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LESSON 1
SharePoint 365 Setup

EVALUATION COPY: Not to be used in class.

Topics Covered

M Setting up the sample site for class.

Introduction PN
xS
>

You will need a subscription to create a site. W te the@to get started.

EVALUATION COPY: Not to be used in class.

[]

1.1. SharePoint Online

1. Navigate to your Office 365.

A. Launch your preferred browser.
B. Login to your Office 365.
C. Choose SharePoint from the Apps list:
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D. Click Create Site:

SharePoint L Search in SharePoint

~+ Create site | + Create news post

® o

Frequent sites

Following

CT

L

@

E. Click Team Site:
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SharePoint }) Saarch in SharePoint

Following Create a site

Choose the type of site you would ke to create or leam more abowt bege sites and Communication sibes

Recent

! Team site

B Teack and sty updsted on propect SNl
Featured links

Share team resources and co-author oanbent

¥ Al site cwnars and members publish ste content

Create a private space to collaborats with your team.

N |
na
—

Communication site
Share information that engages and informs viewers.
[7 Creste pormals of subect-specific 1ites

=

Engage dozens or thousands af wiewers

#y Few content authors and mary Ste vWsitors

J

F.  Type “Class Samples” as the Site name, “Class Sample” as the Group mail address,
“Use to practice in class.” as the Site Description. The rest of the settings are default.

Click Next:
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G. Leave the group members blank for now and click Finish:

ﬁ Laarch in SharePoint
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Site description
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-
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SharePoint 2 Search in SharePoint

\ G
x

G |

Fol Add site owners and members cs Class Sample

Private
a1l Clast Consider assigning ong additional sité owner (o help manage
team site contént. Ledon morne
M ) . Add members
] Site owmars have full control of site content. theme, permission
Ret Settings, site settings. and hub asgocuations. I Start typing a name

Site members can edit and view site content. including files.
pages. lists, and navigation.

Mair m

Praj

Clas

Sean

Fe:

H. The site is now ready for class:
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Start designing your site

Use pre-populated site templates that enable you to quickly create and custemize
engaging Sharefoint sites. Browse templates or chooce to design your own site.

Add or change your template anytime In Settings &

If you encounter security issues, reach out to your site administrator.

Conclusion

In this lesson, you have learned:

e  How to set up the sample site for class.
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LESSON 2

SharePoint 365 Introduction

EVALUATION COPY: Not to be used in class.

Topics Covered

[V SharePoint online.
[V SharePoint site hierarchy.
M Site layout.

| Navigation within a Site.

Introduction <~
S5

SharePoint 365 is a collaboration tool at its hea@g?ﬁr%@al is to make it easy for users to find
and share information, and there are many-feafutes builcingoSharePoint to facilitate this. SharePoint’s
library system feature can provide aﬁ’ﬁor alternative to the traditional file server. SharePoint lists
can be an easy-to-design and easy-to-use alternative to sharing spreadsheet files or more formal database
tables. Both lists and libraries can be customized and extended to provide enhanced appearances and
functionality. All of this collaboration can be done through a browser interface.

EVALUATION COPY: Not to be used in class.

[

2.1. SharePoint Online

This course will focus on SharePoint Online.

The scope of this course is for the “end user” and most of the features that fall within that scope. Note
that you may need to request further permissions and settings from your administrator if you are not
able to perform some of the tasks you see in the course.

LESSON 2: SharePoint 365 Introduction | 7
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2.2. Site Layout and Navigation

o 2.2.1. Layout

SharePoint sites are part of a hierarchy that is grouped in a Site Collection. There is always one site
that is the root site of the Site Collection but below that site can be many child sites. Lists and Libraries
can be created within each site in the Site Collection. The Site Collection defines the basic storage as
well as administration and permissions.

The following diagram illustrates a conceptual view of @s might be organized in a Site Collection.
Note that the presentations in this course use a itelamed«Contoso Home Site with a single child

site named Sub Site A.: @A@/ C)Q )
z »

Site Collection

@7 Root Site
T 1

Lists and Libraries fh-ﬂﬁ______h
.'—'-""'_F'_FH--

P
| 1

Lists and Libraries
@ Child Site |—H

\

Lists and Libraries u Llsts and Libraries

—

Lists and Libraries
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=] Exercise 1: Team Site Navigation
) 15 to 25 minutes

In this exercise, you will learn to navigate a basic SharePoint 365 Site.

1. Navigate to your Office 365.

A.  Launch your browser.
B. Login to your Office 365.

C. The home page of your team site should look similar to the following:

SharePaint I Sasech this site
@ -
LS C|ﬂ55 Samp]ﬂ' Frivate greup o Following M1 member
&
| Homs + Mew Page detssli  EE] Analytics Published & Edit "
&
Conversatian
News Quick links
Documants "
T i
@ Learn about a team sifte
Metebeak

Pages @ Learn Bow b add b page
Sie conents

Documents See al
Recyde bin

All Documents

Keep your team updated with news on your team site

From the site home page you'll be able to quickly author a news post - 2
Mame
2. Navigate using the Quick Launch menu.

A.  Select the Documents inside the Quick Launch menu located on the left side of the
page:
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SharePaint

_J:' Sedich this site

(]
CIﬂSS Sa mplE Frivate group 9 Following  F 1 member
&=
| Homss + Mew (S Page detssls  EE] Analbytics Published &* Edit
=
Conversatian
s} News Quick links
+ Add~
= Learn about a team sife
Motebeak @
Pages @ Learn how 10 add & page
Y
Site conlents
Documents See all
Recyde bin
= &l Documents -~ (1)
Edit Keep your team updated with news on your team site
From the site home page you'll be able to quickly author a news past - a. ~ N
L] ame

B. Navigate back to the home page of the site by clicking the Home link within the
Quick Launch menu:

A Sgarch this libracy

Precate group W Folleming M 1 enemiber

E Edit i gyrind witew :.5 Symic = Al Documents M.- &

Conversations

| Documsenis Documents

[  Hame Modified

Modified By #dd calumn

Shared with us
Motabook
Fages

Site contents
Fegycle in

Edit

Drag files here

Retum to classic SharePoint
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3. Navigate using the Settings menu.

A.  Click the Settings menu icon located at the top right of your Team Site:

Settings
Settings X

SharePoint
Add a page
Add an app
Site contents
Library settings
Restore this library

¢ | Site information
Site permissions
Apply a site template
Site usage

Change the look

Office 365

View all

B. Take a few moments to read through the list of links in the Settings menu. The
items you see in the list reflect who you are logged into the site as. The list uses
security trimming to show only items that you have permission to use.

Conclusion

In this lesson, you have learned:

e  About SharePoint online.

LESSON 2: SharePoint 365 Introduction | 11
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e  About the basic hierarchy of a Site Collectiorl.,\'\QSQ,
3 mar

. . AP -

e  About the basic menus and toolbars KQ\S@'/ N\

e  How to navigate within a §j A”a/’ — O

< P

=
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LESSON 3

SharePoint List Basics

EVALUATION COPY: Not to be used in class.

Topics Covered

M Lisc Templates.

] Working with default lists in a Team Site.
| Creating a new list from a List Template.
| Creating a custom list.

A~
> S
| Adding columns to a list. \Q’ A
N _ SR

| Controlling and validating inputi%rist ﬁelds.C)

M Linking data from separate lists.
Introduction

Lists are a fundamental building block in SharePoint that provides a way for users to store and view
data. SharePoint comes “out of the box” with many predefined list templates that are easy to use. Lists
can be further customized by adding columns to store just about any type of information. Additionally,
list columns can be validated as well as linked between other lists. Lists are a very flexible and powerful
tool in SharePoint.

EVALUATION COPY: Not to be used in class.
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3.1. Creating Apps Using List Templates

In SharePoint 365, lists are created by creating Apps. The out-of-the-box Apps you can create include
both lists and libraries. The primary difference between lists and libraries is that libraries always store
a document with each item, such as a Word document or Excel spreadsheet. Libraries will be covered
in a separate lesson in this course.

