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What Is SharePoint?

* Microsoft SharePoint Components
* Web Browser
 Collaboration functions
* Process management modules
e Search modules
* Document-management platform

* Web sites that access shared workspaces,
information stores and documents

» Wikis and discussion boards
» Exchange and AD integration



Getting your own SharePoint Site
Size limits:
School - 500MB
Teacher — 200MB
Student — 50MB

Teacher/Individual Web Sites will be a sub
site of the new SharePoint Site



Why Use Sharepoint?

Common look for all sites
Inexpensive/user-friendly tool for teacher sites

Collaboration across district for job-alike groups and
district committees

FREE works on browsers so no program to install.



Why Use Sharepoint?

» Student Quotes ...

— "Having access to my class materials and digital drop
box at home (s very convenient, no more disks."

— "The discussion groups are (nteresting and “listening” to
my [foreign] language class has been very helpful”

* Parent Quotes ...

— "Finally, a way to see my child’s class information
online”

— “Very helpful having the classroom syllabus,
expectations and assignments online.”



What Web Browser Should | Use?

* For best compatibility use Internet Explorer 7.0
Oor a newer version

* Other browsers are supported but may limit
functionality
* Firefox, not safari on a MAC

* https://members.k12.sd.us/in/Support/Fags.aspx?id=89
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Logging In

Open a web browser.

Navigate or type in the URL to your SharePoint site
in the address bar of the browser.
Example: http://UserID.k12.sd.us

Enter in your User name and password.

Note: include "k12sd1\" before the User ID.

l.e. k12sd1\Ib034

With 2010 can now use complete email address.
liz.bennett@k12.sd.us




User Permissions

« K12 System User Account is required

« Add by full email address or browse address
book

* Email groups can be used

 Site Actions -> Site Settings.

* Under the Users and Permissions
* People and Groups
* Advanced Permissions



Anonymous Access

* Allow Read-Only access to site content

* Site Actions -> Site Settings.

 Under the Users and Permissions column,
click Advanced permissions.

* Click Settings from the drop down arrow and
select Anonymous Access.



Posting Content

Controlling Look and Feel

Controlling Navigation

Understanding Web Parts

Understanding Sites and Workspaces
Placing Content onto your SharePoint Site
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What is a document library?
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Contoso = Shared Documents

Shared Documents

View All Site Content
Documents

» Shared Documents
Lists

» Calendar

= Tasks

Discussions

® Team Discussion

Share a document with the team by adding it to this document library.
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Booking process for events
Jeff's Sales Fiqures
Marketing Campaign 2009
Marketing skrategy

Pia‘s Sales Figures

Modified

112312009 11:10 AM
11/1/2009 1:05 AM
11/15/2009 5:53 PM
119/2009 4:10 PM
11272009 3:22 PM

A SharePoint document
library is a place on a
site where you can
create, collect, and
update files with others.

Those changes will be stored in the library — not on their
own computers.

And, because the library is on a Web site, other people can
easily access the files using a Web browser, provided they
have the permissions to do so.



Good reasons to use a library

You might be thinking,
“Why not just e-mail a
file to my colleagues or
use a network folder to
share files?”

Versions
T m Because SharePoint
document libraries
provide more control.
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There are many ways they do this:

e Checkout: You can check out a file to reserve it for your use
so that others cannot change it while you are working on it.

e Versions: A library can also be set up to store previous
versions for archiving purposes.



Good reasons to use a library

You might be thinking,
“Why not just e-mail a
file to my colleagues or
use a network folder to
share files?“

Versions
T m Because SharePoint
document libraries
provide more control.
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There are many ways they do this:

e Alerts: You can set up e-mail alerts so that you are notified
if a file is changed by someone else.

e Search: Libraries can also be set up so that they are
searchable.



Examples

* Creating a Document Library and uploading
files

* Document Library Actions
. Deleting files an Shared Documents

Share a document with the team by adding it to this document library.
New =~ | Upload - | Actions - | Settings -

Type Mame —= Edit in Datasheet
f Bulk edit items using a datasheet

@]  Hello SDSTE Shar _ﬁ Format.

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

Connect to Dutlook
Synchronize items and make them
available offine.

