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Introduction to SharePoint
Learn how to manage a SharePoint site.
Outcomes

By the end of the training, you will be able to modify and manage a
SharePoint site:

e Learn how to set up web parts
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e Create and edit a SharePoint calendar

3 Calendar - Micresolt Intarnet Explorer
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e Set up users and permissions

Add Users

crosoft Internet Explorer

File Edt View Favorites Toos Help
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Site Actions ~
CMC-AMMAN > Site Settings > Permissions > Add Users
Add Users: CMC-AMMAN
Uisis this page to give new permissions.
Add Users UsersfGroups:
You can enter User names, roup names, or e-mal addresses, Separate them with semicolans.
Add all authenticated users
& @
Give Permission Give Permission
Chonse the permissions you wank these users to have, You can add users to & SharePaink group ® Add users to a SharePoint group
(whichis already assigned to a permission level), or you can add users individually and assign them
to & specific permission l2vel, | Shiyyab Calendar Group [Contribute, Limited Access] w |
SharePaint groups are recommended a5 they allon For ase of permission managsmert across e permissions this group has on sites, lsts, and items. .
meltiple et O ive users permission directly
gl Send wekcome e-mail to the nem users
Use this option bo send e-mail to your new users, You can personalize the message that is sent., Subject:
|
Links and information about the site: wil be added below your personal message. | #welzome to the SharePaint group: Shivyab Calendar Grous for sit]
Personal Message:
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e Learn how to add document libraries

2 New - Microsoft Internet Explorer
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CMC-AMMAN > Create > Hew

New

Name and Description

Type & new name as you want it to appear in headings and links throughadk the site. Type descriptive text that wil help site visitors Nt
use this document library,

Description:

Navigation

5
Specify whether a link to this document libvary appears in the Quick Launch. =11 Display this document liorary on the Quick Lsunchi

® ves O no
Document Version History

Create a version each time you edit a file in this document brary?
Specify whether a version is created each time you edit a file in this document ibrary,  Learn sbout versions,

Ves ®no
Document Template
Documert Template:
Select a dacument template to determine the default for all new files created in this document lbrary E
Microsoft Office Word 97-2003 docurment ~|
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e Learn how to add links

bA Links - Mow Mem - Microsoft Internet Explorer
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e Learn how to add logos

1 Explorer
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e Learn how to set up tasks

rosoft Internet Explorer

file Edit View Favoites Ioos  Help
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Tasks: New Item
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