To create a list App, you first select a list template as a starting point for your list. List templates define
the characteristics of a list when used to create a new list. The characteristics defined by list templates
include the column types, views, and forms for editing and viewing list data.

There are many factors that define the list templates available to a site such as the features that have
been enabled in the site. New list templates can be easily added to a site so the list templates choices
can vary between different SharePoint installations and even sites within a single installation.

RO
EVALUATION COPY: Not to be used in class.

. .
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3.2. Creating Lists

s 3.2.1. Creating Lists Using List Templates

The following walk-through will show you how to create new lists.
All of the lists in this demonstration are created in the class sample site.

1. Create an instance of a Issue Tracker list.

A.  Click the Settings menu and then choose the Site Contents:

14 | LESSON 3: SharePoint List Basics
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it SharePaoint £ Saarch this site

ﬁ -
Class Sample Private group o Following R 1 meniber
if
| Hame = Mew 5 Pagedetais £ Analytics Published 7 Edit -~

5]

ComApEations
[l MNews Quick links

Documents

Add

" @ Learn about & feam ste

deE o Keep your team updated with

Pages news on your team site (B0 Leam how to add a page

Fraem the ste hame page you'll be...
N
Add Hiam Documents See o
Recycle bin
= All Doosments m
Echi
Activity
™  Hame

The new Class Sample group m

B. Click New and choose List to create the list:
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SharePoint

Class Sample

Home

®

&

Conversations

2

Documents

MNotebook

Pages

Site contents

Recycle bin

Edit

Return to classic SharePoint

C. C(lick Issue Tracker:

+ ned )

List

Page List

Document library

App
Subsite

B Documents

B Form Templates

B Site Assets

B Style Library
& rowersi

O Site Pages
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Create a list

4 s =

Ellank list Fraom Excel From existing it

Templates

s
. 5} m——y

TR RTS Emplansis onbosrding Evint ilSnarary Al MBnAGH Ricauitrnant iracker

Many website administrators feel strongly about not using spaces when naming
a list, library, or new site. The reason for this is that the spaces will be replaced
with “°%20” characters in the URL. This can make the URL difficult to read
and links can become convoluted. The title of the list, library, or site can
always be changed after they are created using the properties pages that will
be covered in a later part of this course. This will change what is displayed but
not affect the URL. For simplicity and readability, the exercises and
walk-throughs in this course often include the space in the name and accept
the fact that the URL will have the “%20” replacement characters.

D. Click Use Template.

LESSON 3: SharePoint List Basics | 17
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n Issue tracker

Track istwes and bring them o dlasure in this let.

s lisue description

lustration for empty state & wrong

Button has wrong colar

b o darker biue, plests
Izl 1 b 3tyle guade
ta find the right color

vidhu 2 1L

Hangs after savang LA When an el g daved
the L hangs and
baomes pnnmponsie

MName *

Issue List

Description

List for Class

Site navigation

Show in site navigation

{ Back

2. To review the list settings, click Settings > List settings:
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3.

4]

Settings

Private
SharePoint
Add a page

Add an app
Site contents

List settings
Site'information

riority Site permissions

Apply a site template
Site usage

Change the look

Office 365

View all

-0 e

Navigate back to list:
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SharePoint

Click Issue list to navigate back to the main list. =
Issue List]» Settings
e Lisd Infoemnation
Name: Issue List
o Wb Address: Fatpasf fveebusater tharepainLace Mt ed /Ol Sample it Nitue LestrAllitema At
i Drescription: List for Class

;:.:p; General Saatangs Permistons and hManagement Communicaticns
o st rsme._desoription and raviastion] o [iedete this list

/7

4. Create a new item in the list.

A.  Click the New item within the Issue List. Use the following table to fill in the fields
and click the Save button. Note that only the fields with an asterisk are required:

20 | LESSON 3: SharePoint List Basics
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,D Search this list

-

Issue List +r

Save X Cancel @5 Copylink

Mew item

=] fegsue ™

Enter value here

= lssue description

ssLe

Enter value hare

Describe the issue
< Prigrity
Add the priority of this msue
i Status
e
Status of the issue

O Assigned o

-

B. In the Issue List - New Item form, then click Save.

Field Data
Issue Late Order
Issue Description |Didn’t arrive on time.
Priority High
Status In progress

EVALUATION COPY: Not to be used in class.
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3.3. List Columns

% 3.3.1. Creating List Columns

In this walk-through, you will learn to create a new list using the Custom List template and add various
list columns to it. Although any SharePoint list can have custom columns added to it, the Custom
List template creates a nice clean list to work with.

1. Create a new list in your Team Site using the Custom List template.

A.  Click the Settings menu and then choose the Site Contents menu item. Click New
and choose List:

SharePoint

]
® 2

Home + New v
Conversations List 3
List
B Page
Documents

Document library

Motebook
App
Pages Subsite
Issue List b Documents
Site contents B Form Templates

B.  Select the Blank List template from the list of available templates.

22 | LESSON 3: SharePoint List Basics
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Create a list

' N
+ | & =
Blank list From Excel From existing list
h y
Templates

' iy :

5

g
Issue tracker Employee onboarding Event
Track issues and bring them to Manage your new employee's Organiz
closure in this list. onbeoarding process from day ... event d

C. Enter “DemolList” in the Name field and then click the Create button.
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Mame *
DemcLisﬁ

Description

7

What is your list about?

Site navigation

Show in site navigation

{ Back [m[ Cancel

2. Add a new Single line of text list column to Demo List.

A. Click the Demo List link in the Site contents if needed:

24 | LESSON 3: SharePoint List Basics
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SharePoint

Class Sample

F Y

Home + New v

® 2

[l

Conversations

P

Contents | Subsites

Documents

Motebook

Pages (] Name

Issue List B Documents
Demaolist B Form Templates

Site contents B Site Assets

Recycle bin B Style Library

Edit i Demolist

Demolist

M Issue List
https:/fwebucator.sharepoint.com/sites/ClassSample/Lists/Demolist/Allltems.aspx

B.  Click the List Settings on the Settings to open the lists options. NOTE: If you use
a different template or Classic layout you may need to click the List tab, List settings:
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-0 e

Settings X

Private

SharePoint
Add a page

fg

Add an app
Site contents

| List settings I
Ite information

S5ite permissions

Apply a site template
Site usage

Change the look

Office 365

View all

C. Click the Create Column button under the Columns category:
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SharePoint

# EDIT LINKS

@ Form settings

Columns

A column stores information about each item in the list. The following columns are curr
Column {click to edit) Tvpe

Title Single line of text

Modified Date and Time

Created Date and Time

Created By Person or Group

Modified By Person or Group

8 Create column
8 Add from existing site columns

8 Column ordering

[n]

ndexed columns

Views

D. Enter “Item Description” in the Column name field and leave the default for The
type of information in this column is: option field set to Single line of text:

LESSON 3: SharePoint List Basics | 27
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SharePoint

# EDIT LINKS

Settings » Create Column o

CS

Home Mame and Type Column name:
Conversations Type @ name for this column, and select I Itern Description I
the Hype of information you want to store
Documents in the column. i L :
The type of information in this column is:

Notebook @ Single line of text
Pages () Multiple lines of text
Barant () Choice (menu to choose from)

() Mumber (1, 1.0, 100)
ssue List

() Currency (S, ¥, €)
N () Date and Time
O Lockup (information already on this site)
. (0 Yes/Mo (check box)
Recycle Bin O Person or Group
‘ () Hyperlink or Picture
Jryn— () Calculated (calculation based on other columns)
) Image
() Task Qutcome
() External Data
(O Managed Metadata

Site contents

E. Note the Additional Column Settings region that allows you to set options for this
Single line of text list column. Leave the options set to their defaults and click the
OK button to complete creating the new list column:

28 | LESSON 3: SharePoint List Basics
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Descnption:

=

Require that this column contains information:
) Yes @ Mo

Enforce unigue valses:
() Yes @ Mo

maximum number of characters:

235

Default value:
W Text (O Caloulated Value

Add to default view

Column Formatting:

Change the display of this column by adding JSON below.
Remove the text from the box to clear the custom formatting.
Learn mare about formatting columns with JSOM

# Columin Validation

0 Cance

Add a new Choice list column to Demo List.

