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Exercise 1 — Accessing SharePoint

Before you can make use of SharePoint you need to know how to access it - you will

access the site and navigate to the training area.

1. Open a browser
2. Type sharepoint.aber.ac.uk into the address bar.
3. Log in with your usual username and password.

4. You will see the main SharePoint page:

HH !}f\ﬁﬁiﬂﬂ'}flﬂ 3 Search this site

S

Prifysgol Aberystwyth University SharePoint

SharePoint Help

Faculties & Departments Mze'r safle hwn wedi'i rannu'n bedair adran: This site is divided into four sections:

Groups & Committees + Cyfadrannau ac Adrannau - saflecedd sy'n eiddo i adrannau acaclemaidd, cyfadrannau, neu adrannau g f « Faculties and Departments - sites belonging to academic departments, faculties or service departments.
Internal Projects . I y -
* Grwpiau a Phwyllgerau - safle sy'n eiddo i gnwpiau neu bwyligorau, fel rheol caiff ei ddefnyddic i gadw cofnedion ac + Groups and Committees - site belonging to groups or committees, often used to store minutes and agendas for
External Projects agendau ar gyfer cyfarfodydd yn ogystal 3 gwybodaeth berthnasel arall i'r gnip new’ 9 meetings, as well as other information relevant to the group or committee
Recent . . . e
+ Prosiectau mewnol - saflecedd a ddefny fer prosiectau PA mewnol sy s staff Pa yn unig + Intemal projects — sites used for intemnal AU projects involuing only AU staft
Org Links
* Prosiectau allanol - saflecedd a ddefnyddir ar gyfer prosiectau sy'n cynnwys staff PA a staff o gyrff/sefydliadau E | . i for projects invoh both A #f and staff f o o <7
ik « External projects - sites used for projects involving both AU staff and staff from partner organisations/institutions
My partneriasthal
Mytinksicons . If you can't find a site that you think you should have access to, please contact Infarmation services on is@aber.ac.uk or
. 0s nad ydych yn gallu dod o hyd i safle yr ydych yn meddwl y dylech gael mynediad iddo, cysylltwch &' gwasanaethau 01070 62 2400
Recycle Bin guybodasth ar gg@aber.ac.uk neu 01970 62 2400.

5. Find and click on “SharePoint Help” in the left menu

6. You will now see the Help & Training area:

g *\5‘"‘@'%?1'1%! Abarys .
SharePoint Help
i—

7. Find and click on “Training Area” in the left menu (under Sites)

Page 2 of 18




1872 PRIFYSGOL

% ABERYSTWYTH

—  —— UNIVERSITY

8. You should now see the Training Area:

# o PAESWI

QAR Tyyqyy e i
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Exercise 2 - Using the Document Library

Document Libraries are used to store documents so that they can be accessed by
yourself and other users. Depending on permissions these documents could be shared
within a team or department, or with all SharePoint users. You will access a document
library, view and edit a document, create a folder and add a document to it. You will also

test out opening a document library in explorer.

Open and Edit a Document
1. Click on “Training Area Documents” in the left menu (under Libraries) - the

Training Area Documents document library will be displayed:

2. Pick whichever document you like and click on its name.

@ Training Document Number 01.docx

@5 Training Document Number 03.docx
ms Training Document Number 05.docx 30.0 & October, 2022 lorgan Shaw [mes27] (St
M5 Training Document Number 10.docx

ms Training Document Number 12.docx 13.0 7 August

= Training Document Number 14.docx

= Training Document Number 15.docx

ms Training Document Number 18.docx 5.0 & October, 2022 lorgan Shaw [mes27] (St

3. The document will open in Word Online:
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C “Cachup | 2 Editing

=

4. Make a change to the document by typing a line of text e.g. “"This is an edit by
Suzy”

5. Wait until the ‘Saving’ text at the top of the screen has changed to ‘Saved’

i Word  Training Document Number 10 <& ~

= £ Search (Alt + Q) -
File Home Insert Layout R Seved Review View Help

B 9 [ T ] A A[B] 1 U sev ovav

<
il
Il

v BV =

Normal No Spacing IHeading 1 I Heading :

