document 

3. Browse for and select desired document. 

 

 

Uploading Multiple Documents 

1. Navigate to desired document library. 

2. Select Documents -> Upload Multiple Documents 

3. Browse for and select desired documents.  You can also drag 

files directly to be uploaded. 

 

 

 

 

 

 

 

 

 

 

Checking Out and Checking In Documents 

If at any time, many individuals are working on a document 

simultaneously, managing the most current updates and content 

can become quite confusing.  By checking out documents, you are 

able to ensure that the document you are working on is not being 

altered by another team member. 

 

Checking Out Documents 

1. Navigate to your document library 

2. Select Document tab from the ribbon, as well as the check box 

next to the document you wish to edit. 

3. Click Check Out from the Ribbon.  You can now edit the 

document without other users accessing and making changes 

to it. 

 

Checking In Documents 

1. Open your document library. 

2. After you have edited your checked out document, select the 

check box next to it. 

3. Click Check In -> Ok. 

 

Tasks 

Adding a Task 
Whenever you look at the Project Tasks List, you will notice a table on the left side of the view, 

and a timeline on the right.  The timeline is in a Gantt chart, which assists in visualizing your 

project’s progress. 
 
1. Open up the Project Tasks List you wish to add to. 

2. You can either type directly into the columns, or navigate to your ribbon and select Items 

tab -> New Item 

3. A new window will appear.  Give your Task a name, priority, and the rest of its credentials as 

needed. 

 

 

 

 

 

 

 

Updating a Task 
As you make progress to your assigned tasks, it’s important to make periodic updates to help with 
communication.  In your project tasks list, two columns are important for providing updates. 

 

1. Open up your Project Tasks List. 

2. As you make changes and progress to your assigned tasks, be sure to update the % 

Complete column as well as Task Status 

3. You can further make changes to the Start/Due Date as needed. 

4. Making the necessary changes helps keep track of progress and communication amongst 

other team members and projects. 

 

 

 

 

 

Ordering Tasks 
When completing tasks, there may be a certain order as to how these tasks should be completed.  

To avoid going out of order, you can represent how/when tasks are completed by using the 

Predecessor Column. 

1. Navigate to your Project Tasks List 

2. In a task row, click the cell under the Predecessors Column. 

3. From here, you will notice an arrow on the right side of the cell; click this to display all of the 

tasks within the current list. 

4. Click the check box next to each task that must be completed before this task can begin. 

5. After adding predecessor tasks, be sure to adjust the Start/Due dates to be in accordance 

with 

one 

another. 

 