A.  Click the Create Column button under the Columns category.

B. Enter “Item Category” in the Column name field and change The type of
information in this column is: option field to Choice.

LESSON 3: SharePoint List Basics | 29
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C. In the Additional Column Settings region, type some colors into the field labeled
Type each choice on a separate line and change the Display choices using field
to Radio Buttons. See the following image for some suggested colors to add:

cs .
Settings » Create Column @

30 | LESSON 3: SharePoint List Basics
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Display choices using Options

Note the Display choices using options that include Radio Buttons and
Check Boxes. The check boxes allows for multiple choices (note that this
feature may limit the view options) and the radio buttons provide an alternative
display for single selections. The default drop-down menu takes up the least
amount of room if the column is included in a view. Views will be covered in
a later part of this course.

5% \Q'Q

> "

N> N
D. Click the OK bu@&%e@@%he new list column.

4. Add a new Date and Time list column to Demo List.

A.  Click the Create Column button under the Columns category.

B. Enter “Order Date” in the Column name field and change The type of information
in this column is: option field to Date and Time.

C. In the Additional Column Settings region, change the Require that this column
contains information option field to Yes and the Default value option field to
Today’s Date:

LESSON 3: SharePoint List Basics | 31
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= SharePoint

D. Click the OK button to complete creating the new list column.

5. Add a new Person or Group list column to Demo List.

A.  Click the Create Column button under the Columns category.

B. Enter “Ordered By” in the Column name field and change The type of information
in this column is: option field to Person or Group.

32| LESSON 3: SharePoint List Basics
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C. In the Additional Column Settings region, change the Show field drop-down box
to Work email:

H Settings » Create Column o

Hama and Type

a bree !
T (LN
ate and Tem:
iy PR
i
e £ L L
Task Cudo
A e
adgidnnal Coimn Serg
Racpaice That B 3 i
B
Erbeo uetpod v
o W
Allcrve roskapie sEb
e
L b
- -
Sha
Lil ] N phihE o
B el i
Chany L wihing +
BT e B D 3

D. Click the OK button to complete creating the new list column.

6.  Create a new custom list and add it as a Lookup list column to Demo List.
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A.  Create a new list in your Team Site using the Custom List template.

i.  Click the Settings menu and then choose the Site Contents menu item.
Click New and choose List:

SharePoint

@
i

Home —+ New v
Conversations List
List
B Fage =
Documents

Document library

Motebook
App
Pages Subsite
lssue List ' Documents

ii.  Select the Blank List template from the list of available templates:
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o B & =

cHCIICIeN-

Create a list

r" )
+ | & =
Blank list From Excel From existing list
5 ’

iii. Enter “OrderStatus” in the Name field and then click the Create button.

Click the Order Status link in the Sl;e@ents
Click the new link in the Q{@s’rst

Enter “On Order @& f@) ‘?}(

Click the Save button/ o save the n“ev)v Order Status item.

Repeat the previous steps to create the following Order Status items:

;J Laarch thes kgt

' Class Sample Prvate group % Following P 1 member

Hefma

Comsrsations

Documents

Shangd with ug

Notebook

Pages

Issas List

DemeoList

e e T B

G.

S Editingridwiews 15 Share (@ Expost $E Automate 1o = All Rems kT o A

Order Status =

Tithe HAadd calumn
On Oroler
Shipped

" Dularyed

“Cancalied

Click the Demo List link in the Site Contents:
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SharePoint

@
&

Home

&

Conversations

2

Documents

Shared with us

MNotebook

Fages

Issue List

Class Sample

Demolist

Title -~

[ Demolist
DemcList

|

Order Status

Site contents

Recycle bin

H. Click the List Settings on the Settings to open the lists options.

P

J.  Enter “Order Status” in the Column name text box field and change The type of
information in this column is option field to Lookup (information already on

this site):

Click the Create Column button under the Columns Category.
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Additional Column Settings o
i o o Deascription:
SpeaCITy detailed f't|'.1‘ onsg for the Type of Infarrmation you
selected.
2
Require that this column containg information:
(C)es (@ MNo
Enforce unigue values:
ST s e
=as—E e

Get information from:
Order Status v
In this column:
{Title ~|
O Allow multiple values

Add a column to show each of these additional fields:
Do
O Title
O Modified
() Created
O] version
[ Title {linked to item)
[ Compliance Asset Id

Add to default view
Column Formatting:

Change the display of this column by adding JSON below.
Remaove the text from the box to clear the custom formatting.

. w ab mmass

K. Click the OK button to complete creating the new list column.

7.  Create a sample item in the new Demo List to test the results of the custom columns.

A. Click the new link within the Demo List to create a new item.

B. Use the data in the following image as sample data for the new Demo List item,
change the Ordered By field data to an account name that exists in your SharePoint
installation:
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m — = @

= W OB Capas i
did B Capy hnk

Class Sample

Mew item

Tithe

Hews Desoriplion

m C e

The Who Field

For the Order By field, you can optionally click a name from the drop-down
list that SharePoint provides. Try your identity. NOTE: If you are missing
any fields - such as Attachments, you may be using a different template or the
settings may not allow for attachments.
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3.4. Column Validation

% 3.4.1. Validating a List Column

In this walk-through, you will learn how to enable validation oaza-custom list column. This walk-through
will add validation to the Birthday list column adde previous walk-through.

x>
1.  Configure validation on th rd:@e G IL@Q"ch’m the Demo List.
A.  Select the Demo List from the Quick Launch menu if you are not already on the
list.
B. Click the List Settings on the Settings to open the lists options.

C. Click the Order Date link within the Columns region to navigate to the column
settings page:
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SharePoint

Recycle Bin U RATING SETONGS
@ Form settings
# EDIT LINKS

Columns

A column stores information about each ite
Column (click to edit)
Title

Modified

Created

Item Description
[tem Type

Crder Date
Crdered By

Order Status
Created By

Modified By

8 Create column

B Add from existing site columns

D. Expand the Column Validation region within the column settings page and enter
=[Order Date]>=Today() in the Formula field and The Order Date must be
later than the current date. in the User message field:
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2.

E.

=[Crder Date]>=TODAY()

Uszer message

The Crder Date must be later than or equal
to the current date.

+
[
1

Date Formula

The formula in this example will ensure that the user cannot enter a date that
is before the current date.

Click the OK button to save the changes.

Test the new column for validation.

A.

=

Select the Demo List from the Quick Launch to navigate back to the main browse
view of the list.

Click the new link within the Demo List to create a new item.

In the required Title field, enter “Testing” and select a past date in the Order Date
field.

Click the Save button. You should get a validation error message similar to the
following image:
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& Save X Cancel % Copy link

Error: The Order Date must be later than or egual to the
current date.

Title *

Testing

ltem Description

Enter value here

Item Type

Office Supply

™ Order Date

1672022

The Order Date must be later than or equal to the current date.
AOTUeTeu DY

E".':";".' d Name or ":'I'!'I\'ii. address

Error Message

If you did not get an error message, go back and check our column settings
validation formula and make sure it was typed in correctly.

E. Change the Order Date date field to a date a future or the current date and click
the Save button. The new item should be saved and displayed in the list.
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=] Exercise 2: Working with Team Site Lists

™) 10 to 15 minutes

In this exercise, you will work with some of the default list templates in SharePoint 365.

1. Create a new Event Itinerary list.

A.  Click the Settings menu and then choose the Site Contents menu item. Click New

and choose List:

SharePoint

Home

il

Conversations

P

Documents

Motebook

Pages

lssue List

Demaolist

Order Status

Site contents

Recycle bin

—+ New ~

List

-

| List

Fage
Document library

App
Subsite

b Documents

B Form Templates

I Site Assets

B Style Library

m Demolist
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B.  Scroll down the list of templates to locate and select the Event Itinerary template
from the list of available templates.