6. Close your current tab to return to the document library in SharePoint.
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Create a New Folder
1. Click on New at the top of the page

2. Choose Folder from the menu that appears:

Folder
@ Word document 2
B Excel workbook
@+ PowerPoint presentation
@ OneNote notebook
@ Visio drawing
& Link
f Edit New menu

+ Add template

3. A pop-up will appear asking for the name of the new folder:

Create a folder X

Name

‘ Enter your folder name |

Folder color

Qe o000 00

Cancel

4. Type the name of the new folder in the box e.g. “"Suzy’s Folder” and click Create

5. Your new folder will appear in the document library:
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O

MName 1

Jess® Folder
Karolina's folder
Keziah's Folder
Louize’s new folder
“New Test Folder

Rhian's Folder

Version

Modified

7 August

11 December, 2020

24 February, 2022

18 May, 2021

A few seconds ago

17 January
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Modified By + Add column

Jessica Farmer [jef38] (Staf
Karolina Bergmann [kab3%
Keziah Garratt-Smithson [I
Louise Perkins [Inp] (Staff)
Rhodri Gravell [rhgd] (Staf

Rhian Jones [rh)53] (Staff)
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Add a Document into the Folder

1. Click on the name of the folder you created to open it

2. Click on ‘New’ at the top of the page

3. Choose ‘Word document’ from the menu that appears:

Folder
B Word document
B Excel workbook
@ PowerPoint presentation
B | CneMote notebook
Visio drawing

Link

M =

é Edit New menu

+ Add template

4. Your new document will open in Word Online.

5. Write some text in the document.
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6. Click on 'Document' in the bar at the top of the screen and give your document a

sensible name e.g. Suzy's Lovely Document. Click Enter to save the new name.

Word Document @ ~

File Name

|Test Document docx

Location

i:_—l Training Area * New Test Folder >

Save status

Last saved: Just now

@ Version History

7. Wait until the ‘Saving’ text at the top of the screen has changed to ‘Saved’
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8. Close your current tab to return to your folder in the document library in SharePoint.

9. Your new document will be listed in your folder:

it g,\g‘@i\r\.\.\/w L Search this library

. Abe University SharePoint Site
L5
o PARvsaoL L.
BPABERYSTWYTH  Training Area
a8 ——— Uvensiy
=] ‘v Libraries T Upload ~ [ Editingridview 12 Share @ Copylink 3 Sync ] Add shortcut to OneDrive L Download Exportto Excel  #% Automate ~ [ Integrate
O v usts
Training Area Documents > New Test Folder
Site Contents
® Pages [ Name 1 Version Modified Modified By - Add column

B “Test Document.docx 20 A few seconds ago Rhodri Gravell [rhgt] (Staf
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Exercise 3 - Using Calendars

Calendars are used in SharePoint to store events related to a group, so that they can be
accessed by all the members of the group. The group could be a team, department or

project group or even the whole of the university. You will access a calendar, create an

event and edit a different event.

Access the calendar and create an event
1. Click on “Training Area Calendar” in the left menu (under Lists) - the Training Area

Calendar will be displayed:

B GARTERSTWH

Training Area Calendar

2. Choose a date to add your event to and place your mouse in its box. The Add link will

appear

24

3. Click on the Add link

4. The New Item pop-up will appear:
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Training Area Calendar - New ltem x
EDIT
HB B 0 v
D B Copy ‘/
Ssve  Cancel Pasie At;_lach Speling
e -
Commit Clipboard Actions  Spelling
Title *
Location
Start Time * 24/08/2023 B [17:¢] [oov
End Time * 24/08/2023 & [1a:v| [oow
Description
All Day Event [ make this an all-day activity that doesn't start or end at a specific
haur.
Recurrence [JMake this a repeating event.
Workspace [Juse a Meeting Workspace to organize attendees, agendas,
documents, minutes, and other details for this event.
Category (2) Category2 ¥
Save Cance!

