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SharePoint Siue

Log In

URL

< C | O sharepointsiue.edu @ Enter this URL in the address bar.

@
1] Office 365
Browser

Firefox and Chrome
are preferred.

Work or school, or personal Microsoft account

Credentials

“‘_mai\ or phone

@ Username: @siue.edu email address
"""" Password: e-ID password
Keep me signed in
Back
Sign in
Can't access your account? Click to Slgn in.
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SharePoint Siue

Request a Site

Site Name
Name your site.

Sll 'e Colleges/Schools  * Divisions ¥ Gipups T Information  * SIUE SharePoint

SIUE SharePoint Site Request

Sites
Information Site Name*
Site Admin Training [ )
My Sites Site Description
Site Request ® Briefly describe your site.

Site Description
Colleges/Schools l

Arts & Sciences

Business

Site Collection*

Dental Medicine Site Collection

. { . . .
Education, Health and ® ] Select the collection where the new site will
Human Behavior be housed
Engineering Site Template*

Graduate

Mursing

Site Request
Click Site Request under the
Information section to view the
site request form.

Site Template
Select Standard Template.
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Request a New Site: Add Users

Security Groups...

[#] Send Email to all users

Security Groups

. . — Site Admins*
Add users to the site with Admins have the permission to add/remove users to the site, upload/download/delste
different pel’miSSion levels. documents, lists and discussion items. They can also edit the look and navigation of the site,

enter elD =

<< Remove <<

o

@) Site Assistants...
Assistants have the permission to upload/download/delete documents, lists and discussion
items. They cannot add/remove users.

enter elD

Add Users
Determine the level of access
the user should have (Admin,
Assitant, Member, Visitor), enter
their elD in the appropriate box
and click add.

<< Remove <<

P -
—® Sitc Members... ?

Members have the permission to upload/download documents, and post to lists and
discussions. They cannot delete content from the site.

enter elD =

<< Remove <<

e

=0 Site Visitors...

Visitors have the permission to view the site and download documents. They cannot upload
content or post to the discussions.

<< Remove <<

e

(o Lo
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SharePoint

View Your Sites

There are two ways to view your sites

i e SharePoint

Sll 'e Colleges/Schools  *  Divisions ¥  Groups ¥  Information v  SIUE SharePoint

SIUE SharePoint SIUE SharePoint

Sites

| i $ My Sites
Welcome to the SIUE SharePoint site —0
= L]
With SIUE’s SharePoint you can easily and efficiently upload or create documents to share, and encourage collaboration on projects within the SIUE community. Group J& [l Alpha |2

Information

Site Admin Training

My Sites . SIUE SharePoint
Site Request If you would like to reguest a new site, click on "Site Request” in the quick access panel to the left. Training «e
Colleges/Schools Training

SP_Training_s000424 ...
SP_Training_s000425 ...

Arts & Sciences

Business SP_Training s000426 ...
Desuil Mediding SP_Training_s000427 ...
Education, Health and SP_Training_s000428 ...
Human Behavior SP_Training_s000429 ...
Engineering SP_Training_s000430 w..
Graduate SP_Training 5000431 +r
SP_Training_s000432 ...

Nursing
i SP_Training_s000433 ..

Pharmacy Training e
Divisions

Working Groups

Academic Affairs Blackboard Analytics «.

Administration
Office of the Chancellor

Student Affairs

My Sites
Your list of sites is shown on your SharePoint
home page each time you log in.

My Sites
Click My Sites in the left navigation.
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Customize Your Site

+E e SharePoint = Training

SII 'e Colleges/Schools ¥ Divisions *  Groups ¥ nformation ¥ SIUE SharePaint

SP Training s000426 Site contents

Home Lists, Libraries, and other Apps
Lists
Announcements Calendar
Announcements
Titem Qitems
Contacts add an app . Modified 15 months ago Modified 15 months ago
Links ‘
Tasks
Calendar Documents EmailUsers Images
o Oitems 0items
Libraries 'Ol Modified 6 months o Modified 6 months ago
Documents .
Multi-Media
Notebook Multi-Media MySites Pages
Discussi Ditems 0items
Iscussions Modified 6 months gho Moiified & months ago
Discussion Board
Tools
Email Users Tasks Tools UserManagement
. My Sites Oitems
Site Contents ’ Modified 15 monthsfhgo
. i _. Site Contents
Click site contents.

