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On the I&M Networks SharePoint site, NRPC will create a site for each network, copying and then breaking the permissions from the home page. We will add the designated owners for each network site, who will then be able to customize their own site and create subsites.
Some of the steps in this exercise may not be available to you if you are only using SharePoint on a Virtual PC (this training). If you are a designated Network Owner, you will be able to create a test subsite and practice these common tasks on your own I&M Network site.

If you’re on information overload, this exploration should help you re-connect with the basic options of setting up sites, permissions, lists, libraries, and web parts to get you on your way to enhancing collaboration at your network.
The key is to observe your options, especially regarding settings. SharePoint is fairly intuitive, and your job as an owner is to combine the technical options with the needs of your users. Some options you will not explore until there is a user need, and that’s when your creativity will kick in!

Home page
I&M Networks Home page:  http://imnetsharepoint/default.aspx
Review these features:

· Welcome: drop down list includes personal settings and personalizing the web page

· Help icon: opens Windows SharePoint Services 3.0 Help and How-to
· Tabs across the top: for networks, the first level sites under the home page
· User Guide: Developed for the NRPC SharePoint site, it contains information about how to open, check out, edit, and check back in a document, as well as how to upload a new document. The basic steps for contributing to a calendar, a discussion, or adding an announcement are also covered.
· IT Help Desk: a link to NPS Help Desk
· Search box: Option to search ‘this site’ (searches the site collection if done from the home page). Option to ‘search this list’ if you’re on a page for a list or library.
· View All Site Content

· Quick Launch: left navigation panel links.
· Site Actions: only available for Owners; has choices of Create, Edit Page, and Site Settings
· Web Part: Center real estate for displaying site content
· Recycle Bin
Create a site that inherits permissions
Your Virtual PC SharePoint home page uses the ‘out of the box’ Team Site template. Below you will create a subsite using the Team Site template. If you are creating a subsite on the I&M Networks SharePoint site, use the template called im_network_template under the custom tab. The site template can’t be changed without re-creating the site!
.

· From the home page, click on Site Actions, Create

· Click on Sites and Workspaces

· Enter the title.

· Enter a description (optional). The description will display as small text on the page, under the breadcrumbs. You may want to leave the description blank and use a web part to describe the site instead.

· Add a URL (Short is best. If you need a space, use an underscore for readability.)

· Template selection: Select Team Site (but remember on the I&M Networks site to use the custom template im_network_template, under the custom tab)
· Use the same permissions as the parent site

· Display on the Quick Launch –Yes

· Display the site on the top link bar of the parent site – Yes if you want a tab. You will only have this option if you are creating a first-tier subsite of the home page. For the I&M Networks SharePoint site, first-tier subsites will have already been created.
· Use the top link bar –Yes (this is for the breadcrumb display).
· Click Create

Go back to the site from where you created the subsite.

· The site name will be displayed in the Quick Launch panel.
· Tabs can be deleted and tab order and labels can be edited from the home page site. Click on Site Actions, Site Settings, Top Link Bar.

Go to your newly created site.

· Observe the breadcrumbs.

· Click on Site Actions, Site Settings, then “Title, description and icon’ to edit your title or URL. On the I&M Networks SharePoint site, the icon comes along with the custom template.
· For subsites, the Site Actions, Site Settings, Top Link Bar setting maintains (or deletes) the breadcrumb and tab relationship with the parent. Not recommended to change this, but can be re-set easily.

View all site content 

· Click on “View All Site Content”

Here you can get a good overview of what is contained on your site. Notice not all site content necessarily shows up in the left panel (Quick Launch). 

Notice the lists in View All Site Content. A generic Links list comes with the Team Site template. The I&M Networks template also comes with three specialized links lists (Internet Links, Intranet Links, and SharePoint Links). These three links lists are displayed as web parts in the custom template.

Adding links from the Web Part
· Click on Add new link
· Add the URL and the description, which will display in the links list.
· To edit the links list, either go to View All Site Content and open the list, or simply click on the title of the web part.
“Add new announcement” and “Add new event” (to the Calendar) work in the same way. Announcements and calendars are specific kinds of lists which are updated when you use the “add” option from the web page.
Changing the order of display in Quick Launch
· Click on Site Actions, Site Settings, then Quick Launch

· Click on Change Order and adjust the numbers to change the order of the links and/or headings. Click OK.
· The edit icon [image: image2.png]


 allows you to change the text that displays in Quick Launch.

· Go back to your site and look at the changes in Quick Launch.
We may want to consider maintaining the order of the main headings in Quick Launch, especially at the network level home pages, for consistency in look and feel across the site collection.
Create a document library
· Click on Site Actions, Create 

· Click on Document Library

· Give it a name and optional description. The description will display as small text under the document library name. You could use a web part instead for a more customized display.

