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1. Presentation of SharePoint

SharePoint is a collaboration tool which serves as an easy means of sharing documents and data

between a large number of users.
SharePoint provides:

» a collaborative work service based on a website: SharePoint users can create

specialised sites to share information, create and store documents, organise meetings
and enable the members of a team to work together on the same project via a web

browser.

 a document storage system: one of the basic principles of SharePoint is document

storage, which simplifies the document sharing process. SharePoint stores documents in
libraries. A library can be used to store one or more documents. Users can add more
documents to libraries and other users with the appropriate rights can consult them via

their web browser and also collaborate by modifying the documents.
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1.1. Logging on

To access a http://cwsm.coe.int/team21/DM_EXEC workspace you need to sign in with your user

name (e-mail address).

Sign In / Connexion

Your email adress [ Votre adresse mél :

Password / Mot de passe :

Sign In / Connexion

Sign me in automatically / M'inscrire automatiqguement

By ticking the "sign me in automatically' box you will install a cookie enabling you to log on during
the 8 hours following your authentication without having to type in your identifiers again.

A http://.cwsm... workspace is accessed automatically via the KEY account (integrated
authentication).

Depending on the parametering of your browser you may be asked to identify yourself, in which

case you must use your KEY\... account name and your usual password.
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A welcome page will then be displayed along the lines of the one below.

Council of Europe

HUMAN RIGHTS DEMOCRACY RULE OF LAW

COUMCIL  CONSERL
OF ELMIOPE _DF LEUROFE

Welcome fabrice, thomas@coe.int * @

#4 Documentation SharePoint [This Site: Documentaton shar|v] o 7]

Documentation SharePoint | /

Viewe All Site Content
Announcements *
Documents
Get Started with Windows SharePoint Servicest | HEw 10/06/2009 11:29
= Shared Documents by adm_CPTeam
Lists Microsoft Windows SharePoiniigervices helps you to be more effective by connecting peaple,
information, and documents. Fyr information on getting started, see Help. A .
= Calendar SharePoint Servi
n Tasks E Add new announcement
Discussions B
Calendar >
= Team Discussio There are currently no favofite links to
There are currently no upcoming evknts. To add a new event, dick "Add new event” below, display. To add a new link, fick "Add
Sites R i s new link” below.
People and Grpups E Add new link
&/ Recycle Bjn

/ N\ /

Webparts are SharePoint elements (or blocks) that can be customised and are visible on your

site's welcome page. Using webparts, you can directly display certain lists on your welcome

page.
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2. Lists

SharePoint stores all its information in the form of lists. They all work on the same principle but

may take different forms.

A list is a set of elements, for storing various information. These are some of the most commonly

used lists :
#+ lists of contacts (for storing names, addresses, telephone numbers etc)
lists of tasks (type of task, description, percentage progress, deadline etc)

lists of announcements (message with expiry date)

lists of events (type of event, place, start date, end date etc)

- = =

customisable lists, where the user (with adequate rights) creates a new list and

determines which information is to be shown.

You can view all the lists to which you have access on the welcome page: in the quick launch bar

and also in the Webparts section.

Council of Europe el count )
HUMAN RIGHTS DEMOCRACY RULE OF LAW

COUNCIL  CONSER.
OF ELFOPE O LELROPE

Welcome fabrice, thomas@coe.int =~ @

§#l Documentation SharePoint [This Site: Documentation Shar (] [P
View All Site Content
Announcements #
Documents l'
Get Started with Windows SharePoint Services! ! Hew 10/06/2009 11:29 U
= Shared Documents
by adm_CPTeam e " f
Mic t E
Lists Microsoft Windows SharePoint Services helps you to be more effective by connecting people, W‘ nd°ws
information, and documents, For information on getting started, see Help. I . .
= Calendar SharePoint Services
= Tasks = Add new annocuncement
Discussions Calendar = Links N
= Team Discussion There are currently no favarite links to
There are currently no upcoming events. To add a new event, dick "Add new event” below. display. To add & new link, dick "Add
Sites P AE e ] new link” below.
People and Groups \ & Add new link
5] Re%ycle Bin
\

o
Lists
Web Parts
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2.1. Displaying alist

There are two ways of displaying the contents of a list and the different items making it up:

- If the list is shown on the welcome page in the web parts section, you will see a
specific view of the list. To see the list in its standard display, or change the view,

click on the name of the list.