Create a list

iz =

Blank list From Excel From existing list
Templates

A0 5 9 SEBT1!
i F.- | 164971
5 EEELE
Issue tracker Employee onboarding Event itinerary Asset
Track issues and bring them to Manage your new employee’s Organize all your important event Keep tr
closure in this list. onboarding process from day 1.... details in one place, 50 everythin... organiz

\ A

- N BN N .
S u = - *

C. Review options and click the Use Template button.

[ 3

3
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""':' Event itinerary

Grganize all your imponant event details in one place, so everything runs smoothly.,
Insue tracker

& Session rame Sesshon code Sosshon typs - Description Speaker(s) Start
B
- Breakfast meet & grees DT Meal Eeeaictnst for & #1720
Employes ko
@ Walcome & sviroduction LRy Krynate Haiey Cladk &1
Lwent Ay
cebeeaker paaniang 1 - 4 BT Breaimd Dl Wil B0
= m
Aot N
—— Coffes/Teainest braak LoD leal Tenntin B
o —
LT e I
Secome & person of influenos WL Workshop
Rariuiiienit ... e - ”
bt 1
4 Badk

D. Type in "Corp Events" a M@; Check mark is on for Show Site in
@)

Navigation and

Name *

Corp Events‘

Description

What is your list about?

Site navigation

ow in site navigation
{ Back Cancel

r

LESSON 3: SharePoint List Basics | 45

EVALUATION COPY: Not to be used in class.




2. Create an Event entry.

A. Click the Event Itinerary link within the Quick Launch menu. You aare now
seeing the default view for the list:

le ' * g FL1ensmbe
+ Haw E Edtingrd view 22 Share Il Bxpont i Aacmate ¥ Imtegrate Event tinerary - grid view
Corp Events =
Lerrlon name Session code Cpeakeris) Sewslon fype Deacription Laart date and 1 End Date and Ti [+

Welcome to your new list

Salect the Mw buttan 1s gl ket

B. Click the New link button in the toolbar:

4+ New B Editin grid view 1 Share Kl Export - #3 Automate ~ H Integrate

Corp Events -7

Session name Session code Speaker(s) ~ Sess

C. Fillin the form with whatever values you like. You must enter values for the required
fields as indicated by the asterisks next to their labels. When you are done click Save:
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Save | Cancel %@ Copy link

New ittﬁﬂ

[ Session name *

Shareholders Meeting

=] Session code

Enter value here

[ Session type
Talk

Describes what kind of & session this is

Description

Prepare for the next year.

S Speaker(s)

Enter a name or email address

[T Start date and time

Enter a date

12:00 AM

D. Verify that the new entry is in the list.
E.  Feel free to experiment by creating additional events.
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=] Exercise 3: Create Custom Lists and

Columns
a&d—\\ ) 15 to 25 minutes

In this exercise, you will learn to crea%ﬂ/ @@( List template. In addition, you will
as add n

learn to modify column properties as stom columns.

1. Create a new list in your Team Site using the Blank List template.

A.  Click the Settings menu and then choose the Site Contents menu item. Click New
and choose List:
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SharePoint

Class Sample
Home + Nenl ~

® S

Conversations List
B List

Page
Documents

Document library
Motebook

App
Pages Subsite
Issue List b Documents
Demolist B Form Templates
Order Status B Site Assets
Site contents O Style Library
Recycle bin M  DemolList

B.  Select the Blank List template from the list of available templates.
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Create a list

+ | ® =

Blank list From Excel From existing list

Templates

®

C. Enter “Office Inventory” in the Name field and then click the Create button.

pass® T N

2. Add custom columns to the new Office Inventory list.

A.  Click the Office Inventory link in the Site Contents menu.

B. Click the new in the main page. This will open a new list item:
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Office Inventory

Title

Add column

Gl save ¥ Cancel % Copylink
Mew iterm

=] Title *

Enter value here

Il Attachments

Add attachments

BN

Do not enter anything at this time; just verify that the only field is the required Title

field. Click the Cancel button to close the dialog form without creating a new list

item.

Click the List Settings on t@

-

E. Click the Create %&1 c&)@atégory

Columns

& column stores information about each item in the list.

: to edit

Created By

mModified By

B Create column
w- A from existing site columns
@ Column ardering

9 Indexed columns

The followi

e

Single line of text
Date and Time
Date and Time
Person ar Group

PErson Qr Qroup

en the lists options.

ng columns are currently available in this list

Required

E.  Enter “Item Description” for the Column name field and leave the default Single
line of text as the data type for the column:
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& EDIT LINKS

Settings » Create Column e

CS

Home Mame and Type Column name:

 ams for this colurmn. and salect Item Description

Conversations

1 nfarmation you want to store
Documents n the column - — .
The type of information in this column is:

Notebook @ Single line of text
Pages AL e ol e
i § £
Recent -k:j Cheoice (menu to choose from)
() Mumber (1, 1.0, 100)
Issue List

() Currency (S, ¥, €)
Demolist (") Date and Time
() Lookup (information already on this site)

Crder Status
Take a few moments to read through the additional column settings, but the default

values are fine for this exercise.

G. Click the OK button to create and save the changes to the new list column.

3. Rename the existing Title column in the Office Inventory list to Item Name.

A.  Verify that the newly created Office Inventory list is selected in your site’s Quick
Launch menu. Select it if it is not.

B. Click the List Settings on the Settings to open the lists options:
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i X
cempe  O€ttings
SharePoint
) v
Add a page
Add an app

Site contents
List settings

Site permissions

Apply a site template
5ite usage
Change the look

C. Takeamoment to read through the list settings page. This page offers links to various
list administration task links grouped by category. The group we are going to be
working with is Columns:
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Columns

A column stores information about each item in the list. The following columns are currently available in this list

Column (click to edit) Type

Title Single line of text
Modified Date and Time
Created Date and Time
Item Description Single line of text
Created By Person or Group
Madified By Person or Group
@ Create column

B Add from existing site columns

8 Column ordering

o

ndexed columns

D. Click the Title column link to bring up the column settings page. Note how using
this page you can change various settings of the column based on the data type of
the column.

E. To rename this column, type over the text in the Column name field with the text
“Item Name”.
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# EDIT LINKS

Settings » Edit Column o

Mame and Type

Ype

Additional Column Settings

a name for this column

Column name:
[Item Namel ]

The type of information in this column is;

Single line of text

Description:

o

Require that this column contains information:
@ Yes (O Mo

Enforce unique values:
() Yes (@ Mo

Maximum number of characters:

255

Default value:

@ Text () Calculated value

Click the OK button to save your changes and return to the list settings page.

Optional: Using your new skills add four more new columns. Use the table to see

names and data types. There are also additional column settings to change.

Column Name | Data Type Additional Column Settings

Item Type Choice Choice list will be Furniture, Equipment and Software.

Quantity Number  |Decimal places 2

Item Value Currency [N/A

Total Value Calculated |Formula will be =[Quantity]*[Item Value] Data Type Return will be

Currency
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H. Click the Office Inventory link in either the Quick Launch or the Site’s

Breadcrumbs to navigate back to the browse view of the Office Inventory list:

Office Inventory » Settings

List Informatian

MName: Office Inventory
Web Address: https:/fwebucatorshare
Description:

General Settings

o [_ist name, description and navigat c-n]

@ Versioning settings

8 Advanced settings

@ Validation settings

8 Audience targeting settings
ory @ Rating settings

@ Form settings

4. Add some new items to the custom list.

A. Click the New button:
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Class Sample

4+ New FH Editin grid view & Share Kl Export ~  £2 Autc

tions
Office Inventory * ©
its
ith us Item Mame ™ Item Description
k

B. The Office Inventory new item dialog form will open with fields for the custom
columns you added earlier:
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B save X Cancel @ Copy link

Mew item

Item Name *

Desk

Item Description

Front Entry Desk

Item Type

Furniture

Quantity

2 Itern Value

356

| Attachments

Add attachments

C. Enter the following values for new Favorite Car item and click the Save button to
save the data back to the list.

Item Name | Item Description | Item Type |Quantity| Item Value
Desk Front Entry Desk |Furniture |2 $356

D. To add multiple items to the new Office Inventory list, you can use the Edit Grid
view link to enter items in a spreadsheet type of view. You can use the following
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table for data to input but feel free to use your own items as well. Click Exit Grid
view when you are done entering data.