· Display on Quick Launch – yes

· Create a version each time – YES (The only way previous versions will be maintained)

· Template – in most cases the default of Word should be OK. The template is only used when creating a new document from within SharePoint. Other files types can still be uploaded to the document library.
Two more things to do for consistency in document libraries over the site collection – tweak the versioning settings and the columns that display in the All Documents view.
· From your newly created document library, click on Settings (Action Bar), Document Library Settings, Versioning settings

· Content approval – no

· Create major and minor versions

· Who should see draft items – any user who can read items
· Require documents to be checked out before they can be edited – YES (This is important to prevent two people from editing at once)
· Click OK

· Go back to your document library. Click on “All Documents”  (on the right) and choose “Modify this View”

· Add “Checked Out To” and “Version” as columns to be added to this view (check the box next to the column name)
· Click OK

Explore the options on the Action Bar (New, Upload, Actions, Settings)

· New: to create a folder or a new document from the template associated with the document library.

· Upload

· Actions: “Alert Me’ is the most commonly used action

· Settings: Lots to explore here!

· Create column (create custom columns)

· Create view (can choose a view format or start from an existing view, then choose columns to display, sort order, filters and more)
· Document library settings (shows existing columns and views, as well as other settings for this document library)
Upload a document
· Notice when you require documents to be checked out, you are asked to check in the document to complete the upload. If a user wonders why nobody can see a document except themselves, often it is because they accidentally by-passed this step.
· For this training, there is a sample document on your virtual machine for you to upload. You will not be able to edit this document because MS Office is not installed.
· After upload, explore the choices available from the item drop-down list (hover over the document name, click on the yellow drop-down arrow).

· Folders also have choices from the yellow drop-down arrow. 

Check out a document
· As an owner, you can override checkout if necessary.
· If you create a column (considered a property of a document) and require that the column contains information, then the user will be prompted to fill in the field during check-in.
Moving documents

· Notice the Explorer view for document libraries is available out of the box. This is a helpful view when changing the organization of documents in folders, or copying documents from one place to another.
· If you have your computer folder options set to display hidden files and folders, you will see a folder called ‘Forms’ in the Explorer View. This is a system folder (it contains the document library template as well as other files) and should not be deleted or copied to other places.

· Versions don’t come along when you move documents and moving them puts your name on the document. Temporarily turn off required checkout if you are moving many documents – otherwise you’ll have to check them all in individually. Or you can keep check-in turned on, and in the check-in comments add information about the original creation of the document.

For the following list types, explore the different views and the choices available from the Action Bar.
Create a survey
· Requires owner or design permission to create. Start with Site Actions, Create, Survey

· You can save a survey as a template if you want to give the same survey to multiple groups.
· Think carefully about settings

· Will user names be shown in survey results? You have a choice when you create the survey, but later this can be changed from the action bar of the survey (choose settings - survey settings – title, description and navigation)

· Which responses can users read and edit? (settings - survey settings –advanced settings).
Create a discussion board

· Requires owner or design permission to create. Start with Site Actions, Create, Discussion Board.

· Those with contribute permission will be able to add a new discussion topic within that category and then participate with “reply”. “Team discussion” is the default discussion board created by using the template, but you can create others with more meaningful names.
Create a calendar

· Requires owner or design permission to create. Start with Site Actions, Create, Calendar.

· Can create multiple calendars for a site
Create a Wiki Page Library
· Requires owner or design permission to create. Start with Site Actions, Create, Wiki Page Library.
· This is a fun one!  Click on the newly created wiki. On the home page of the library is a link “How to Use This Wiki Library” which gives good instruction on how to get started.
Create a links list (and display in a web part)

· Requires owner or design permission to create. Start with Site Actions, Create, Links.
· Create a Links list, but don’t display on the Quick Launch.
· Go to your own home page; choose Site Actions, Edit Page.
· Click on Add a Web Part. You’ll see a list of site objects available to display as a Web Part. Check the box next to the list you want to display, and click Add.
· Exit Edit Mode.
There are many options for editing and creating web parts. You can add web parts to any page, not just the home page. For example, you can use the Content Editor Web Part to add explanatory text to a calendar page. Use the Image Web Part to add graphics (graphics require a URL).
Editing a web part
After using the custom template for the I&M Networks to create a sub-site, you will need to modify the web part to put in your title across the top of the picture.

· Go to Site Actions – Edit Page

· Click on edit by the title you want to change, then choose Modify Shared Web Part

· Scroll so you can see the panel to the far right (called the Tool Pane)

· Expand Appearance

· Edit the title

· Click on Apply to see what it will look like, then OK
· Then click on Exit Edit Mode

Explore the web part editing options. The steps above change the public view. Use the drop-down from the Welcome display to edit your personal view.
Deleting

Use care with deletions, and make sure you know where you are in the site. Remember there is a recycle bin that will hold recently deleted individual items. To delete a site (not often recommended!), use the option in site settings. To delete documents, there is a choice from the drop-down menu for an individual document. To delete a document library, use the option in settings for that document library. Backups are done at NRPC, but the only way to retrieve a deleted site is to restore the entire site collection (which may mean others lose some work). There are two levels of recycle bins, your personal one and a second-stage one controlled by the site collection administrator.
Site structure and permission inheritance

I&M Networks: For your Network sites, you will see three groups have already been set up in your site permissions list.
· Go to People and Groups (bottom left), then Site Permissions (left, toward the top). The Site Permissions view shows you what permissions have been assigned on the site and whether these are inherited permissions. 

