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Introduction to Windows SharePoint Services and SharePoint Portal 

Serves 2003 

I. What is Microsoft Windows® SharePoint Services and SharePoint Portal 
Server 2003? 

 
Windows SharePoint Services is a component of Microsoft Windows Server 
2003. It is provided as a free download, and gives you a powerful toolset for 
organizing information, managing documents, and providing efficient 
collaboration environments. With Windows SharePoint Services, teams can 
create Web sites to share information and foster collaboration with other 
users. You can access content stored within a SharePoint site from a Web 
browser and through desktop applications such as Microsoft Office. 
 
SharePoint Portal Server 2003 is a server product that adds features you can 
use to build and manage integrated, large-scale portal solutions on top of 
Windows SharePoint Services. Windows SharePoint Services is a collection of 
services for Microsoft Windows Server 2003 that you can use to share 
information, collaborate with other users on documents, and create lists and 
Web Part pages. You can also use Windows SharePoint Services as a 
development platform to create collaboration applications and 
information-sharing applications. 

 
Team Collaboration and Sharing 

 
SharePoint sites provide places to capture and share ideas, information, 
communication, and documents. The sites facilitate team participation in 
discussions, shared document collaboration, and surveys. The document 
collaboration features allow for easy checking in and checking out of 
documents, and document version control. 

 
The collaborative tools provided by Windows SharePoint Services are easy to 
use, so you can share files and information and communicate more 
effectively with your coworkers. You can create and use SharePoint sites for 
any purpose. For example, you can build a site to serve as the primary Web 
site for a team, or you can create a site to facilitate for organizing a 
meeting. A typical SharePoint site might include a variety of useful tools and 
information, such as shared document libraries, contacts, calendars, task 
lists, discussions, and other information sharing and visualizing tools. 

 
SharePoint site users can find and communicate with key contacts and 
experts, both with e-mail and with instant messaging. Site content can be 
easily searched, and users can also receive alerts to tell them when existing 
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documents and information have been changed, or when new ones have 
been added. You can customize the site content and layout to present 
targeted information to specific users on precise topics. 
 
 
 
 
 
 
Naming Conventions 

 
Some basic naming conventions include the following: 
 
• The following characters are not allowed when naming files or folders, 

although they can be used in property names and values: / \ : * ? “ < > | 
# <TAB> { } % ~ & 

 
• A file name or folder name cannot end in a period or contain two or 

more consecutive periods. 
 

• File and folder names cannot be longer than 128 characters. Also note 
that the complete URL for the file or folder cannot be longer than 260 
characters. 

 
Windows SharePoint Services User Rights 

 
In Windows SharePoint Services, access to sites is controlled through a role-
based membership system. This membership system uses site groups. Each 
SharePoint site user belongs to at least one site group, either directly or 
indirectly. 

 
Site groups specify what rights users have on a SharePoint site. These rights 
determine what specific actions users can perform on the site; in essence, 
each site group is a collection of rights. Windows SharePoint Services has five 
default user site groups, which include the following: 

 
• Guest. By default, the Guest site group does not include any rights. 
 
• Reader. Members of the Reader site group can browse the SharePoint 

site. 
 
• Contributor. In addition to the Reader group rights, the Contributor site 

group includes rights that allow its members to add, edit and delete 
items on the site, for example, Word documents. 

 
• Web Designer. In addition to the Contributor group rights, members of 

the Web Designer site group can modify pages on the site. 
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• Administrator. Members of the Administrator site group have full 

administrative access to the site. 
 

Additional Features in SharePoint Portal Server 2003 
 

In addition to the features of Windows SharePoint Services, SharePoint Portal 
Server 2003 includes the following features: 

 
• News and Topics areas on the portal Home page 
 
• A personal site, called My Site, for portal users that has personal and 

public views and a link to your personal site on the portal Home page 
• Enterprise-level searching that includes searching across file shares, Web 

servers, multiple SharePoint sites, Exchange Public Folders, and Lotus 
Notes 

 
• The ability to target information to a specific audiences 
 
• Alerts that notify you when changes have been made to relevant 

information, documents, or applications 
 
• Single sign-on for enterprise application integration 
 
Managing Site Users and Permissions 
 
Information in Windows SharePoint Services is either secured at the site level 
or at the list level. By default, all lists inherit the permissions of the site that 
contains them. 
 
There are five site groups that Windows SharePoint Services makes available 
on every site, as described in the following table. 

 
Site Group Description of Rights Actual Rights 

Guest 

Rights given on lists or document 
libraries by way of per-list 
permissions are automatically 
added to the Guest site group. The 
Guest site group cannot be 
customized or deleted. Changes 
to list permissions define this site 
group. 