Item Name Item Description | Item Type |Quantity| Item Value
Chair Front Entry Chairs |Furniture |12 125
Laptop Sales Person Laptops |Equipment |25 750
Desktop Computer|Front Desk Check in|Equipment |1 1250
Office 365 Software License Software 26 95
E. Compare your list to the following image:
+ MNew :- Exat grid view <) & Share £l Export #1 Automate H integrate
Office Inventory
Item Mame Item Description Item Type Quantity Item Value Total Value
I () | pesk Frant Entry Deske Fumiture 2.00 35600 §T1200
I Cha Front Entry Chairs umiture 2.00 §125.00  §1,500.00
I Laptog Sales Person Laptops Eguipment 25.00 ET50.00  S518750.00
| Desk Top Computer  Front Desk Check in Equipment o 51,25000  §1.250,00
I Office 365 Software License Software 26.00 59500  52.470:00

Add new item

It should look the same or similar depending on whether you used your own items
or not. Note the Item Value column is formatted as currency for you based on the
data type you chose for that column. Also note that Total Value was not something

you manually typed it, you entered the Quantity and the Item value and SharePoint
did the math!

Conclusion

In this lesson, you have learned:
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e  How to work with various List Templates.

e  How to work with default lists in a Team Site and add data to them.

S

e  How to create a custom list. 5\\'/ )
\.\z’

e How to add columns to a list. @\ @/

e How to control and valida@ into iS¢

° How to link data from separate lists.
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LESSON 4

Library Basics

EVALUATION COPY: Not to be used in class.

Topics Covered

V] New libraries using library templates.
] Working with the different libraries in a default Team Site.
| Adding columns to a library.

| Checking out documents for editing.
S
| Deleting and restoring documents from docu&rﬁ@b\mnes

N
| Viewing versioning on a library. ®® C)dQ

| Reverting a library document to a an earlier version.
Introduction

SharePoint Libraries share the same characteristics as SharePoint lists such as columns, views, and
validation to name a few. What distinguishes SharePoint libraries is that each item in a library has a
underlying document. So in addition to the data stored in library columns, the document stores its
own data based on the type of document. Because of the extra data that can be stored in columns that
can be used to filter and search by and features such as versioning, libraries are considered a great
replacement for the more traditional file server system. Libraries are, like lists, a fundamental building
block in a SharePoint site.
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4.1. Library Templates

Library templates define the characteristics of a library when used to create a new library. The
characteristics defined by a library templates include the column types, views, and forms for editing
and viewing library item data. Library templates also store a document template for creating new
documents in the library.

There are many factors that define the library templates available to a site such as the version of
SharePoint and the features that have been enabled in the farm, site, and site collection. New library

templates can be easily added to a site so the library template choices can vary between different
SharePoint installations and even sites within a single installation.

EVALUATION COPY: Not to be used in class.

2

4.2. Creating Libraries

s 4.2.1. Creating a Document Library and Adding Columns

The following walk-through will show you how to create a new Document Library for Microsoft
Word documents. Additionally, the walk-through will show you how to customize the library by adding
columns.

1. Create a new Document Library.

A.  Click the Settings menu and then choose the Site Contents menu item. Click New
and choose Document Library:
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Class Sample

Y

Home —+ New v
Conversations List
Page
Documents
Document library
Motebook Document library
App
. T
Pages Subsite -
Issue List B Documents ]
Demolist O Form Templates G
Order Status I Site Assets ]
Corp Evenis & Style Library ]
Office Inventory M  CorpEvents Li:
i Li
Site contents M@  Demolist '
- o M Issne list Lit

B. In the form type “MyDocs” in the Name field. Make sure the check mark is active

for Show in site navigation. Click the Create button to complete the process.
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= @ » @

Create document library X

Mame *

MyDocs

Description

Show in site navigation

N = 4
Naming Conventions

Many website administrators feel strongly about not using spaces when naming
a list, library, or new site. The reason for this is that the spaces will be replaced
with “%20” characters in the URL. This can make the URL difficult to read
and links can become convoluted. The title of the list, library, or site can always
be changed after they are created using the properties pages that will be covered
in a later part of this course. This will change what is displayed but not affect
the URL. For simplicity and readability, the exercises and walk-throughs in
this course often include the space in the name and accepts the fact that the
URL will have the “%20” replacement characters.

2. Create a custom library column for the My Docs library. The process and column types are
the same for libraries as they are for lists, so to keep things simple this walk-through only
creates a single column.
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A. Click the Library Settings on the Settings to open the lists options. NOTE: If you
use a different template or Classic layout you may need to click the Library tab,
Library settings.

&

Click Create Column.

C. Enter “Department” in the Column name field and leave the default for The type
of information in this column is option field set to Single line of text.

D. Leave the rest of the column options at their default settings and click the OK button
to complete creating the new library column.

3. Click the New button and choose Word document:

Folder

Edit in grid v

0 Word document

B3 Excel workbook

‘| PowerPoint presentation
@} OneNote notebook

B3 Forms for Excel

B Visio drawing

&) Link

&7 Edit New menu

Add template

4. A new file will open in Word Online. Type the following text in the new blank Microsoft
Word document: “This document is for a demonstration on SharePoint document libraries.”

5. The file will be saved automatically.
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4.3. Managing Documents and Versioning

% 4.3.1. Checking Out Documents

The following walk-through will show you how to use the Check Out feature to lock a document so
that you can edit it safely without anyone else being able to modify the document while you have it
checked out.

1. Check Out a document from the My Docs library.
A. Click the My Docs link in the Site Contents menu:

Mew

Contents | Subsites

MName Type Items
B Documents Document library 0
O Form Templates Document library 0
O MyDocs : Document library 1
MyDiocs
O Site Assets Document library 2
O Style Library Document library 0
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B. Click the ellipsis button next to the title of the item and then click More > Check
Out. NOTE: This may be under a category named Advanced instead of More if

your settings are different than this sample:

[ Editin grid view @ Open ~ ¥ Share @ Copylink 4 Download

MyDocs Wi~

o ™ Name -

® @ Documentdocx

Open

Preview

Share

Copy link
Manage access
Download
Delete
Automate
Rename

Pin to top
Maove to

Copy to
Version history
Alart me

More

Details

] Delete
lodified By Departr
acy Berry

Properties
Waorkflow

» | Compliance details

Check out

C. Note the icon that appears next to the document in the document library that

indicates the file is checked out:
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4+ New v 5 Editin grid view @] Open ~ & Share @ Copy lir

MyDocs [t~

® [1 Name Modified ~

v @ lJ[ZJc:n:L.lrr'nent.-:ic:ncw (5]

A few seconds ago

[©

2. Check the file back in to My Docs library.

A. Repeat the previous steps to open the item menu for the document that is currently
checked out.

B. Note that the item menu is slightly different. Instead of the menu option Check
Out, you have two new options Check In and Discard Check Out.
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+ New E Eeditingridview @l Open ~ |2 Share @ Copylink | Download [i] Delete

[
L=

Cpen
M}f Docs W\ Preview

share

] [1 Name lodified By Departi

Copy link

5 @= ~Document.docx e = hlanaGe acess acy Berry
Download
Delete
Automate
Rename
Pin to top
Move to
Copy to Properties
Version history Workflow
Alert me Compliance details
More #8 Check in

Details Discard check out

Discard Check Out

The Discard Check Out option will remove the checked-out setting from the
document, but you will also lose any changes that where made since the
document was checked out.

C. Click the Check In option from the item menu.

D. In the Check In dialog form, click the OK button to complete the check in:
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Check in Document.docx

Comment

Type comments describing what has changed in this version.

% 4.3.2. Deleting and Restoring Documents

The following walk-through will show you how to delete a document from the My Docs library and
restore it from the Recycle Bin.