- Ifthe listis shown in the quick launch bar on the left, simply click on the link.

Example: the screenshot below shows the two methods of accessing the "Calendar "list:

Council of Europe

HUMAN RIGHTS DEMOCRACY RULE OF LAW

‘Welcome fabrice. thomas@coe.int ~ @

§# Documentation SharePoint [This Ste: Documentation Shar ] 19
Site Actions ~
View All Site: Content
Announcements *
Documents f '
There are currently no active announcements. To add a new announcement, dick "Add new = ‘j
® Shared Documents announcement” below. u’ j
VR i
Lists E Add new announcement W|nd0ws
= Calendar SharePoint Services
= Tasks Calend 2]
= [ews There are currently no upcoming events. To add a new event, dick "Add new|event” below. Links <
Discussions & Add new event There are currently no faverite links to
display. To add a new link, dick "add
= Team Discussion iy b i,
Sites & Add new link
Pecple and Groups
@ Recycle Bin

When you click on a list, a new page is displayed, showing all the list items.
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Welcome fabrice, thomas@coe.int = |

it

|This List: Calendar

Calendar

|2

View All Site Content
Documents

= Shared Documents
Lists

= Calendar

= Tasks

= News
Discussions

= Team Discussion
Sites

People and Groups

& Recycdle Bin

Use the Calendar fist to keep informed of upcoming meetings, deadlines, and other important events.

MNew = | Actions = Settings =

View: All Events

v ﬂ Title Location Start Time
g3 My Meeting Workspace Inew 10/05/2009 09:00
gfg My Meeting Workspace e 10/06/2009 16:00
;’._3,5 My Second Meeting ! rew 10/06/2009 16:00
gl My third Meeting [ Hew 10062009 16:00

Here you can see that all the columns are shown.

End Time

10/06/2009 15:00
10/06/2009 16:00
10/06/2009 16:00
10/06/2009 16:00

Al Diay Event
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2.2. Navigating in alist

Views is a key operating principle of SharePoint. Views can help you classify and manage
information and documents far more effectively, while keeping things flexible. The same

document, or the same information, may be displayed in several different ways without any

redundancy.
View
Shared Documents
Share a document with the team by adding it to this document library.
Mew + Upload ~  Actions v Settings ~ Vigw: All Documents -
Type Mame Modified Modified By All Documents
There are no items to show in this view of the "Shared Documents” document library. To create a new item, dick ™ew™ o "Upl Explorer View

[l» | Modify this View

i | Create View

The different displays are available for each list. When you click on a list, the "Alf Documents”
display is activated by default, and all the list items are displayed, in no particular order.
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2.3. Using the forum
2.3.1. Create a new discussion

To create a new discussion, click on "NMew =2 Discussion" in the main page of the team

discussion.

§@ Documentation SharePoint

@i| Team Discussion

View All Site Content Use the Team Discussion list to hold newsgroup-style discussions on
Documents Mew | b i Actions ¥ Settings +
= Shared Documents = e

L4 Create a new discussion topic.
Lists £ Discussion” disq
= Calendar
B Tacks

Then type the subject of the discussion and a text describing the content of the discussion, and
save using the "OK”button.

Council of Europe

HUMAN RIGHTS DEMOCRACY RULE OF LAW

CONSERL
OF EUROPE _DE LEURDPE

Welcome fabrice, thomas @coe.int = @

;’ﬁ Documentation SharePoint [ This Folder: Team Disaussion [+ |2

Team Discussion: New Item

| @ Attach File '?Spelhng..‘ * indicates a required field |
Subject * :h“'\y‘f‘\rs‘t discussion
Body A9 % =

£7 ) bl

- 3

AAlB I U =

A o
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2.3.2. Replying to, viewing, editing or deleting a post

You can access these functionalities by clicking on the discussion subject, which will open this

discussion. You can reply immediately by clicking on "Reply".