_

Add an App
Click to add a new list, library, discussion board,
survey, etc.
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Announcements

Post important messages on the home page of the site.

i @ SharePoint | Training

BROWSE | MEMS  LIST
E;Il 'e Colleges/Schools = Divisions = Groups ™ nformation = SIUE SharePoint

SP Training_s000426 Announcements

Home @® (P new announcement or edit this list
Lists Active  Allitems  Standard  «e- Find an item jo)
@ Announcements
W Title Modified Modified By Starting Expires

Contacts

Links Test «s  September 21, 2012 s000426 972172012

Tasks

Calendar

Edit Announcement

Click the 3 dots (more options) to edit

Announcements or delete an announcement.

Click to manage announcements.

New Announcement
Click to add a new announcement.
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Links

Siue

Add links that are relevant to your page or project to allow for quick access to those sites.

e SharePoint

EROWSE ITEMS LIST

Training

S I l 'e Colleges/Schocls = Divisions
SP_Training_s000426 Links
Home @ new link
Lists All Links Find an item
Announcements
v [ Edit URL  Motes Pinned
Contacts
Links  Pinned : Yes i)
Tasks

# @ sharePoint

Groups ~

Training

SI U e SP_Training_s000426

[

Test

Links — New Link

Click to manage links.
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Click to add a new link.

Pinned

If you click Pinned when adding a link,
the link will show up on the site home
page for easy access.



SharePoint

Links

Siue

Add links that are relevant to your page or project to allow for quick access to those sites.

@ SharePoint

BROWSE ITEMS LIST

SP_Training_s000426

Home

Lists
Announcements
Contacts
Links

Tasks
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Training

Colleges/Schocls Divisions = Groups * nformation * Sl
® new link

All Links Find an item o

v [0 Edit uRL Notes Pinned

4Pinned : Yes (1)

O Google Search

Use this to search the internet.  Yes

Edit a Link
Click to edit the link.
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Tasks

Build a project plan with tasks. Assign tasks to individual people, set due dates, create subtasks and add predecessors.

Complete a Task
Check the box to mark the task complete.

5 @ SharePoint = Training

BROWSE TASKS LST
Sll 'e Colleges/Schools = Divisions ¥ Groups * nformation ¥ SIUE SharePoint

SP_Training_s000425

Home

Lists

| Add tasks with dates to the timeline
Announcements

Contacts

Links
. Tasks

Calendar
Libraries — 2’ Title DueDate  AssignedTo  Task Group Edit Task
Click the 3 dots (more options) to edit,
delete, add to timeline or create a

O Task2w - March16 [ Glick, Niki subtask. Also use this to attach a file
Discussions to the taSk
T —s

(® new task or edit this list

All Tasks  Cljlendar  Completed = Find an item jel

Documents 0 Task 1 % «s  March 14 Glick, Miki
Multi-Media

MNotebook

Tasks New Task
Click to access the task list. Click to add a new task.
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Tasks

Build a project plan with tasks. Assign tasks to individual people, set due dates, create subtasks and add predecessors.

List Alerts
To receive an alert on changes to any task in the list,
click List from the top menu bar then click Alert Me.

e SharePoint g Specific Task Alerts . .
Select a task from the list then click

the Tasks tab at the top. Click Alert

Me to receive an email or text when

Version History Move Up
\j chared Wit viove Down =] that task is modified and meets your
:\élli.-,-v {eel':: Eedl; Delcte trem Insert Outdent Indent GJtvi"e _._L‘\rcn; 'tr?e A%t_ae:r‘ al:r: Workflows Approve/Reject al ert c rite r | a.
New Manage Hierarchy Actions Share & Track Workflows
Home
Lists March 2017

Announcements

Change Your View

Contacts Click the 3 dots (more options) to
Links @ new task or edit this list view a Gantt Chart, late tasks or
Tasks e other custom view.

All Tasks  Calendar  Completed == Find an item 0o
Calendar

Libraries W l?'/; Title Due Date Assigned To  Task Group
Pocuments faskt s | - March14 [ Glick, Niki
Multi-Media _ »

Notebook D Task 2 3¢ «ss  March 16 Glick, Miki

Discussions

All Tasks — Calendar Completed
This is the default view. View tasks on a calendar. View only completed tasks.
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Calendars

Manage site specific events on a site calendar.

Event Alerts

To receive an alert on changes to a specific event,

click the specific event on the calendar. Next, click Connect to Outlook

Events from the top menu bar then click Alert Me. To sync the SharePoint calendar

to your Outlook calendar, click
Connect to Outlook.