1. Delete a file from the sites My Docs library.
A.  Click the My Docs link in the Site Contents menu:
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-+ Mew ~

Contents | Subsites

MName

Documents

Form Templates

MyDocs

Site Assets

Style Library

MyDocs

Type

Document library

Document library

Document librany

Document library

Document library

ltems

B.  Click the ellipsis button next to the title of the item and then click Delete:
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4+ New v B Editin grid view @l Open ~ & Share @ Copy link

|4

Open >

M}-‘DDCS my ~ Preview

Share

(] ki Name lod

(v} @ _\IDocumen t.docx

D.

Copy link

[©

acy
Manage access

Download
Delete
Automate b
Fename
Pin to top
< <

Click the OK button on the Message from web page dialog window asking you to
verify sending the item to the recycle bin:

Delete? e

Are you sure you want to send this item to the

site recycle bin?

Verify that the Document has been removed from the My Docs library.

2. Recover the deleted Document from the Recycle Bin.

A.

Click the Recycle Bin link at the bottom of the Quick Launch menu:
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Class Sam|

Documents
Shared with us
Motebook
Fages

lssue List
Demolist
Order 5tatus
Corp Events
Office Inventory
MyDocs

Site contents

Recycle bin

B. Click to add a check to the check box in the far left column next to the Document
item to select it and click the Restore at the top of the list to restore the document.
NOTE: If you use a different template you may see a different Restore icon:
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i] Delete § <) Restore

Restore

Recycle bin

Mame

IIJ

o

Document.docx
= Corp Events
= ssue List

= ssue fracker

— T—,

C. Verify that Document.docx is back in the library.

* 4.3.3. Versioning

Versioning can be optionally configured in SharePoint so that backup copies of any library list item
are automatically created when new changes are applied. This provides the ability for users and
administrators to revert to previous versions of items. With libraries you have the additional option of
requiring that documents be checked out before they can be edited. This will make sure that when a
user is editing a document no one else can edit the same document while it is checked out and potentially
overwrite changes.

The following walk-through will show you how to view versioning settings and require documents to
be checked out in the My Docs document library and test the results.

1. Enable versioning in the Sample Site My Docs document library.

A.  Click the My Docs link in the Site Contents menu:
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Mew ~

Contents | Subsites

MName

0 Documents

B Form Templates

B MyDocs

B Site Assets

O Style Library

MyDocs

Type

Document

Document

Document

Document

Document

lbrany

ibrary

ibrary

lbrany

ibrary

ltems

(]

(]

(]

B. Click the Library Settings on the Settings to open the lists options. NOTE: If you
use a different template you may need to click the Library tab, Library settings:
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. Settings X

SharePoint
Add a page
Add an app
Site contents

Library settings
Festore this library

_ Site information
Site permissions
Apply a site template
Site usage

Change the look

Office 365

View all

C. Click the Versioning Settings link within the General Settings region on the
Settings page:
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# EDIT LINKS

MyDocs » Settings

List Information

MName: MyDocs
Web Address: https:/i
Description:

ns

General Settings

@ List name, description and navigation
B \ersioning_settings
= Advanced sethngs
; @ Validation settings
8 Column default value settings
tory 8 Audience targeting settings
@ Rating settings

@ Form settings

In the Version Settings page, click the Create major and minor (draft) versions
option. Click the Yes option for the Require documents to be checked out before
they can be edited setting. Click the OK button to save the changes:
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Settings » Versioning Settings

et dpprove
Fiequire comtent approval oz wubmitted ibemal
i -

Crosinmgat Wersaon Fenoy

Cregle maor venions.
i s

& Create magoe aned el [deaft) veisens
Examphe 1.0, 1,1, 1.2 20

Keep the Sollowing number of major versions
P

Cvaft Ineww Saariny

b

Wi shoukd see dralt Sem in this dooumand ibranyT

8 vy e Wh BN Nadd e
Cindly ey who can ecit flems

CRHaNE & VRSN Sdch me you #00 & Bl o thi deoumnt bbey?

iy S fe B Nolloaf NsmbET o FAGET IS

Oy urers wha can apgrove Sema [and he author of the Rem)

Farguirn Chanche St

BapSpoat SOCuminES io el Shebcion oo Berboa thy clif B e T

 ved G

o

E.  Click the My Docs link in the breadcrumhs-to navigate back to the browse view of
the library. ,.,b”%\sg’ ‘
0T S\
2. Edit the Document to test st ‘%t in s@Q .
A.  Click the Document link in the Mjﬁocs library to open the file in Microsoft Word
Online for editing. Note you may have to check out the file first. Click the file to
open document for editing:

o @&

(% Accessibility Mode &7 Edit Document ~ (51 Print &) Share res

Edit
Make gquick changes right here using Word.

Open in Desktop App
Use the full functionality of Microsoft Word.

78 | LESSON 4: Library Basics
EVALUATION COPY: Not to be used in class.



B. Add a new line to the document in Microsoft Word and type the following: “This

line was added to test versioning.”
£ Search (Alt + Q)
Help & Editing v
: ; = é} L /Q ~

Review View
2y Av by o S

|
0l
[itil

i1}

- A B I U

A

This document is for demonstration on SharePoint document Libraries

<&

This line was added to test versioning]

C. The file Saved automatically.
D. Click the close icon of the Word window.

Restore a previous version of Document in the My Docs library

3.
A. Click the menu option Version History:
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MyDocs It~

v
o

B. Since both major and minor version was enabled, you see both draft and major
versions. Users with Visitor permissions would only be able to see published major

0 Mame ~

@ Document.docx

versions:

F3 Edit in grid view

gl Open

& Share

Republish
Open
Preview
Share
Copy link

Manage access
Download
Delete
Automate
Fename

Pin to top
Move to

Copy to
Version history

Alert me
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5 Edit in grid view [} Open -

Version history

Delete All Versions | Delete Minor Versions

Mo, + Maodified

41 3/28/2022 10:37 AM

This is the current published major version

40  3/28/2022 9:26 AM

3.0 3/28/2022 9:21 AM
20 3/28/2022 %:15 AM

1.0 3/28/2022 9:14 AM

f' ‘!/

C. Select Restore fro%é @%31

Version history

)

%,,

Delete All Versions | Delete Minor Versions

No. 4 Modified
4.1 L J
View
Thisis t najor version

4.0 : Restore

(NS}

Restore

3.0 372872022 9:21 AM
20 3,/28/2022 ©:15 AM

1.0 3,/28/2022 914 AM
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D. Click the OK button in the Message from web page dialog window asking you to

verify replacing the current version:

webucator.sharepoint.com says

You are about to replace the current version with the selected version.

E. Close the Version History dialog:

Version history

41 3/28/2022 10:57 AM Tracy Berry 18.2 KB

This is the current published major version

A0 372872022 326 AM Tracy Berry 188 KB
30 372802022 %21 A Tracy Berry BAKE
20 3/28/2022 315 A Tracy Berry 6.9 KB

O 3/28/2022 9:14 AM Tracy Beery 16.9 KB

E.  Click the Document link in the My Docs library to open the file in Microsoft Word
Online.

G. Verify that the changes made earlier are not in this version of the document.
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= Exercise 4: Working with Team Site

Libraries
™ 5 to 10 minutes

In this exercise, you will work with the default Team Site libraries.

1.

Add an existing document to the Documents library.

A. Click the Documents link within the Quick Launch menu:

SharePoint

Class Sample

‘ Home
Conversations
Documents
Motebook
Pages
Issue List

Demolist

This should take you to the default view of the library.

Documents

F Y

-+ New ~ 3 Page details Analytics

MNews
+ Add

B. Click Upload > Files to add an existing file:
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Edit in grid view

Files

Documents Folder

Template

i MNaw

C. Choose the file and click the Open... button to upload the file.

2. Create a new document directly into Documents library.

A.  Click the New button and choose the type of file:

o~

Folder

@5 Word document
B Excel workbook
B’ PowerPoint presentation
M} OneNote notebook
B.  Microsoft Word Online should open to a blank page. Enter the following text into

the document: “SharePoint 365 is a great collaboration product.” The page will save
automatically.