Export to Spreadsheet

application.

View RS5 Feed
Syndicate items with an R55 reader,

ISy
1] |] Analyze items with a spreadsheet
e,

Alert Me




Wiki, Discussion Boards,
Calendars, Picture Libraries, and
Surveys



SharePoint WIKI

what-you-see-is-what-you-get (WYSIWYG) editing

link to another page in this wiki library by
enclosing the name of the page in double brackets
on the edit form — Example

Use the | character (pipe) to show display text that
differs from the page name — Example return to
the

Contribute Permissions required to edit pages




Why a Wiki Library?

* You may have wondered, why wiki pages? A
wiki is a site that's intended to be modified by
many people. Think about the very popular
wiki site Wikipedia. Everyone can contribute to
Wikipedia. That also sounds like a SharePoint
site.

« Wiki content consists of a very large text page
where you place your content. You can place
almost any kind of content—tables, freeform
text, images, even web parts



Wikl Page or Web Part Page?

« Wiki Content Page: Use when you have a
predominance of rich content; for example
text, tables, links and images.

* Web Part Page: Use when you need mostly
Web Parts with little text content. Web Part

pages are simple to create without the editor
needing skills.



Blogs or Wiki?

* Blogs are intended to be mainly one-way
communication: an individual or group with an
opinion or expertise creates posts that others
read and subscript to. You can comment on the
posts, but blog posts themselves aren’t
collaborative.

* Wikis on the other hand are specifically
collaborative efforts: information is added to,
and maintained bya network of users. A Wiki is
a very flexible way to share, refine and collect
information.



Discussion Boards

* Contribute Permissions required to create
content

* Create a new Discussion Board
* Create a new discussion topic
Great way to get feedback in class!



Classroom Calendar

* Create a new Calendar
* Name the library Classroom Calendar

« Add an event for today with out a meeting
space titled “SharePoint Training”

Calendars are great for classroom assignment

Calendars are great for coaches for practice
schedules and events

Calendars are great for helpers lists!
Calendars can be linked to outlook!



Picture Libraries

Storage location for image files

Can manage editing revisions

Slide Show

Contribute permissions required to upload images

If you use a picture library, remember to update! If
you aren’t going to keep it current, can hide or
remove it!



Surveys

* Numerous Question Types
* Contribute permissions respond

* Provides web based results and spreadsheet results
*View the survey results using the “Graphical
Summary of Responses”

*View the survey results using Microsoft Excel



ff‘ Microsoft®
. =
a.0ftice

SharePoint Designer



SharePoint Designer

 Windows Application to provide advanced page
editing

* Free Download from Microsoft.com

e Sharepoint 2010 is 32 bit and 64 bit



Using Designer

* Open your site using SharePoint Designer
 Edit the default.aspx file

« Add "Welcome to My SharePoint Site” as a
header in the content area of the page
* Edit the new text: Bold, Red, 18 pt size

 Save the default.aspx file and review the
change on your site using Internet Explorer



Q i * || http:fjweb.nrsd.net/schoolsfnrh/marotta/default.aspx b e i Bad FElRg
File Edit Wew Favorites Tools Help
C'.C:».Jgk (e o L = s E‘ ~ RS » &+~ % Bookmarksw QPDpups okay ";E’ Chedt = ** -;- Settings
: 2 : »
W g9 @Hnme - marotta i ~ Bl fm= ~ |:;rPage v {Cf Tools -
d nmanooea -
SPBootCamp Computer Labs InF Tablet and UMPC Projects MowvieMaker other Office SP
Podcast Class Mad

RS5 Topics, CPS and more Blog

Welcome to My Website =~ Wl FeedReader - RSS = @ Technology - Mrs. Marotta

Welcome to my SharePoint Site.

On Movember 4th I will be holding two professional development =essions on
two of my favorite technology tools SharePoinnt and Tablet PC's. We are
now entering cur fourth vear with using this new technology and we are
continuing to install projectors to support teachers to integrate 21st century
teaching tools into the classroom!