# @ charePoint | Training

BROWSE | EVENTS | CALENDAR

o g | (T CresteView  CumentView: Export to Excel . @ Workfiow Settings
= = s N & =
El E D lj T Moty View - | Calendar . = . = Open with Access X ] i+
Day  Week Morth Exgana Colspse Caencars Tags&  Emala Alet RSS  Comectio Edt FormWeb _ List
A A Overiay [ Create Column Netes Urk® Me. Feed  Outiook st Farts.  Seftings
Scope Expand Manage Views Tags and Notes sl Connect & Export Customize List Settings
4 7 »
20 € (%) March 2017
Jan Feb Mar
Apr May Jun SUNDAY MOMNDAY TUESDAY WEDNESDAY Calendar Alerts
Wi oag o sep » 7 Z ! To receive an alert on
Oct Nov Dec

changes to the calendar,
click Calendar from the

Today is Tuesday, March 7, 2017

[ calendars in View 5 6 7 8 .
top menu bar then click
Test Event from SharePoint Alert Me
:::e 12 . 13 14 . 15
Announcements
Contacts
Links e 20 21 22
Tasks
Calendar l
Calendar Add Event Edit an Event
Click to view Calendars. Click a date to add an event. Click an existing event to edit.
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Document Library: Library Settings and Syncing

e SharePoint | Training

= =
BROWSE | FILES 4@D

TP Modiity View . Current View: D ay\ [ eport to e L . ﬂ o
D J [i] Create Column | All Dacuments =~ B % © Q K = e %

Open with Explorer
View  Quick Create Tags & E-maila Alert RSS  Most Popular Sync  Connectto Connectto Form Web  Edit MewQuick Library Shared ‘Workflow
Edit View Navigate Up Current Page Motes Link Me - Fead Items Outlook Office Parts~  Library Step Settings  With  Settings -
View Format Manage Views Tags and Motes Share & Track . Connect & Export Customize Library Settings
Home G—) New A Upload S Sync 4
Lists -
All Documents  ==» Find a file o
Announcements
Contacts b4 D MName Modified Maodified By [Checked Qut To

Library Settings

Links @5 SharePoint_Excel s« About an hour ago Glick, Niki Change |ibrary name,

Tasks % SharePoint_Excel_Pat ... February 13,2013 5000425 permissions, versioning,
etc.

Calendar

Drag files here to upload
Libraries

Documents

Multi-Media

Sync
Click Sync to create a synchronized copy
of this library to your computer.
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Document Library: Adding New Documents

@ SharePoint = Training

BROWSE | FILES  LIBRARY
x nformation ¥ SIUE SharePoint
Colleges/Schog  Create a new file ‘

SP_Training_s000425 Docur

=
oS G_)NEW ﬂ"' Excel workboak e
Lists AOCUI’T‘I&I\(S
Announcements O uq'l
conee B8 SN @l onenoe noteboos - .ed B}I. L"&:k.ea HT
Links & s P T ite ago Glick, Miki Glick, Miki
Tasks 2013 s000425 .
Calendar
Libraries pload
Documents
Multi-Media
Drag to Upload
Libraries Add Document or Folder Drag a file onto the screen to upload.
Click New to add a document

Click the specific document

library you wish to view. or folder.
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Documents: Check Out/In

i @ SharePoint | Training

BROWSE FILES LIBRARY
S I U e Colleges/schools = Divisons = | SharePoint_Excel. xlsx x

SP Training s000425 Documents o : !
c 3
Home G—) New A Upload 2 sync d 4
. e 5
Lists All Documents  »e= Find a file § 6
Announcements g 7
Contacts v O weme 1
Links A5 SharePoint_Excel — testing versioning
Tasks a: Sharean(,Es{Dat we F
Calendar 0 Sheeti y o Advanced OpthﬂS
Drag |
Libraries Changed by you en 3/7/2017 11:17 AM Click Advanced to view more options.
Documents
Shared with (15000425 and [ Rippeto, Fred
Multi-Media
https://siuecougars.sharepoint.com/sites/Training/SP_Trainin g
Notebook
Discussions
OPEN SHARE FOLLOW
Discussion Board
4 Openin Excel
Tools
Open in Excel Online
Email Users
My Sites Download
Site Contents Share
Document Options ,
K ) Geta link
Click the 3 dots (more options)
. . Rename
to view document options.
Delete
Copy

Shared With
Version History

Check Out

Compliance Details

e Check ot We recommend users use the Check
pubvenced | Fotiow Out feature when multiple people are
Workflows collaborating on the same documents.

e A checked out document is not editable
by others until it’s checked back in.
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Documents: Editing

Open
Click the file name to open the
document to edit it in the browser.