Council of Europe

HUMAN RIGHTS DEMOCRACY RULE OF LAW

Welcome fabrice. thomas@coe.int *

@4 Documentation SharePoint [This Lst: Team Discussion | 2]

|@a” i Team Discussion

View All Site Content Lige the Team Discussion list to hold newsgroup-style discussions on topics relevant to your team.
Documents Actions = | Settings + View: Flat -
» Shared Documents Posted BY
Lists [ e - |
| Started: 11/06/200% 09:56 View Properties —vﬁl Reply
= Calendar F 3 -
My first discussion
= Tasks (] ¥
b
= Mews |
Discussions

fabrice, thomas@coe.int
= Team Discussion

Sites
People and Groups

5] Recycle Bin

You can access the other functions by clicking on "View Properties'. This will take you to a

screen where you can reply, view, edit or delete a post.

Team Discussion: My first discussion

Close

Open | =i Reply JEdit Itemn | P Delete Item || Alert Me

Subject My first discussion

Body

Content Type: Discussion

Created at 11/06/2009 09:56 by fabrice. thomas @coe.int

Last modified at 11/06,/2009 05:56 by fabrice. thomas @coe.int
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2.4. Using adocument library
2.4.1. Adding or deleting a document

To publish a document, you must first choose which Document Library the document is to be
deposited in. Once you have opened the list concerned, there are two possible scenarios:

*  You want to create a new document

*  Your document already exists
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Shared Documents

iew All Site Content

Share a document with the team by adding it to this do

Actions =

SEfigs ~

» Tasgks

s Shared Documents Type Name
Lists il
® Calendar

WSS 3.0 DUNlisateur_FR. I Hew

[ 4

New document

: Fichier

Edtion  Affichage  Insertion Format  outls  Tableau

TETI= R A RN ) e

Fenétre ¢

| dLedurs. E i

nay 1w Documare

ENR PEW ERT RFF Anglsisfl .

“Enregistrer sous
Enregistrer dans : [IZ) Shared Documents ontestewsm . [w @ ([ @ X £ v ouis~
Dacumentation SharePoint

Shared Documents

B R

Hes documents
récents

Tpe  Name
)] WSS 3.0 DU utisateur_FR

Modified By
Fobrice.thomas@coe.int

Modified
10/06/2008 14:52

Bureau

Mes documents

Poste de travail

q o deficher | poczidee [v] [_Ewegstrer |
ISR | TypodeReer | pocment ward ¢os) ¥ ——

'Y

Existing document

Upload Document: Shaged Documents

Upload Document

Browse to the document you intend
to upload.

Version Comments

Type comments describing what has
changed in this version,

Mame:

[ |[(Erowse,
Upload Multiple Files. ..

[ add as a new version to existing files

Version Comments:

Lo J{ cae ]

' Choose file

8 LE

Look in: I a by Computer

T em s B

N

ty Documents

4 3% Floppy (A2)
e Local Disk (Ci)

:xhome.THOMﬂtss on 'Penrose-share' (P1)

My Recent e L ocal Disk (D)

Documents o) ocal Disk (E2)
@ L DVD-RAM Drive, (F:)
Desktop

My Computer
My Mebwatk  File name:
Flaces
Files of type:

Open I
Caneel

Al

| El
El

0 Files %)
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» If you create a document (by clicking on “Mew", the document template corresponding to
the list type will be opened, allowing you to edit your document in the normal way. When
you click on the save button (for example in Word), you will be asked to type in the
document name of your choice. You can see here that the "Save As" window is slightly
unusual: the blue band means that you are about to record a document in SharePoint.

Then validate.

* If you wish to add an existing document (by clicking on “Upload”), a page appears,
prompting you to type in the access path for your document. You can click on “Browse"
to access the Look in My computer window. Select the file, then validate the two

windows (Openthen OK).

The document is now present on the collaborative workspace and visible in the list:
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| This List: Shared Documents |

Shared Documents

View All Site Content
Documents

s Shared Documents
Lists

» Calendar

n Tasks

 Mews
Discussions

= Team Discussion
Sites

People and Groups

6] Recycle Bin

Share a document with the team by adding it to this document library,

Mew =

Upload =

Actions -

Settings -

Type

Mame

Modified

W] | wss 3.0 DU utiisateur FR I new

- | 10/06/2009 14:52

X

QEk &

View Properties

_' Modified

fabrice.