· Notice IMnetOwners, IMnetUsers and IMnetVisitors, and their permissions.
· IMnetOwners are Kathy Dratch, Margaret Beer, and Jay Rhoten (IT-NRPC).

· The other two groups contain NPS\domain users (an Active Directory group with all NPS users).
We created both IMnetVisitors and IMnetUsers groups because site owners may want to use these groups separately if they break permissions on a sub-site or on a site object, such as a document library. But both groups aren’t really necessary, as the group with the higher permission level takes precedence.
· To see the people in a group, first click on Groups in the Quick Launch panel. Then click on the group name to see the members of the group.
· Groups are maintained at the site collection level and are available for all sites to use. A group could be assigned different permissions on different sites, although because the names of these groups reflect their original permission level, it is best to use their permissions in a meaningful way.
· Click on All People. This is a list that shows all users who have been entered individually across the site collection or who are part of a domain group who have accessed and used the site. 
All People is not a permissions list, rather a place where people can add information about themselves. Because email is not well supported between SharePoint and Lotus Notes (especially emailing multiple people), it is not recommended to spend much time updating this list. 

 “Limited access” is a generic designation that only means a user has special access on a lower level and as a default is given enough access to allow them to navigate to that sub-site. 

Manage permissions for a site
Part one – Breaking the inheritance

· Go to your newly created site where you inherited permissions.
· Click on Site Actions, Site Settings

· Click on Advanced Permissions – notice the bar across the top that says “This website inherits permissions from its parent Web site”

· Choose Actions, Edit Permissions

· You are about to create unique permissions - OK

· Notice that this action copies the permissions of the parent, then you can delete those you do not want and/or add more. Explore the Action Bar for options.
· Be careful not to delete yourself or the group you are in with owner permission (your super-powers will go away!)
Part two – Adding users or groups
If inheritance is not broken from the parent, permission changes must be done at the parent level.
Add an individual

· Click on People and Groups, then Site Permissions

· Click on New, Add Users

· From I&M Networks SharePoint, you can browse the Active Directory list. [image: image3.png]


  Do not use the link to add all authenticated users. To browse the list, type in a name in the Find box at the top and click on the magnifying glass icon. Select the name, click Add (puts name in the bottom box), and then OK. You can add multiple users at a time. Notice the variation in the way names are listed, and keep this in mind when searching for particular people. Sending the Welcome email from SharePoint may give uncertain results; uncheck that option.
· From the Virtual PC version, don’t browse Active Directory, just type in the text users in the Users/Groups box and click on [image: image4.png]


.  You will retrieve the BUILTIN\users group, which you can use for practice.
Add a group
· Click on People and Groups, then Site Permissions (Using Site Actions, Site Settings, Advanced permissions will get you to the same place).
· Click on New, then New Group

· Give the group a name that will be meaningful and unique

· Group owner – can be yourself, or assign ownership to a group. If you assign ownership to a group, make sure you are a member of that group if you want to be able to add users to the group. 

· Who can view membership: the default has been everyone

· Who can edit the membership: should be the group owner

· Allow requests to leave or join: the default has been no

· Assign permission to the group
· Click on Create
You will see yourself added to this group as a default. Now add another member to the group

· Click on the name of the group in the Quick Launch panel

· New – add users

· Follow the steps for adding an individual

Create a site with unique permissions
Create another site, only this time instead of choosing to use the same permissions as the parent, choose ‘use unique permissions’. You’ll see that visitor, member, and owner groups are automatically generated, which can then be customized (renamed and populated with users).
Restricting access to a document library
This process is very similar to the way permissions are managed for a site. 
· Choose one of the document libraries you have created and click on it in Quick Launch

· Click on Settings – Document Library Settings – Permissions for this document library

· Break the permission (Actions - Edit permissions) Notice the message that this library does not inherit permissions from its parent Web Site.

Owner’s Guide
We will be updating the NRPC SharePoint Owner’s Guide for the I&M Network Owners and posting it on the site. The Owners may wish to have their own site (like NRPC Owners do) to create a forum for sharing ideas, tips and tricks. 
Final thoughts
As an owner, you will be the first resource for NPS users who have read and contribute rights and require assistance with your site. Users with contribute rights will not be able to create document libraries, surveys, or discussion boards. This gives you more control over site content and how it is organized, but will also require some user support.

Practice on a test site creating site objects, editing, looking at properties and deleting. Engage your regular users to find out what options make the most sense for ease of navigation, comfort with contribution and security needs.

One lesson we have learned during our “experimental phase” with SharePoint is just how easy it is for sites to get quickly out of control.  As a site owner, you should carefully consider your network’s overall site structure, and be judicious in creating new sites, document libraries, and permissions.  Keep in mind the overall purpose of SharePoint, which is a forum for collaboration, and let that guide your decisions.
Kathy Dratch

NRPC – Fort Collins

kathy_dratch@partner.nps.gov
970-267-2125
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