C. Close Microsoft Word Online and note the new document in the library. You may
need to refresh the page if you don’t see it in the list of documents.
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=] Exercise 5: Creating Libraries
™ 5 to 10 minutes

In this exercise, you will create a new library using the Document Library template.

1. Create a new library using the Document Library template.

A.  Click the Settings menu and then choose the Site Contents menu item. Click New
and choose Document Library:

Settings X

SharePoint
Add a page
Add an app
Site contents
Site’information
Site permissions
tear  Apply a site template

Site usage

B. In the New form that opens enter “Expense Report” in the Name field and click
Create:
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Lo g
Create document library X
Mame * 1
rk
ExpenseReports
Description

Show in site navigation

P>
r*\'

r\Qj/ ‘‘‘‘

e
2. Create a new item in the r@s@ ment library.

A.  Make sure Expense Reports is selected in the Site Contents menu. Click the New
button and choose Excel workbook:

~ Folder

@5 Word document

B Excel workbook

'] PowerPoint presentation
M} OneNote notebook

B3 Forms for Excel

A
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B.

C.

Microsoft Excel should open to a blank spreadsheet based on the Microsoft Excel
spreadsheet template you chose when creating the Expense Reports library.

Enter data into the spreadsheet. You can use the following image as an example:

Excel Book 2°- Saved -

File Home Insert Draw Page Layout Fo
j,; Cut
“) Eﬁ i Calibri 11 ],
Copy
™ Paste B I UD e My
- <& Format Painter £ 2k
Undo Clipboard Font
B7 v Jx
A B C D
1 |Student June Expenses
2
3 |Lunches 5 300.00
4 |Travel S 500.00
3 Entertainment 5 10,800.00
& |Total $11,600.00
7 |
8

D. The file will save automatically.

E.

Enter “June Expenses” for the file name:
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Excel Book 2% - Saved

0
Filz Name
June Expenses| xlsx |
Location
|=__| Class Sample * ExpenseReports >

Save status

Last saved: 3 minutes ago

@ Version History

L §

E.  Close the Microso w see your new document listed in the
library, if you don’t the Ex Reports link in the Quick Launch menu to

refresh the page.

Conclusion

In this lesson, you have learned:

e  How to create new libraries using library templates.

e  How to work with the different libraries in a default Team Site.
e  How to add columns to a library.

e  How to check out documents for editing.

e  How to delete and restore documents from document libraries.
e  How to view versioning on a library.

e  How to revert a library document to an earlier version.
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LESSON 5

Working with Lists and Library Views

EVALUATION COPY: Not to be used in class.

Topics Covered

V] Default views built into lists and libraries.
M Personal views.

M Shared views.

| Configuring views.

| Setting the default view for a list or library.
S~
>
S SN
Views provide a flexible system toﬂf@ay hare@%t and library data in an easy-to-read and

easy-to-use manner. Every SharePoint list and library can have multiple views created and configured,
and some list and library templates come with special views preconfigured. Views can be defined for
personal use or shared use.

Introduction
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[

5.1. Default Views

% 5.1.1. Explore Default Views

The following walk-through will explore some of the default views and how to use them. The
walk-through will also explore how to manage existing views. This walk-through depends on the Tasks
list created during an earlier walk-through.
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1. The first thing to do is create a couple of items in the Corp Events list in order to have
something to display in the views.

A.

B.

Click the Corp Events link on the Site Contents.

Click the new item link in the list to open the New Item form and use the following
table for information to fill in the form:

Item 1
Field Data
Session Name: |Client Review
Sessoin Type: |Panel
Description: |Rank and process requests <
eSS
C. (?lick the Save button on th\mm d&g to save the task to the Corp Events
list. Q@’ _ O'Q
D. Repeat the previm steps v%h)the following information to create a second
item:
Item 2
Field Data
Session Name:|New Hire Onboarding
Sessoin Type: |Talk
Description: |Welcome the new hires!

2. Explore the ways to navigate to views in a list or library.

A.

Select the desired view from the links along the top of the list:
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. - - 0
Private group % Following  ~ 1 member

All ltems ~ | 57 v

Fixed height

Autofit height

All ltems

Event itinerary - grid view
Event itinerary - list view
Grouped by session type
Create new view

Save view as

Set current view as default
Edit current view

Format current view

Security-Trimmed Views

The views are security trimmed. This means that if the account does not have
permissions to create or modify a view, those options will not be listed.

Manage the views for the Tasks list.

A.  Click the List Settings button from settings:
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Settings X

SharePoint
Add a page
Add an app

.. aite permissions
Apply a site template
5ite usage

Change the look

B. Scroll down the ]@sﬁ%@ﬁﬁe Views region:

Views

A view of a list allows you to see a particular selection of items or to see the items sorted in a particular order. Views currently configu

this list:

View (click to edit) Show In Default View Maobile View Default Mobile View
All Tasks All v v v

Late Tasks All v

Upcoming all v

Completed all v

My Tasks all v

Gantt Chart All

Calendar All

8 Create view

C. Click the Event Itinerary - grid view link from within the Views region to open
the Edit View page for the view.

D. Note the options:
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Settings » Edit View o

Digplay Calamn Name Poditian from Laft
o w
/] w
/] w

View Settings

You will learn how to work with m@l\he rest of the views settings in the
next walk-through on how %@} custom view.

< O~
E. Click the Cancel button at the top of the page but also note the Delete button that
can be used to delete a view if the user has sufficient permissions.
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5.2. Custom Views

¢+ 5.2.1. How to Create a Custom View

The following walk-through will show you how to create a custom view using the default Corp Events
list.

1. Create a custom view of Corp Events using the Standard View format.
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A. Navigate to the Corp Events list of the site by clicking the Corp Events link in
the Quick Launch menu.

B. Click the View List and choose Create new view:

Private group ¥ Following = 1 member

— Ewvent itinerary - grid view T4 ® e
= List

= Compact List
Gallery

. :nd Date and Ti... Dura
All ltems

next
~* Event itinerary - grid view

Event itinerary - list view

1
5]

Grouped by session type
3w n

Create new view

Save view as

Edit current view

Format current view

C. Click List from the show as region. Name the view "Class Test" and click Create:
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Create view

View name

Class Tesﬂ

Show as

m =1 Calendar H Gallery 1] Board

Visibility (i)

Make this a public view

D. Type “In Progress” in the View Name field and click Create.

Public Views and Permissions

If a user does not have permission to create a public view, the option is grayed
out. In a later exercise, you will create both a personal view and a public view.
Permissions are covered in a later part of this course.

E. Select Edit current view from the view list:
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Private group ¥ Following =1 memb:

= ClassTesf v | Y D) .

+ — List

Compact List
H Gallery
Start da
All ltems
«" Class Test
Event itinerary - grid view
Event itinerary - list view
Grouped by session type
Create new view
Save view as
Set currant view as default

Edit current view

Format current view

E.  Select the following from the Columns region; everything else should be deselected.
e  Session Name (linked to item with edit menu)
e  Session Type

e Description
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B Columns

Display Column Name Position from Left
Sesson name (inked to mem with edit menu) 1w
O Session code 2w
O Speakir(s) 3w
Session type 4w
Description 5 W
[ Start date and time & W
O End Date and Time 7 v
O Duration g W

G. Select Session Name for the First sort by the column selection under the Sort

region:

3 Sort

F-':.rx'. up to two columns to deterrmine the order in which the items in the view are displayed., Leam First sort by the colummn:

about sorting items. ..i.
Mong b
End Date and Time b

@ |Folder Child Count

5]

| ttem Child Count
O | item is a Record
Label applied by
Label setling
Then 3 Location
hodified
hodified By
@ Retentan label
Retenton label Apphed
Session code
Session type -
| 5q Start date and time r beft
Title

Titla finkad to itam

H. Select Sessoin Type for the Show the items when column selection under the

Filter region. Leave the operator drop-down set to is equal to and type Talk in
the value field text box:
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Show all items in this view

w = Show items only when the following is true:

Show the items when column

Session type o

is gqual to b
[ sk |
S e el

When colurmn
Mone b

15 egual 1o fud

L. Note the remaining view options and theizeellapsed regions but leave them at their

default settings: f\}, 2/
Show Mare Columns.
@ Tabular View
@ Group By
® Totals
® Style
@ Folders

@ Item Limit

@ Mobile

Delete oK Cance

J.  Click the OK button at the bottom of the form to complete creating the public view.

2. Once the new view has been successfully created, SharePoint will automatically navigate you
back to the Browse tab with the new view Class Test selected. The items listed should only
include events that have their Session Type field set to Talk:
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+ Mew g Edit in grid view =

Corp Events =z
Session name

“New Hire Onboarding

y Shareholders Meeting

Share Il Export

Session type
Talk

Talk

#1 Automate Sl =

Class Test

Description Add column

Far the next

3.  Click the Corp Events link in the Quick Launch and note how the view is reset back to the
default Event itinerary. You could optionally set the custom view Class Test as the default

view for the list.
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=] Exercise 6: Creating Public and Personal

Views
™) 15 to 25 minutes

In this exercise, you will learn to create both Public and Personal views.

