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Course contents

- S ——————

Overview: Here’s a tip
Lesson 1: Tips for working in your Web browser

Lesson 2: Tips for working in Word, Excel, and
PowerPoint 2007

Each lesson concludes with a short set of questions to
test your understanding of the material.
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Overview: Here's a tip

s A

Does your company use a Microsoft
Windows® SharePoint Services 3.0 site
or Microsoft Office SharePoint Server
20077

Do you use document libraries to
share files?

If so, this course, the fourth in a series
on SharePoint document libraries,
provides some handy tips for working
In your browser and in 2007 Office
system programs.
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Course goals

s —

Discover tips in your Web browser, such as how to sign up
for e-mail alerts and how to move, rename, and delete

files.

Discover tips in Microsoft Office Word 2007, Excel® 2007,
and PowerPoint® 2007, such as how to edit a file without
starting your Web browser.
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Tips for working
browser




Tips for working in your Web browser
— e
(= Search Results - Windows Internet Explorer cEx ]| Here's atip on finding
12 : files. Say you're

working with a library
and need a certain file
that you know

el 11 oF L tour smarch took D14 sucords contains Shu Ito’s
2] Vendor policy.doc name. You just can’t

Wendor Policies and Rules all corrmunication should be through oor ligison: Sho Ito,

htkp:ficontosof Shared Document sfvendor policy, doc re m e m b e r Wh | C h fl Ie -

It takes too much time to open each file one by one. A
better way to find the file is to use the Search box.

Type your search keyword in the box, as shown here.

You'll see a preview of the results. Then you can open
the file you want.
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Get e-mail alerts for changes

If you want to know
when someone edits a

.ﬂ; Shared Documents - Windows Internet Explorer

*__1 Contoso > Shared Documents flle that you Care
| =l Shared Documents about, sign up for an
View All Site Content : :
View Properties a,l e rt -

Documents
-# Edit Properties
® Shared Documents
Manage Permissions
= Delete
= Calendar

= Tasks

Ched: Qut

]| Version History

Discussions =
ert Me
= Team Discussion

Then, when someone changes that file, the library will
send you an e-mail message notifying you of the
change.

To set up e-mail alerts for a file, place your pointer over
the file, and click Alert Me, as shown here. You'll then
set notification conditions, frequency, and other options.
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(:; Shared Documents - Windows Internet Explorer

View All Site Content
Documents

s Shared Documents
Lists

= Calendar

= Tasks
Discussions

s Team Discussion

Contoso > Shared Documents

Shared Documents

Mew =~  Upload -

Type Mame View Properties

i5H] 2009 Sales Figures L4 Edit Properties
) C ceting | P | Delete
kel] | How to sell more Send To

l.z._'l Chedk Qut

Alert Me

Send a link to a document library file

11:05 PM

r I_f Other Location

&1 E-mai a Link ql-l'rr]_

Download a Cnﬁ

You need to tell
someone about a new
PowerPoint
presentation that you
added to your team’s
library.

You can send her an e-mail with a link to the

presentation.

Place your pointer over the file, click Send To, and then
click E-mail a Link, as the picture shows. A new e-malil

message opens containing a link to the file.
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Rename document library files

ﬂ; Shared Documents - Windows Internet Explorer

Contoso > Shared Documents
Shared Documents
View All Site Content

Documents

® Shared Documents

Lists
= Calendar
= Tasks

Send To
_b Ched: Out
Discussions

Alert Me
= Team Discussion = =

You're used to
renaming files in
Windows, right?

Well, it's likely that at
some point you'll also
need to rename files

In a document library.

To do that, place your pointer over the file and click Edit
Properties.

Then, in the Name box, rename the file as you need to.
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Create a document library folder

/= Shared Documents - Windows Internet Explorer ) 7 You,” also Want to
PR o tanne know about creating
Contoso > Shared Documents fOIderS
Shared Documents
e ALSte Content : - Doing so helps keep
» Shared Documents [ E;I}F:fﬁrl:lwr ke this docurment - I your Iibrary org anised.

Lists

seting Skraktegy
= Calendar
= Tasks

Discussions

";,:|!:] Mews praduct line show

= Team Discussion

To create a new folder, use the New button.
Then click New Folder, and type a name for the folder.

When you're done, the folder will appear in the
document library.
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Use Windows Explorer to look at files

Working with files in a

& Shared Documents

Fle Edit Yiew Favorites Tools Help Web browser can be
€ ) 5 Dsesch [rodes [T+ () Folder sync tedious. When you're
Adhess |2 \contosolhared Documents >iem| doing a lot of file
o g 5, | - management, such as
_ making folders and
”‘ﬂ <] sttt S renaming files, you

might crave the feeling
of Windows Explorer.

2e Lraining

H-:iI:E'- PoweerPaint Pr...

You can get that feeling back even though you're
working with a library in a Web browser. And more than
that, this is also the one place where you can move files
Into other folders, as the picture shows.

Click Open with Windows Explorer on the Actions
menu.
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Delete files, and then recover them

g’:{ Shared Documents - Windows Internet Explorer

Contoso > Shared Documents
Shared Documents
View All Site Content
Documents oz View Properties
= Shared Documents o keting J Edit Properties
Lists s K Delete
» Calendar - Send To
= Tasks

gy ChedkOut

Discussions
= Alert Me
2| Recycle Bin

We've talked about
how to make folders,
rename files, and
move them around.
But how do you delete
a file?

Place your pointer over the file, and then click Delete on
the menu that pops up. This will put it in the Recycle
Bin.

You can also restore a deleted file: in the Recycle Bin,
select the check box next to the file, and then click
Restore Selection.
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Test 1, question 1

- —

How do you rename a file that is stored in a library? (Pick one
answer.)