To learn more about SharePoint you can visit the Microsoft
http:/fwww.microsoft.com/Education/SchoclPortals.mspx
Tablet Pc's

| Edit text

Content Editor Web Part - YouTube Video =

Did you know that over 1.5
billion people, all over the

world, are walking around with

in their
urses?
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K12 Online Conference 2008
Day & Presentations: 29
October 2008
Leading the Change Ramapo
Izlands: A New Dimension in
Learning
Kicking it up a Notch Back-
channels in the Classroom
Kicking it up a NotchConnecting
Classrooms Ac Continents:
Flanning and Implementing
Globally Collaborative Projects

Leading the Change Pushing
the Limits: Web 2.0 and 21st
Century Learning
Day 7 Presentations:
October 2008
Leading the ChangeOwvercoming
Entropy

Kicking it up a Notch Oh the
Poszibilities

Kicking it up a NotchChanging
Dizabilities

Leading the ChangeCurrent
leadership models are
inadequate for disruptive
innovations

28

Day 6 Presentations: 27
October 2008
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@ Internet

Thumbnail

= Wordiengt
= 55 Ang

B Add picture

Technology PO wiki

PD Blog

Neighborhood Book club blog
Department of Education - Fre
Biography Resource Center T
21st Century Learning
MassCUE Conference - Nov 1¢
Christa McAuliffe Technology 1
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HS Teacher

Home Algebra and Beyond (D,G) AP =tatistics (E) Misc
Announcements Documents =
There are currentl D active announcements, To add a new announcernent,  Type Mame & Modified By
plizs "ol mer anmounEement below, W] Answer Key - Extra Credit 2_1, nrsdypclark

8 Add new announcement 22,2 3
7'_.. HOMEWOREK GUIDELIMES nrsdypelark
foo Geometry 1 Syllabus 2005 nrsdypeclark

Current AssignmentsfAgenda :

ﬂj 1.2 Presentation nrsdypolark

HOMEW ORE KEEPER

nrsdhpclark

Graph Paper

nrsdipolark

Tips for Success in Math Class

nrsdypclark

Week #12: 11/21-11/23 &)
Monday: mini quiz 4.1, 4.2, 4.3 v
Tuesday: start section 4.4 )
® Edit text 22|

Geometry leopardy

nrsdiypelark

FeedReader - RSS

Geometry Homework Help
Welcome to the Geometry Homework Help Math Message Board
Math!

Intro to functions

B Add new document

Marne

nrsdiypeclark

Math Art 7

Thurnbnail

Prove angle bisectors of a triangle for concurency
shape name

last update on: 1/15/2006 6:21:45 PM %)
Digital Drop Box =
Title

test word docu ! Hew
test pdf tablet file for dropbox marotta ! vew

B Add new itermn

@ 4dd picture

FractalFantasyzh

Good Wehbsites to Yisit

01 NCTM Standards - Geometry
9-12

02 MCAS Test Questions
03 Wideo Lessons in Geometry

04 Homewaork Guidelines for
Math

05 =tudy skills

06 The Math Forum

07 History of Geometry
08 Farnous Math Problems
09 Some Calculator Help

10 Qrigami & Geometric
Construction

11 Patterns in Primes

12 Mice Math Lessons

13 Topology

14 Perfect Mumbers

15 Fermat's Last Theorem
16 Geometry Calculators

17 Fibonacc Murnbers & Golden
Ratio

12 Pythagorean Theorem
19 The Sierpinski Trianale
Z0 Pascal's Triangle

(More Links,..)

B Add new link

)

ﬂ Inkermet



MS Teacher

Home - Computers: Mrs. Carroll & Mrs. Kadlec

Home

Computers: Mrs. Carroll & Mrs. Kadlec"* s Peee

Welcomel

by Leslie Carrall
Welcome to the SharePoint of the Computer Lab at Rowlandsan, Here you will find information about what
goes on in your child’s computer classes. Click on Assignments to see the details of the projects and click on
the folder for your child's grade to...