5. Fill in the details of your event. It must have a title, a start time and an end time
(unless you tick the “All Day Event” box). You can also add a description of the event

to give further details.
6. Click the Save button to finish.

7.You should now see your event in the calendar:

24

10:30 - 12:00
Training Meeting

Edit a Calendar Event

1. Pick one of the events that someone else has added to the calendar and click on it.

2. Information about the event will appear:
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BTy
BROWSE VIEW CUSTOM COMMANDS

E‘\ -\Ijz Wersion His!

Shared

Alert Me

& Worldlows

Edit
Series ¢ Delete ltem

Manage Actions
Libraries )
Title Dealing with fear of tutorials tutorial
Training Area
Documents Location
Lists Start Time 04/08/2023 10:00
Training Area Calendar End Time 04/08/2023 12:00
Training Area Task List Description
Site Contents All Day Event
Lzl Recurrence Every 1 months) on the first Friday
Pages ‘Workspace
# EDITLINKS Category (2) Category2

Maks Hostman [mih51]

C
Maks Hostman [mih31] o

3. Click the Edit Item button (top left).

4. The event editor will appear:

EIATRISTYW T

BROWSE EDIT
E ﬂ o, N Cut x S ] @D ABC
0 Er Cony i v
Save  Cancel  Paste Delete  Edit  Attach  Spelling
ftem  Series File -
Commit Clipboard Actions Spelling
Libraries
. Title * Dealing with fear of tutorials tutorial
Training Arez
Documents Location
Lists
) Start Time * 04/08/2023 2 [10:v] [o0v
Training Area Calendar
Training Area Task List End Time * 04/08/2023 M [1zv|[oov
Site Contents .
Description
Recent
Pages
# EDITLINKS
All Day Event [ Make this an all-day activity that doesn't start or end at a specific
hour.
Recurrence Every 1 month(s) on the first Friday
Category (2) Category2 ¥

Maks Hostman [mihS1] — (e

Maks Hostman [min51]

5. Edit the Date of the event. Click Save to finish.

6. The event will now be displayed on the new date in the calendar.
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Exercise 4 - Using Task List

Task Lists are used in SharePoint to store tasks related to a group, so that they can be
accessed by all the members of the group. Each task can be allocated to a specific
person so that they can keep track of the tasks they need to complete. You will access a

task list, create a task for another member of the group and edit a task that has been

assigned to you.

Access the task list and create a task
1. Click on “Training Area Task List” in the left menu (under Lists) - the Training Area

Task List will be displayed:

ARy T S e
raining Area Task List

2. Click on ‘new task’ at the top of the list

() new task or edit

All Tasks Calendar Completed == jo

3. The New Item screen will appear:
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BROWSE EDIT

E B &D J{, Cut

E@ Copy
Save  Cancel Faste

Commit Clipboard

Libraries

Training Area
Documents

Lists
Training Area Calendar
Training Area Task List
Site Contents
Recent

Pages

# EDIT LINKS

Attach  Spelling
File -

Actions | Spelling
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@ The content of this item will be sent as an e-mail message to the person or group assigned to the item.

Task Mame *

Start Date

Due Date

B E

Assigned To Enter names or email add

SHOW MORE

Save

4. Click 'SHOW MORE’ to see all the options.

s AT

ukmvEnsITY

BROWSE EDIT
HB B DV
D E@ Copy
Save  Cancel Paste Aftach  Spelling
Flle -
Commit Clipboard Actions = Spelling
Libraries @ The content of this item will be sent as an e-mail message to the person or group assigned to the item.
Training Area
Documents Task Mame *
Lists Start Date |
Training Area Calendar
- . Due Dat
Training Area Task List ue bate El
Site Contents Assigned To Enter names or email ad
Recent
% Complete 0 £
Pages
Description
# EDIT LINKS
Predecessors Attend SharePoint trafgd —
Attend SharePoint tra ‘ o
Attend SharePoint tra e
Attend SharePoint tra
Attend SharePoint tra
Attend training sessiow v
1 G [ 4 »
Priority (2) Mormal v
Task Status Mot Started ~
Save Cancel