Edit ¢

Edit Properties <
Edit in Microsoft Office Ward
Delete

Approvereject
Check Out
Version History
Workflows

Alert Me

AN

Document editing ]

\ -
Send To ———— Document deletion

« To consult a document (without being able to modify it), simply click on its name.
To modify a document, you must click on " Edit in Microsoft Office ... " of the context menu

(and not on its name).

* To delete a document, simply click on "Delete"
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Using a calendar

When a list is displayed, click on "Mew ltem"to add a new item.

Calendar

IUse the Calendar list to keep informed of upcoming m

Mew | =| Actons = Settings ~

New Item

(=i Add a new item to this list,

The example below shows a calendar list. The screen for adding a new item will be as follows:

Council of Europe

## Documentation SharePoint

IMAN RIGHTS DEM

All Day Event

Recurrence

Workspace

This Folder: Calendar |1I Fel
| ulssementation SharcPoint, gie Senaes &
Calendar: New Item
[ o« J[ coneel |
| [ Attach File | %7 Spelling... TdEatEs a required field I
— / '
Title * | / |
/
Location | |
Start Time * [11/06/2009 11 |vl oo [v]
End Time * |11/06/2009 |2 [ 11 [vl a0 |v|
Description

[ make this an all-day aXtivity that doesn't start or end at a specific
hour.

[Imake this a repeating event

[usea Meeting Workspace to or
documents, minutes, and other detai

nize attendess, agendas,
for this event.

[ oK Cancel ]
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You will then be asked to provide all the information relating to an event (Title, start date, end
date, description, place and frequency).

In addition to the event title and the description you can enter a start date and end date.

You can make it a repeating event by ticking the "Recurrence” box (daily, weekly, monthly,
yearly).

Recurrence Male this a repeating event.

G)Dail\yr

&) Every |1 day(s)
OWEEHY

O Every weekday
C)l‘\-h:-rlthl\,-r
OYEEFW’

Date Range

Start Date
11/06/2009

:ﬁ @ No end date
= O End after: 10 occurrencels)
(] End by:
=

The last option on the new item screen enables you to create a Meeting Workspace for it.
Workspaces will be described in the section of that name below.

Note: The fields marked with * are obligatory.

Once you have filled in all the fields, validate by clicking on the "OK™ button.
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##l Documentation SharePoint

LDocumentabion SharePoini

mE Calendar

View All Site Content Lize the Calendar list to keep informed of upcoming meetings, deadlines, and other impartar|
Documents Mew = | Actons = Setfings -

= Shared Documents {} 0 i Tite Location

Lists o | My Meeting Warkspace | HEW - |

» Calendar // g8 My Meeting Workspace ! HEW Viewy Ttem lf]

* Tasks 83 My Second Meeting ! Hew G2 EditItem =

= News 88 My third Meeting ! Hew X | Delete Item

pit Event added 7 Alert Me

= E | [ Context menu ]

The new event has been added to the list. If you click on the title of the event, the full data for the
event will be shown, but clicking on ~ (to the right of the title) opens up a context menu, enabling

you to view the event, modify it, delete it and also receive e-mail notifications when this item is
modified.
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2.6. Connected functions

2.6.1. Check-out

When someone is editing a document, it is crucial that no one else modifies it at the same time. If
that happened, the last person to save their document would overwrite the other person's work,
and those data would be lost.

Using the "Check Out" function overcomes this problem.

Shared Documents

Share a document with the team by adding it to this document library.
Mew = Upload =  Actions -~ Settings -

ype  Mame

W | wsS 3.0 DU utiisateur_FR ! rew -

View Properties

Edit Properties

Edit in Microsoft Office Ward
Delete

Send To »
Chedk Out

@k XIBdl

Workflows

Alert Me

When you are planning to modify a document, click on “Check Out "in the context menu of the
document concerned. You are now the only person with rights to write in this file. If someone
was to open the document while you were editing it, they could consult it but not save any
changes they made.
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Once you have finished editing the document, you must select "Check In" to restore it to its

normal state.