Varies 

Reader Has read-only access to the 
site. 

View Items, View Pages 

Contributo
r 

Can add content to existing 
document libraries and lists. 

All Reader rights plus: 
Add Items, Edit Items, Delete 
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Items, Browse Directories, 
Manage Personal Views, 
Add/Remove Private Web  
arts, Update Personal Web 
Parts, Create Cross-site 
Groups 

Web 
Designer 

Can create lists and document 
libraries and customize pages in 
the site. 

All Contributor rights plus: 
Manage Lists, Cancel 
Check-Out, Add and 
Customize Pages, Apply 
Themes and Borders, Apply 
Style Sheets 

Administrator 

Has full control of the Web site. This 
cannot be changed. 

All Web Designer rights plus: 
Manage List Permissions, 
Manage Site Groups, View 
Usage Data, Create Subsites, 
Manage Web Site 

 
 
 

II. Navigating a SharePoint Site 
 
Navigating the Site Hierarchy 

 
A SharePoint site can have many subsites, the hierarchy of which, on Web 
servers, resembles the hierarchy of folders on file systems. Sites that do not 
have a parent site are referred to as top-level sites. Top-level sites can have 
multiple subsites, and these subsites can have multiple subsites, down as 
many levels as you need. The entire hierarchical structure of a top-level site 
and all of its subsites is called a site collection. 

G02sp08.bmp 
If you have Administrator rights on the parent site, you can view the list of all 
subsites to the parent site. This list displays only the immediate subsites for the 
current site (one level down). 

 
1. On the top link bar, click on Site Settings. 

 
2. On the Site Settings page, under Administration, click on Manage sites 

and workspaces. 
 

3. On the Sites and Workspaces page, under Sites, explore the list of the 
subsites to your site. 
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4. On the top link bar, click on Home. 

 
You will now browse to the list of subsites in different way. 
 

5. On the top link bar, click on Documents and Lists. 
 

6. On the Documents and Lists page, on the left pane under See Also, click 
on Sites. 

 
 You might need to scroll down to see this link. 
 

7. On the Sites and Workspaces page under Sites, click a subsite. 
 

Each subsite within the site hierarchy (apart from the top-level site), has 
the link to the parent site displayed on the top link bar. 
 

8. On the subsite’s home page, at the right side of the top link bar, click on 
the link that points up to the parent site, such as Up to Information 
Technology Center. 

 
 
 

9. You are taken back to the home page of the parent site. 
 
 
III. Creating and Managing Sites 

 

Creating Sites 
 
1. On the top link bar, click on Site Settings. 

 
2. In the Administration section, click on Manage sites and workspaces. 

 
3. Click on Create, to display the New SharePoint Site page. 
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4. In the Title text box, type Teambuilding, to establish a display name for 

the new site. 

 collaboration, to help users understand the 
purpose for the new site. 

6. In the URL name textbox, type teambuilding for the Web Site Address. 
 

g conventions earlier in 
this section for best practices regarding naming. 

ilding site, use the default option 
Use same permissions as parent site. 

 

. Click on the Create button. 
 

 
5. In the Description textbox, type a description, such as Site for 

Teambuilding Committee

 

This will determine the value in the browser’s address bar that people will 
see when they visit the site. See the tip on namin

 
7. Click on the option button that defines the type of permission you want 

to initially use on the site. For the Teambu

 
 
8
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9. In the Template list, click on Team Site. 
 
10. Click on OK to create the new site with a default set of Web Part Pages, 

Web Parts, lists, and document libraries for the buyers to use on the new 
site. 

 
The Teambuilding Home page appears. 
 

11. In the upper-right corner, click on Up to Information Technology Center, 
to return to the parent site. 

 
Changing Permissions 
 
Change the permissions for a child site to inheriting permissions from its 
parent site to using unique permissions. 

 
1. On the top link bar, click on Site Settings. 
 

There is no “Manage users” link anywhere on the page because users are 
being managed at the parent site. 
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2. In the Administration section, click on Go to Site Administration. 

 
Again, there is no “Manage users” link anywhere on the page; only the 
“Manage permission inheritance” link. 

 
3. In the Users and Permissions section, click on Manage permission 

inheritance. 
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4. Click on Use unique permissions, and then click on OK to apply the 

 
Notice how this page has changed. You now have a copy of the users 

5. In the Administration section, click on Go to Site Administration, to 

 

ion inheritance back to inherit user permissions for the 
site from the parent site. But now you can manage the users of this site 
from here instead. 

 
 

change and redisplay the Site Settings page. 

and permissions that the parent previously managed. 
 