5. Enter the details of the task:

Cancel
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o Give the task a name
o Give the task a start date and due date.

o Assign the task to the person next to you, by typing their name or userid in the

Assigned To box and choosing them from the list that appears.
o Add a description of the task if required.

o You can choose a ‘predecessor’ if required - this is a task that needs to have

been done before this task can be started.
o Choose a priority for the task.
6. Click Save to finish.

7. Your new task will now appear in the Task List:

EP\EE&TMLE S?"arei‘t:ir", H.els Aberystwyth University Sﬂa'eP-ci'ﬂ Site
Training Area Task List
Libraries
Training Area August 2023
Documents |
Lists

Training Area Calendar

(® new task or edit this list

Training Area Task List

Site Contents All Tasks  Calendar My Tasks == Find an item yel
Recent
v B
Pages
O Review Training Materials 3¢ «ss B September Rhodri Gravell [rhg4] (Staff)
EDIT LINKS
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View tasks that have been assigned to you

1. Click on the ... at the top of the task list (next to All Tasks Calendar Completed) and
choose ‘My Tasks’:
@ new task or edit this list

All Tasks  Calendar  Completed

Gantt Chart

v 4

Late Tasks
I:‘ Have cake on Frida)

My Tasks
|:| Make fea

Upcoming
|:| Te Prynhawn

Modify this View
| Dogfen newydd

Create View
(Wl tnnnd Chacalnint frmer————

2. Only the tasks that are assigned to you will be displayed:

FFFFFFF SharePoint Help Aberystwyth University SharePoint Site

Training Area Task List
Libraries -

Training Area

Documents | A i
Lists

Training Area Calendar

Training Area Task List @ new task or edit this list
Site Contents All Tasks  Calendar My Tasks - Find an item jel
Recent . 7 S —_—
Pages

1 Review Training Materials 3 =s» 8 September Rhodri Gravell [rhg4] (Staff)

# EDITLINKS
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Edit a Task that has been assigned to you

1. Click on the name of a task to open it:

Libraries

@ The content of this item will be sent as an e-mail message to the persan or group assigned to the item.

Training Area

Documents Task Name Review Training Materials

Lists Start Date 29

Training Area Calendar Due Date 08/09/2023
Training Area Task List Assigned To Rhodri Gravell [rhg4] (Staff)
Site Contents % Complete 0%
Recent . . -
Description Review training materials and screanshots
Pages
# EDITLINKS

Rhodri Gravell [rhg4] (Staff)
Rhadrn Gravell [rhgd] (Staff)

Close

2. Click the Edit Item button (top left).

3. The Edit item screen will appear:

BN

BROWSE EDIT

HB Xy

Save  Cancel Dlezis Ll_tf-:" Spelling
tem File B
Commit Clipboard Actions Spelling

Libraries @ The content of this item will be sent as an e-mail message ta the person or group assigned to the item.

Training Area

Documents Task Name * Review Training Materials
Lists Start Date 29/08/2022 B
Training Area Calendar
Training Area Task List Due Date 08/09/2023 ]
. e . .
Site Contents Assigned To Rhodri Gravell [rhga4] (Staff) x
Recent
% Complete 0 %
Pages
Description Review training materials and screenshots
# EDITLINKS
SHOW MORE

Rhodri Gravell [rhg4] (Staff)
Rhadri Gravell [rhgd] (5taff)

Save Cancel

the Task Status drop-down list.
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. Mark the task as completed by clicking 'SHOW MORE’ then selecting ‘Completed’ from
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5. Click Save to finish. The task will now show as crossed though.
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