Note: You are strongly advised to use this option. Indeed, this function is indispensable for

Directorate General of Administration and Logistics

Information Technology Department

Shared Documents

Share a document with the team by adding it to this document library.

Mew = Upload =~  Actions = Settings -

Type Mame

Ey | wss 3.0 DU utiisateur_FR ! new

View Properties

Edit Properties

Edit in Microsoft Office Word
Delete

Send To

Chedk In

Discard Check Qut

@pEe  X[E

Workflows

Alert Me

lengthy document modifications.
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2.6.2. Version History

This option enables you to save all the successive versions of documents and allows you to

restore the document as it was on a previous date.

"y

To backtrack to a previous version of a document, click on < "Version History " of the context

menu of the file concerned.

Shared Documents

Share a document with the team by adding it to this document library.

Mew = Upload =  Actions - Settings -

Type Mame

@] | wss 3.0 DU utiisateur FR ! new -

View Properties

Edit Properties

Edit in Microsoft Office Weord
Delete

Send To »
Ched: Qut

Version History

@k XE &

Warkflows

Alert Me
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A list of the different versions is displayed. To display the content of each version, simply click on

its date and a read-only version of the file will be opened.

Versions saved for WSS 3.0 DU utilisateur FR.doc

All versions of this document are listed below with the new value of any changed properties.

Delete All Versions

Mo. +  Modified Modified By Size
2.0 10/06/2008 14:52 fabrice. thomas @coe.int 2.9 MB

1.0 10/06/2009 14:49 fabrice, thomas @coe.int 2.9MB

Title WSS 2.0 DU utilisateur_FR.

If you wish to restore a previous version, select "Restore"in the context menu of the desired

version.

Celete All Wersions
No. ¢ Modificd

2.0 10/06/2009 14:52

1.0 10/06/2009 14:49 Wiew

Title WSS 2 Restore
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2.6.3. Approval

This option makes it possible to control the input of information. If approval is activated for a list,

the user can submit information and then view it in "My Submissions".

View: | All Documents -

All Documents
Explorer View
Approvefreject Items
My submissions

[[* | Modify this View

i | Create View

They will be able to see the approval status together with any comments made by the approver.

Shared Documents

Share a document with the team by adding it to this document lbrary.

Mew = Upload =~  Actions ~ Settings ~ View: My submissions ~

Type Name Modified Modified By Approval Status

=) Approval Status : Approved (1)
|£l] WSS 3.0 DU utilisateur_FR I new 10062009 14:52 fabrice. thomas @coe.int Approved

23/33



s Directorate General of Administration and Logistics p

: 7
ny @coe./nt

Information Technology Department

COUNCIL  CONSEIL
OF EUROPE __ DE L'EUROPE -t

3. Managing alerts

The alerts system enables you to receive e-mail notification whenever the workspace content is

modified.

The alerts must be set up by the person who wants to be notified.

3.1. Activating general alerts

» To setup alerts, click on "Alert Me" (in the "actions”menu).

The "Alert Me" option is available when you are in a document library, a discussion board or a list.

News

Mews decription

Mew -~ | Actons'= | Settings ~

@ Title 1 | Edit in Datasheet
=17 | Bulk edit items using a datasheet
Therearen _/j Farmak. R ? 5

== Export to Spreadsheet
1 Analyze items with 3 spreadshest
application

S
: View RSS Feed
LAY | Syndicate items with an RSS reader,
re

Alert Me
Receive e-mail notifications when
items change.
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New Alert

Use this page to create an e-mail alert notifying you when there are changes to the spedfied item, document, list, or library.

View my existing alerts on this site.

Ok ] [ Cancel

Alert Title

Enter the title for this alert. This is induded in the subject of the e-mail notification sent for this
alert.