10/12/2005 10:04 PM

Grade Title Start Date Status
Keyboarding Practice 11/7/2005 Mat Started
K Sorting & Sequencing with Sammie 10/24/2005 Mot Started
1 Map skills with Trudy 10/24/2005 Mot Started
34 Cut & Paste with Jack & Jill 10/11/2005 InProgress
2 Native American Symbal Writing 10/11/2005 InProgress
1 KidPix Community Picture 10/3/2008 InProgress
K Numbers with Millie 10/3/2005 InProgress
5 PowerPaint on Nature’s Classroom 9/26/2005 InProgress

Mational Technology Standards for Students
MA State Educational Technology Standards

Keyboarding Practice

<«



http://web.nrsd.net/schools/res/computer/default.aspx

Other Sites to Look at

http://Ib034.k12.sd.us/Lists/Links%20for%20Class
/Allltems.aspx

USF Workshop Site
Instructions for home page
How home page will look



http://lb034.k12.sd.us/Lists/Links for Class/AllItems.aspx
http://lb034.k12.sd.us/Lists/Links for Class/AllItems.aspx
http://lb034.k12.sd.us/Lists/Links for Class/AllItems.aspx
http://lb034.k12.sd.us/default.aspx
http://gt023.k12.sd.us/default.aspx
http://lb034.k12.sd.us/teacher/default.aspx

Other Sites to Look at

Instructions for home page

Welcome!

Put a paragraph here on your qualifications, what is
your area of expertise. Why are you qualified to teach
their child? Can add some personal items, just don't
date yourself. What are your passions! Why should
my child want to be in your class? We want this page
to not have to constantly be updated. Add your
picture approximately 66 pixels in size to the left.

Add a contact, email line for how to get ahold of you.

How home page will look



http://gt023.k12.sd.us/default.aspx
http://lb034.k12.sd.us/teacher/default.aspx

Here’s the finished product

Mrs. Bennett
Technology Director

Liz Bennett

Home OLD Resumeinfo  Sample Teacher
3 Recydle Bin Designed with our Consistent Staff Look
[2n AN site Content

Welcome to Technology World!

My name is Liz Bennett and welcome to our district! T have taught at Garretson
since 1980. I have a masters degree in curriculum with a technology emphasis
from Black Hills State University. I received a bachelors degree from Dakota State
College with a major in Business Education and a minor in Music. I have been the
network administrator since the early 1990s. My passion is technology! I LOVE all
the gadgets and applications and love learning about them.

Feel free to contact me with any school related technology concerns and 1 will do
my best to try to come up with a solution! liz.bennett@k12.sd.us

How home page will look

Search this site. I

Mrs. Bennett's Schedule
7:45-8:25 PREP

ist Period  8:25-3:15  Tech Co
2nd Period  9:18-10:08 Tech Co
3rd Period  10:11-11:01 Tech Co
4th Period  11:04-11:54 Tech Co
Sth Period  11:57-12:47 Tech Co
LUNCH 12:50-1:26

Channel 1 1:29-1:39

7th Period 1:42-2: Tech Co

8th Period 2:

Tech Co

3:25-3:45 PREP

Classroom Rules

. Be Respectful
Be Responsibl
Be Positi

Bowp e

s ready to lesm, be in your sest before the tardy

o

before cizs.



http://lb034.k12.sd.us/teacher/default.aspx

What Is the ribbon?

Site Actions - 0 L R rraare A Evihlich
; Cut

3 Copy
Paste
= ) Undo -

Clipboard

n &

Table  Picture Video and Link Upload Reusable
b b I

Audio File Content -

-

Tables Media Links Content

= |bn 4
' &’ v <> s select.

Styles  Spelling  Markup
- - Styles - "j} HTMIL -

Paragraph Styles Spelling hMarkup

T (1T

Web Existing MNew
Part List List

Web Parts



Site Actions -

L Cut

[

1 Copy

Paste

- ) U
Clipboard

Table

-

Tables

Picture Vid

ndo -

Media

eo and
Audio

What Is the ribbon?

M= Browse  Page
Werdana

B 7 U aks %, x°

Font

Q@
G
Link Upload
- File

Links

Publish

=
Reusable
Content -

Content

Editing Tools

Spelling

Paragraph Spelling

Mew

Web  Existing
List

Part List
Web Parts

Parkup
Styles -

karkup




Where’s the Site Actions menu?

Site Actions ~  §§ BGLIESE  Page

Garretsomn S

Home Student/Parent Portal Elementary School Middle School High School Board of E

Parent Resources Don't be a bystander!