Open in Excel

Opening the document in Excel will
== == open the desktop version of Excel.
Siluye | e e * When you are done editing, use the
S ainngsooos2s  DOCUMets o

# | @ SharePoint | Training

C 1 standard File > Save to save your
e Dot Do | : changes back to SharePoint. You can
st IS C : also save the document locally then
Anouncments Lo e 7 manually upload a new version.
(,:.ll_uhl n B° Sharepeint Excel Testing versioning
Ttk @ shacron o pat @)1
o J. & = - Open in Excel Online
Opening the document in Excel Online
Ml e e ey Sex ey aral will allow you to edit the document
— online. The document automatically
Ouscrsson Bod OFEN  SHARE Follow g ® saves every few seconds and when you
i pen n xce Orine @ close it, the new version will overwrite
P— the old version of the document.
Site Contents Shany
Document Options Multiple people can ed|t_ the same
document at the same time as long

Click the 3 dots (more options) ...

. . as the file is not checked out. When
to view document options. copy . . .
you open the file, you will see who is
B currently editing the document at the
) bottom: —
Advancied 3 Authors editing this document
T — alla oo saael [

ﬁ Ron Owens the market v
yords. Fabrik

1619 WORDS a%2 [
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Documents: Version History and Linking

# | @ sharePoint | Training

BROWSE FILES LIBRARY
S I U e Colleges/chosts = Bsians ¥ SharePoint_Excel.xlsx x

SP Training 5000425 Documents o : :
c 3

Home G—) New i Upload S Sync d 4

Lists All Documents == Find a file : Z
Announcements £ 7
Contacts v O riame i
Links A5 SharePoint_Excel testing versioning
Tasks g5 SharePoint Excel Pat . f
Calendar ] Sheetl » =2 Get a L|nk

bag f . .

Libraries Changed by you on 3/7/2017 11:17 AM Click to get a link (URL) to the document.
Pocuments Shared with [ 5000425 and [ Rippeto, Fred You can share this link with people who
Multi-Medi . .

Nm,:oloke ; httpsy/siuecougars sharepoint.com/sitesTraining/SP_Trainin il have access to the site. The link would

Discussions bring the user directly to the document.

. OPEN SHARE FOLLOW
Discussion Board .
Open in Excel
Tools
Open in Excel Online
Email Users

My Sites Download
Site Contents ) Share
Document Options P Version Histor
. 2 Get a lin
Click the 3 dots (more options) -S| \ y .
to view document options Rename Click to view previous versions of the
' document.

Delete

Copy
Version History .

Properties

Advanced 4
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Modify Lists and Libraries

e SharePoint
BROWSE LIBRARY

Training

Siue

r,-Mc-:'f_-,' View , Current View:
s

EE

=

CA

o34

Export to Exce

A < e

e & &

te Column | Al Documents ~ o Open with Explorer
View  Quick Create Tags & E-maila Alert R55  Most Popular Sync  Connectto Connect to Form Web  Edit MewQuick Library Shared \Workflow
Edit View Nvigate Up Current Page Motes Link Me-  Feed Items Cutloak Office Parts»  Library Step Settings  With  Settings -
View Format Manage Views Tags and Motes Share & Track Conmnect & Export Custornize Library Settings
Home G—) New 1 upload 2 sync ) Share More w
Lists
All Documents  ses Find a file je
Announcements
v Name Modified Modified By Checked Out To
Contacts [ Nan Modified Modified By ked Out T
Links @5 SharePoint_Excel =ss | 25 minutes ago Glick, Miki
Tasks @5 SharePoint_Excel_Pat «s» February 13, 2013 5000425
Calendar ) Display Column Name Position from Left
Drag files here to upload )
Libraries ] Type (icon linked to document) 1 v
| Name (linked to document with edit menu) x v
Documents
%) Modified 3
Ci Meadified By 47
] Checked Out To 5 ¥
App Created By 5 v
App Modified By v
. . Check In Comment B v
Modify View :

. . . Content Type g, ¥
Click Modify View to add/remove columns T =
that display on the screen for any list or '
library. You can also change the order of
the columns on the screen as well as filter Columns

Position

and sort the list. Choose which columns to

show/hide

Define the order of columns.
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Tools

i @ SharePoint | Training

BROWSE PAGE

sSiue

SP_Training_s000425 Tools

Colleges/Schools = Divisions ¥ Groups ¥ nformation = SIUE SharePoint

Email Users
Home e Email Users @ Send emails to users or
Lists * My Sites groups of the current site.
* User Management
Announcements * New Document Library
Contacts * MNew Multi-Media Library
) * Mew Discussion Board
Hinkes * Update Navigation
Tasks ®
Calendar
Libraries User Management

Site Admins will use this to manage
user permissions for their site as well
as add/delete users.