Mews

Send Alerts To E-mail address:
This alert will be sent to the e-mail address indicated. Fabrice. THOMAS @coe.int

Change Type Only send me alerts when:

Spedfy the type of changes that you want to be alerted to. ® All changes
O New items are added
O Existing items are modified

O 1tems are deleted

Send Alerts for These Changes Send me an alert when:

Spedify whether to filter alerts based on specific ariteria, You may also restrict your alerts to only ® Anything ch
indude items that show in a particular view. Anything changes

O someone else changes an item
O Someone else chanaes an item created by me

O someone else changes an item last modified by me

When to Send Alerts
Specify how frequently you want to be alerted. @ Send e-mail immediately

Osenda daily summary
Osenda weekly summary

Time:

Ok I [ Cancel

* Your e-mail address is shown in the "Send Alerts to"field, and other users can be
added

« Indicate the type of modification and the alert frequency, then validate by clicking
on the "OK" button.

NB: the "Send Alerts for these Changes”menu enables you to filter the alerts, so that you

are not alerted to your own changes to a document, for example, or to restrict alerts to
changes to documents you have created.
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3.2. Setting up specific alerts
3.2.1. Within a discussion board

An alert may be made specific to a discussion or a particular post.

To make it specific to a discussion, place the cursor on the desired discussion subject and click

on "Alert Me"in the drop-down menu (see below)

Team Discussion

Use the Team Discussion list to hold newsaroup-style discussions

Mew =  Actons - Settings -

Subject
My first discussion ! HEw =
View Item
52 Editltem
¥ Delete Item
Alert Me

To make it specific to a post: click on "View Properties"

Team Discussion

Use the Team Discussion list to hold newsgroup-style discussions on topics relevant to your team.

Actions - Settings - Wi

ew: Flat -

Posted By

| Started: 11/06/2009 03:56

View Properties | _¢' Reply |

My first discussion
all
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and then on "Alert Me"

Team Discussion: My first discussion

Close

Open | =i Reply _EEdit Item ){ Delete Item || Alert Me

Subject My first discussion
Body

Content Type: Discussion
Created at 11/06,/2009 09:56 by fabrice. thomas @coe.int

Last modified at 11,/06/2009 09:56 by fabrice. thomas @coe.int
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Then choose the filter, the desired frequency and validate the alert with the "OK"button.

New Alert

Use this page to create an e-mail alert notifying you when there are changes to the spedfied item, document, list, or library.

View my existing alerts on this site,

OK ] ’ Cancel

Alert Title

Enter the title for this alert. This is induded in the subject of the e-mail
notification sent for this alert.

Team Discussion: My first discussion

Send Alerts To E-mail address:
This alert will be sent to the e-mail address indicated. Fabrice. THOMAS @coe.int
Change Type Only send me alerts when:

Specify the type of changes that you want to be alerted to. ® All chianges

O New items are added

(@] Existing items are modified

O Items are deleted
Send Alerts for These Changes 5end me an alert when:
Specify whether to filter alerts based on spedfic criteria. You may also .
restrict your alerts to only indude items that show in a particular view. ® Anything changes

O someone else changes a post
O Someane else changes a post created by me

(O someone else changes a post last modified by me

When to Send Alerts
Specify how frequently you want to be alerted. ® send e-mail mmediately

Csenda daily summary
Csenda weekly summary

Time:

CK ] [ Cancel
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3.2.2. Within a document library

Council of Europe

HUMAN RIGHTS DEMOCRACY RULE

Welco

This List: Shared Documents |v_|

Share a document with the team by adding it ta this document library,

Madified

- | 10/06/2003 14:52

Edit in Micosoft Office Word

i FE: Shared Documents
View All Site Content
Documents Mew =+ Upload = | Actions =
= Shared Documents Type fizme
Lists W] | wss 3.0 DU utilisateur_FR ! new
= Calendar View Froperties.
= Tasks 3 Edit Properties
= Mews @3
Discussions XK Delete
= Team Discussion Send To
Sites € | Approve/reject
People and Groups | &y | checkout
8] Recycle Bin 23] version History
F (% | Workflows
Alert Me

) Modified By

fabrice. thomas @coe.int

»
@cdl nt
£S5
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Then choose the filter, the desired frequency and validate the alert with the "OK"button.

New Alert

Lse this page to create an e-mail alert notifying you when there are changes to the specified item, document, list, or library.

View my existing alerts on this site.