1. Click the Microsoft Office Button, click Save As, and then
save with a different name.

2. Place your pointer over the file name, click the down arrow
that appears, and then click Edit Properties.

3. Click the Microsoft Office Button, and click Server.

4. Place your pointer over the file name in the library, click the
down arrow that appears, and then click Rename.
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Test 1, question 1. Answer

Place your pointer over the file name, click the down arrow that appears,
and then click Edit Properties.
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Test 1, question 2

- —

How do you delete a file that is stored in a library? (Pick one
answer.)

1. Click the Microsoft Office Button, and click Delete.

2. Place your pointer over the file name, click the down arrow
that appears, and then click Send to Recycle Bin.

3. Click the Microsoft Office Button, click Server, and then
click Send to Recycle Bin.

4. Place your pointer over the file name in the library, click the
down arrow that appears, and then click Delete.
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Test 1, question 2: Answer

e -

Place your pointer over the file name in the library, click the down arrow
that appears, and then click Delete.

You delete a file in the Web browser, not inside the program you use to
edit it.
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Test 1, question 3

e

The only way to move a file from one folder to another is to
use Windows Explorer. (Pick one answer.)

1. True.

2. False. You can also point over the file, click the down arrow,
click Send To, and then click Other Location.
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Test 1, question 3: Answer

S ——————

True.

Windows Explorer is the one place where you can move files. To use
Windows Explorer, go to your library. On the Actions menu, click Open
with Windows Explorer.
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Tips for working in Word, Excel, and PowerPoint

; :J Py
= Zompuker

File name:

Files of tvpe! | a4l pou

The first tip for
working in these
Office programs is
how to edit a file
without having to open
your Web browser.

Click the Microsoft Office Button @ and then click
Open. Then you can locate and open files the same
way you do for documents on your computer.

But instead of navigating to a folder on your computer,
you can type the URL for your library.
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Discover document library commands in your program

Marketing Strategy.docx - Microsoft Word If you have a

iew  View document library file

lﬁ E.::: :irﬁ.-tate copy and prevent other TH‘E:E gg‘lm‘l” :“ | JﬁrﬂE Open - read-only,
people from making changes pu=tiEaT and you need to check

K Read, cetee or v xamaxamm || OUL OF Check it in,

~#| Read, delete, or restore previous versions

of the document. ' ' I | you can dO that

Manage server information for the document

View Workflow Tasks

% show all active warkflow tasks currently Wlthout gOI ng to your

assigned toyou for the document.

= Document Management Information We b b rowse r

n, Wiew related documents, links, tasks, and
peaple,

Just click the Microsoft Office Button @ click
Server, and then you’ll see the commands shown

here.
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Always see where a file is located

Can you tell which
library this worksheet

T— or all Gocuments defaut IS in? No. But wouldn’t
that be helpful —

Proofing =| Do Mot Show Subtotals A save . .
Dowment ir - 9 Undo especially if you work

L Document Actions : S Redo

Advanced I with more than one
iﬁ:.' : n
) m ,_1 Document Managemen Ilbrary?

|_'f_,'_-.1 Document Managemen

§ E:" Excel Options

Popular Choose commands from: Customize Quick Access Toolban
Save

€. Document Panel
"B' Dollar Sign

To find out the location of a document, you can add the
Document Location command to Word, Excel, and
PowerPoint 2007.

You do this through each program’s Options window.
When you’re done, the document’s location will always
appear at the top.
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E-mail a file to a library

Here’s another great
tip, although it's not
-m : 2 jors ~ limited to Word, Excel,

: &l or PowerPoint 2007.

1 B &+ ¥ |5 Mew Hiring Policy

This is a tip you can
use with any e-malil
program.

)
Ll
FY

1

5] Pig's Sales Figures 4j4/2009

You attach a document to an e-mail message and
send the e-mail message to a document library.

The attachment will automatically be added to the
library, as shown here.
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Test 2, question 1

- —

How can you open a library file using Word, Excel, or
PowerPoint 2007? (Pick one answer.)

1. Click the Microsoft Office Button, click Server, and then
click Open.

2. Click the Microsoft Office Button, and click Server. Click My
Network Places on the left, and then double-click the library
on the right.

3. Click the Microsoft Office Button, click Open, type the URL
for your library, and then double-click the file you want.

4. Click the Microsoft Office Button, click Open, type the URL
for your site, and then double-click the file you want.
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Test 2, question 1. Answer

e

Click the Microsoft Office Button, click Open, type the URL for your
library, and then double-click the file you want.

And note that My Network Places is available on the left when you do
this. Click it, and you'll see recent network places, including your
SharePoint libraries.
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Test 2, question 2

- —

How can you check out a file from within Word, Excel, or
PowerPoint 2007? (Pick one answer.)

1. Click the Microsoft Office Button, click Open, type the URL
for your library, and then right-click the file and choose Check
Out.

2. Click the Microsoft Office Button, click Server, type the URL
for your library, and then right-click the file and choose Check
Out.

3. Click the Microsoft Office Button, click Server, and then
click Check Out.

4. Click the Microsoft Office Button, click Server, and then
click Document Management.
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Test 2, question 2: Answer

Click the Microsoft Office Button, click Server, and then click Check
Out.

This is where you can access the Check Out command from within
Word, Excel, or PowerPoint 2007.
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Test 2, question 3

e

To see the location of a SharePoint file, click the File menu,

and then click Properties. It’s easy to forget, but it’s the only
way. (Pick one answer.)

1. True.

2. False.
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Test 2, question 3: Answer

S ——————

False.

You can add the Document Location command to the top of Word,
Excel, or PowerPoint 2007.
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