Documents

Multi-Media
Notebook
Discussions

Discussion Board

I_. Tools

Tools Update Navigation
Click Tools to access tool options. Change the order of the quick navigation bar on your
site, change list and library titles, restrict audience, etc.
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Tools: User Management

Tools

* Email Users

* My Sites

* User Management

* New Document Library
.

.

L]

User Management —®
Site Admins will use this to manage

user permissions for their site as well

as add/delete users.

New Multi-Media Library
MNew Discussion Board
Update MNavigation

User Management

This form adds and removes users from the SP_Training s000425 site. This feature is only
available to users in the Admins group. SIUE ITS encourages limiting users to only the
permissions level they need.

Email Notification @
|« Send email notification to user

Remove Users
Select a user’s name and click

Security Groups
Add users to the site with ) SP_Training_s000425 Admins

remove.
R L. Admins have the permission to add/remove users to the site, upload/dowroad/delete
dlfferent perm|55|0n |eve|S. documents, lists and discussion items. They can also edit the look and naviation of the site.
enter elD G-|I(k_. Miki
Rippeto, Fred .
5000425
<< Remove <<
P -
) SP_Training_s000425 Assistants
Assistants have the permission to upload/download/delete documents, lists and discussion
items. They cannot add/remove users.
Add Users

enter elD -
?

SP_Training_s000425 Members
Members have the permission to upload/download documents, and post to lists and

Determine the level of access
the user should have (Admin,
Assitant, Member, Visitor), enter
their elD in the appropriate box
and click add.
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Recycle Bin

4 eSharePoint Training Glick. Niki f‘

Yy roluow [

: ; I l 'e Colleges/Schools Divisions ¥ Groups ¥ nformation ¥ SIUE SharePoint | Search this site - Q0
1 s

Site contents

Home Lists, Libraries, and other Apps & simeworkFLOWS  £FSETTINGS  [§ RECYCLE BIN (0)
Lists

ACURESRRRE Announcements Calendar Contacts Discussion Board
B 0 items 3 items 0 items 5 items
Contacts add an app fied 15 months ago Modified 4 hours aga Modified 15 months ago Medified 39 minutes ago
Links .
Tasks
Calendar Documents EmailUsers Images Links MicroFeed
2 items 0 5 3 items 0items
Libraries 4 Modified 4 hours ago Medified 15 months age Modified 2 years ago
Documents .
Multi-Media

Notebook WMulti-Media MySites Pages Site Assets Site Pages
o 0items 0 iterns 3 items 8 items
|scussions Modified 6 months age Medified 6 months ago Modified 6 months ago Modified 5 months ago

Discussion Board

oo

Tools

Email Users Tasks

My Sites = 2items
/ Modified 5 hours ago
Site Contents

Tooks UserManagement Workflow Tasks

0 items

(= B4 B

Recycle Bin

The Recycle Bin is located in Site Contents. Site
admins have 30 days to recover deleted items. For
further assistance recovering deleted items, contact
sharepointadmin@lists.siue.edu.

Site Contents
Click Site Contents to access the Recycle Bin.
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Search Sites

i | @ SharePoint  Training

BROWSE PAGE

Sll 'e Colleges/Schools = Divisions ¥ Groups  ~ nformation  + SIUE SharePoint

55 Training o024 OP_Training_s000424

Home Announcements
Lists 3/2/2017 3:44 PM
Announcements Annoucement Title
Contacts This is the body of the annoucement.
Links
3/2/2017 3:42 PM
Tasks .

Yy FoUOW # BT O

Search this site . - O
Links
Madified by: No links are pinned to this view.
Glick, Niki
To add alink:
1. Go to Links in the left navigation
Modified by: 2. Click new link

Search everything * O
Everything Mavi gati;
Peaple

®

Conversations

This Site

Search Scope
Select the scope of your search.
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Search

Type a search keyword into the Search this site box,
click the down arrow to elect a search scope, and
then click the search icon.
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Additional Resources

ITS Help Desk: 650-5500
Login to SharePoint: sharepoint.siue.edu

ITS SharePoint Resources Page: siue.edu/its/sharepoint
ITS KnowledgeBase: kb.siue.edu

Microsoft Resources: support.office.com/en-US/SharePoint
ITS SharePoint Administrator: sharepointadmin@lists.siue.edu

ITS Help Desk: help@siue.edu
ITS Trainer: itstraining@siue.edu
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