District
: Mission: Creating a Gateway to Life-Long Learning

Newsletters
Calendars/Activity The Garretson School District is located in the southeast pa



Where do | go to create a new page?
Site Actions - | Page

Edit Page
Modify the web parts on this
page.

Sync to SharePoint Workspace
Create a synchronized copy of
this =ite on your computer.

Mew Document Library
Create a place to store and
share documents.

Mew Site
Creg

More Options...
Create other types of pages,
lists, libraries, and sites.

Wiew all libraries and lists in
this =ite.

Edit in SharePoint Designer
Create or edit lists, pages, and
worlkflows, or adjust settings.

Site Permissions
Give people access to this site.

Site Settings
Access all settings for this site.

etsomn Sck

Middle School Board of Education Infini

High School

ary School

iting a Gateway to Life-Long Learning

on School District is located in the southeast part of South Dake
wer eighty-eight square miles along the Minnesota border. Gan

009-2010 school year, the Garretson School District served 24.
| 2 alternative school pupils. With a professional staff comprisec
1:15 teacher—to-student ratio.

ol-12 facility is fully accredited by the South Dakota Departmen
'echnology in Education (TIE) and the Prairie Lakes Educations

South Dakota Department of Educ:




More Options, Page

eate

Browse From:

Installed Items >
Office.com

Title « Type

Filter By: _‘:‘
All Types

All Categories b3
Blank & Custom
Collaboration

Communication

Web Part Page

Search Installed Items

Page

Type: Page
Categones: Content, Blank & Custom

A page which can be easily edited in
the web browser using Web Edit. Pages
can contain text, images, and wiki
links, as well as lists and other web
parts. Pages are useful for collaborating
on small projects.

| Name

More Options



How do | navigate backwards?

s Home

Home Student/Parent Portal Elementary School Middle School High School Boi

Parent Resources Don't be a bystander!

District

AMomviimlmbbm e~

Mission: Creating a Gateway to Life-Long Learning



How do | Insert an image, audio or video?

Editing Tools

Site Actions ~ B M Browse Page Publish Format Text

H &SN B B mir

Picture Video and Link Upload Reusable Web Existing MNew
- Audio - File Content « Part List List

Insert

Tables FMedia Liriks Caontent Web Parts


http://www.cbsd.org/sites/teachers/elementary/jljaffe/Pages/default.aspx

Can | make an image slide show?

Site Actions ~ @i M Page Publish

Categories Web Parts
[E& Listz and Libraries ﬂ E] Content Editor Web Part | ¢ Picture Library Slideshow Web Part % |
[CH Business Data E] Image Web Part A
[ CBSD WebParts (B Media We

Duration to Show Picture (seconds)

A Content Rollup Page Viewer Web Part 15

CA Defautt ;] Picture Library Slideshow Web Part

£ Fiters seclight Web Part Picture Library

F e 1st grade delete El

[ Media and Content
P ra ool Y8 iak & cnnnn
a Web Part =

Library View
All Pictures [=]

Picture Display Mode
| |Random Order [+]

Display with
Title only below image El

Show Toolbar

= Appearance

Title
Ficture Library Slideshow Web



http://www.cbsd.org/sites/teachers/elementary/jjaffe/Pages/test-page-.aspx

Banners

Banner size: 700 x 300 pixels is what | see a lot of (Grant Deul)
Colman Egan 1333 x 150 pixels

e O

Welcome to Sharepoint Clagsig®:




Calendars are a GREAT Addition!

File Edit View Favorites Tools Help

\
x Google v | *J search - | Mare»

= .E] Edublog Survey E] Campus Faculty E] CB-Kronos m Free Hotmail @ HelpDesk |* CB-Nav g] Purchase Req. Approval .E] Purchase Req. Entry | Terml @ CB-Nav (1) & Suggested Sites ¥ @ Termi (D)

€ ns E Browse Page

R ...
2.6
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
31 3 4 6

Request a Blog

SharePoint
8

12:00 pm Lunc
1:30 pm Sharel

Smart Notebook
Tech Tip of the Week

This Date in History
15

Today's Headlines

9th Grade Assessment

Test Page 2011
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Let's Get to Work!