OK. ] [ Cancel

Alert Title

Enter the title for this alert, This is induded in the subject of the e-mail
notification sent for this alert.

Shared Documents: WSS 3.0 DU utilisz

Send Alerts To E-mail address:
This alert will be sent to the e-mail address indicated. Fabrice, THOMAS @coe.int
Send Alerts for These Changes send me an alert when:

Spedfy whether to filter alerts based on spedific criteria. You may also .
restrict your alerts to only indude items that show in a particular view. ® Anything changes

O Someone else changes a document
O someone else changes a document created by me

O someone else changes a document last modified by me

When to Send Alerts
Specify how frequently you want to be alerted, @ send e-mail immedistely

Csenda daily summary
Osenda weekly summary

Time:

OK ] [ Cancel
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3.3. Managing alerts

To view all your alerts, click on the “view my existing alerts on this site”link at the top of the alert
creation page.

Council of Europe

HUMA]

New Alert

lse thiz page to create an e-mail alert no

View my existing alerts on this site.

A summary of the alerts set up on the site is shown in the example below.

Council of Europe

HUMAN RIGHTS DEMOCRACY RULE OF LAW

@8 Documentation SharePoint
Documentation SharePoint

My Alerts on this Site

Lise this page to manage the list of libraries, files, lists, and items for which you receive alert
do not appear on this page, Click the name of an alert to edit its settings.

|= Add Alert ¥ Delete Selected Alerts
Alert Title

Frequency: Immediate

Fl Calendar

O Shared Documents: WSS 3.0 DU utilisateur_FR.doc

To delete an alert, tick the corresponding box and click on "Delete Selected Aleris"
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4. Workspaces

The meeting workspace is linked to one or more meetings, enabling the players to gather the
documents, agendas and tasks relating to the meeting(s).

The workspace looks very much like a standard teamworking site:

#4i My Meeting Workspace i i iy Mestng Worspe v ]

g Home

| My Meeting Workspace

Date: 10/06/2003 Time: 09:00 - 16:00 > Information on
@ Go to Calendar

e

Objectives [ Pa ge ] ~ Agenda ~;

There are no items to show in this view of th anew item, Subject Ciwmer Time
click "Add new item” below,

ta bS There are no items to show in this view of the "Agenda” list. To create a new item, dick "Add new
E Add new item item” below.

E Add new item

the event

Attendees b
e Response Document Library N
conseil.personnalise @coe.int None Type MName fied By
[E Manage attendees o items to show in this view of the "Document Library™ document library. To create a
ick "Add new document” below,
Web parts
document

Tasks ¥

There are no items to show in this view of the "Tasks" list, To create a new item, dick "Add new
item” below.

& Add new item

Decisions ¥

Eredsion Status

There are no items to show in this view of the "Dedsions™ list, To create a new item, dick "Add
new item” below,

= Add new item

You can see that the information for the event linked to this workspace is displayed, and a set of
lists (in the form of web parts) has been added automatically.

This workspace functions in the same way as the root SharePoint site, with the sole difference
that it has no welcome page.
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The workspace may be linked to several events. The different events are displayed on the screen
by their respective date:

@@ My Second Meeting This Site: My Second Meeting |+

| 4 ‘ My Second Meeting

Date: 10/06/2002 Time: 16:00 >3
@ Go to Calendar

Home

Select a date from L
e STt Objectives - Agenda p

aTest ! HEw Subject Chwerier Time

= Add new item There are no items to show in this view of the "Agenda” list. To create a new item, dick "Add new item™

below.
Attend * [E Add new item
MName E Response
conseil. personnalise @coe.int None Do t Library -

it M 1 Madified B
[zl Manage attendses s ame 4 Modified By

There are no items to show in this view of the "Document Library” document library. To create a new
item, dlick "Add new document” below,

= Add new document

Different Taks ’
Title ) Assigned To

meet| ngS There are no items to show in this view of the Tasks" list. To create a new item, dlick "Add new item™
below.

[ Add new item

Decisions b

Diedsion Contact Status

There are no items to show in this view of the "Dedsions" list, To create a new item, dick "Add new item”
below.

E Add new item

You can switch between meetings by clicking on the relevant date.
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