1. Create a new public view for the Office Inventory.

A.  Click the Office Inventory link on the Site Contents.

B. Click the Settings menu and then choose the List Settings menu item:

a
Settings

SharePoint

Add a page

Add an app

Site contents

List settings

Site’information
lue Site permissions

Apply a site template

Site usage

Change the look
)

C. C(lick the Create view link:

100 | LESSON 5: Working with Lists and Library Views
EVALUATION COPY: Not to be used in class.



Views
A view of a list allows you to see a particular select
View (click to edit)

All Items

B Create view

D. Click the Standard View format option link:

Settings » View Type o

Choose a view type

5
["""'\ Standard View Datasheet Vie
Q View data on a Web page. You can choose from 2 2.4 View datain an editable spreadsheet format that is
list of display styles. convenient for bulk editing and quick customization.
Gantt Vie
Calendar View S wiew list items in a Gantt chart to see a graphical
View data a5 a daily, weekly. or monthly calendar. representation of how a team's tasks relate over
time,
Start from an existing view
2 Al terns
Ay

E. Enter “Company Furniture” in the View Name field and leave the View Audience
field set to Create a Public View:
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Settings » Create View o

oK Cance
Mame r
View Mame:
Company Fumniture |
[ Make this the default view
(applies to public views anly)
Audience
View Audience:
':"':IT ntended audience
ki ) Create a Personal View
Personal views are intended for your use only.
r‘_-.' #
{® Create 2 Public View
Public views can be wvisited by anyone using the site,
Is
F.  In the Columns section of the Create,\/\'@jo\‘m, select only the following columns:
‘( g / .
e Item Name (lmkeW)
\‘,'Zr - AR
o Item Ty@ /CI)@Q,
> » )
e Total Value
2@ Columns
Select or clear the check box next to each column you Display Column Name Position from Left
want fo show or hide in this view of this page. To specify
the arder of the columns, salect a number in the [tem Mame (linked to item with edit -I
Position from left box. menu) L
O [tem Description |2
Item Type 13
O Quantity 4
O Item Value 5 v|
Total Value 16 V|
O App Created By 7 v
O App Modified By 8 ¥

G. In the Filter section, choose the Total Value column in the Column to Filter
drop-down list. Select is greater than in the operator drop-down field. Enter “1000”

in the Value field.
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= Filter

Show all of the items in this view, or display a
subset of the items by using filters. To filter on a
column based on the current date or the current
user of the site, type [Today] or [Me] as the
column value. Use indexed columns in the first
clause in order to speed up your view, Filters are
particularly important for lists containing 5,000 or
more items because they allow you to work with
large lists more efficiently. Learn about filtering
items,

Show all items in this view

=== Show items anly when the following is true:

Show the items when column

|Tc|T.aI Value ~-"|

| is greater than b |

(000 J
Value
rrre— (@) O

When column

| Mone ™ |

| 15 equal to bl |

H. Expand the Group By section and then select Item Type in the First group by the
column: drop-down list field and choose the Show groups in descending order

option:
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B Group By

Select up to two columns to determine what type First group by the column:

of group and subgroup the items in the view will
be displayed in. Learn about grouping items [ltem Type v]
— : :
Show groups in ascending order
® L:, W groups in a g
(& B, C or1l, 2 3)
= Show groups in descending order
|| = I
(C.B A or3 2 1)
Then group by the column:
MNone b

]’E Show groups in ascending arder
(A, B Corl, 2 3)
~ lE Show groups in descending order
)]
- (C, B A or3 2 1)

By default, show groupings:

® Collapsed () Expanded

Mumber of groups to display per page;
30

[.  Take a few moments to read through the rest of the Create View forms options.
Leave them at their default values.

—

Click the OK button to save the new view and see the results.

K. Note how the new view looks:
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+ New =" Share Export - #3 Automate ~ P Integrate
eg

Office Inventory +r ©

> Item Mame

Item Type & ~

~  Item Type : Equipment (2)

]
“Laptop

sl
“Desk Top Computer

Equipment £15,750.00

Equipment $1,250.00

> Item Type : Furniture (1)

* Item Type : Software (1)

Create a new personal view for the Office Inventory=

A.  Click the Settings menu and th

ilue

choose the List Settings menu item:
o S\

- [@]

Settings

SharePoint
Add a page
Add an app
Site contents

List settings

Site'information

S5ite permissions
Apply a site template
Site usage

Change the look

Total Value
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B. Click the Create view link:

Views
A view of a list allows you to see a particular select
View (click to edit)

All Items

B Create view

C. Click the Standard View format option link:
Settings » View Type o
Chaose a view type

Its)

e

Datasheet View
WView datain an editable spreadsheet format that is
list of display styles. convenient for bulk editing and quick customization.

sl

Gantt View
Calendar View Wiew list items in a Gantt chart to see a graphical
View data as a daily, weekly, or monthly calendar. representation of how a team's tasks relate over
time.

s,

Start from an existing view
a All terns
:-r;.'
D. Click the Standard View format option link.

E. Enter “Items by type” in the View Name field and change the View Audience field
set to Create a Personal View:
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Settings » Create View o

rts

F.

Cancel

O
Mame
Type & name fior this view of the 1. Make the name View Name:
descriptive, such as “Sorted by Author, 50 that site | Items by Type
visitors will know what 1o expect wheén they dick this
lind,
[l iake this the default view
(4ppliss to public views only)
Audience

View Audience:
Calact the aption thal represénts the intended sudience

fior this view. (@) Create 2 Personal View
Personal views are intended for your use only.

() Create a Public View
Public views can be visited by anyone using the site,

In the Group By section, choose the Item Type column in the drop-down list.
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3@ Group By

Select up to two columns to determine what type
of group and subgroup the items in the view will
ke displayed in. Learn about grouping items.

p.

First group by the column:

[Item Type

® E Show groups in ascending order
(A B, C orl, 2 3)

E Show groups in descending order

o (C,B A or3, 2 1)

A\

Then group by the column:

| Mone

E Show groups in ascending arder
® (&, B C orl, 2 3)

g Show groups in descending order

O (C.B A or3 2 1)

By default, show groupings:
@ Collapsed () Expanded

Mumber of groups to display per page:
30

G. Click the OK button to save the new view and see the results.

H. Note how the new view is selected. It is only available to you:
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& Share ] Export #2 Automate ~ [ Integrate ~ = Items by Type

Office Inventory # ©

» Item Mame Itern Description ™ Itern Type & ~ Cuantity
~  Item Type : Equipment (2)
*Laptop Sales Person Laptops ~ Equipment 25.00
'?IDesk Top Computer Front Desk Check in Equipment 1.00
> Item Type : Furniture (2)

» Item Type : Software (1)

-

Conclusion

In this lesson, you have learned:

e  How to use default views built into lists and libraries.
e  How to create personal views.

e  How to create shared views.

e  How to configure views.

e  How to set the default view for a list or library.
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