 

redisplay the Site Administration page. 

Notice the plethora of new options, including a “Manage users” link, 
available to you in the Users and Permissions section. Of course, you may  
change the permiss
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6. In the Users and Permissions section, click on Manage users. 
 
The Manage Users page appears. 

 
Rhaniel Bingcang is ITC’s Teambuilding Head, so he will need to be 
associated with the Administrator site group. Mary Rose Geronimo does 
not need to collaborate with the teambuilding committee, so she can be 
removed. And finally, you need to add the Teambuilding Windows group 
and associate it with the Contributors site group. 

 
7. Click on Rhaniel Bingcang. 

 
The Edit Site Group Membership: Teambuilding page appears. 
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8. Select the Administrator check box, deselect the Reader and Contributor 

check box, and then click on OK to apply the change. 
 
9. Select the Mary Rose Geronimo check box, and then click on Remove 

Selected Users. 

 
A warning dialog box appears. 
 
 
 
 

 
 
 
 
 
 

 
10. Click on OK to remove the user. 

 
Clicking the Cancel button would discard the removal request. 
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Changing a Site’s Theme 

 
1. On the Teambuilding child site from the Top Link Bar, click on Site Settings. 

 
2. In the Customization section, click on Apply Theme to Site to display the 

Apply Theme to Web site page. 
 

3. In the Select a Theme list, click on Green Archer. 
 

4. Click on the Apply button to apply a theme and then redisplay the Site 
Settings page of the Teambuilding site. 

 
5. Click on Home to display the new home page theme of the 

Teambuilding site. 
 
The Teambuilding site appears with its new theme. 

 
 
Deleting a Site 

 
As always, if you can create something, you also need to be able to un-
create it. Windows SharePoint Services generates all the necessary user 
interface elements to create, review, update, delete, and manage. 
However, proceed with prudence because once something in Windows 
SharePoint Services is deleted, it cannot be restored. You can put very good 
backup and recovery practices in place, but like a file on your file system, if 
something is created and deleted before a backup is run, it cannot be 
restored. There isn’t anything like a recycle bin available for Windows 
SharePoint Services yet. 

 
1. On the top link bar, click on Site Settings. 
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2. In the Administration section, click on Manage sites and workspaces. 
 

The Sites and Workspaces page appears. 
 
 

 
3. On the far right of the Christmas Party Meeting line, click on the Delete 

icon, to begin the site deletion process. 
 

The Delete Web Site page appears. 
 

 
4. Click on the Delete button to confirm the deletion request, complete the 

deletion process, and return to the Sites and Workspaces page. 
 
The Christmas Party Meeting site is no longer displayed. 
 

 
IV. Creating and Managing Libraries 

 
One of the most compelling features Microsoft Windows SharePoint Services 
provides is libraries. Libraries are a great place to store documents or forms. 

 
Creating Libraries 
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You can use libraries to store your documents on a SharePoint site rather 
than on your local computer’s hard drive so that other employees can more 
easily find and work with them. Libraries are similar to lists, but they are used 
instead to store files. Like lists, libraries have metadata, which lets you easily 
filter, sort, and group items in the libraries. 

 
Creating Document Libraries 

 
When you create a new SharePoint site, a generic document library called 
Shared Document is created for you. You might not want to use this library 
because it lacks a descriptive name. Instead, you should create new libraries 
for a particular category or subject of your business. 

 
1. On the top link bar, click on Create. 

 
The Create Page appears. 

 
Note: In the Document Libraries section, there are three (3) types of 
document library namely the Document Library, Form Library, and the 
Deleted Items Document Library (STS Web). If you want to create a 
document library where you can restore any deleted files or folders then 
choose the Deleted Items Document Library (STS Web).   

 
2. In the Document Libraries section, click on Deleted Items Document 

Library (STS Web). 
 
The New Document Library page is displayed. 

 
3. In the Name box, type the name that you want to give the document 

library, for example ITC Implementing Guidelines. 
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4. In the Description box, type the description of the document library, for 
example Contains the current ITC Implementing Guidelines. 

 

 
 
5. Click on the Create button. 

 
The new ITC Implementing Guidelines document library appears. 
Note that the Deleted Items and Deleted Folder views are present. 

 

 
 
Creating Form Libraries 

 
Form libraries function similarly to document libraries, but store specific types 
of documents—forms. Forms are a more structured type of information. They 
have a set of fields that are filled out in a uniform manner. Form libraries are 
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excellent for structured documents, such as Purchase Orders or Vacation 
Requests. 

 
1. On the top link bar, click on Create. 

 
The Create Page appears. 

 
 

2. In the Document Libraries section, click on Form Library. 
 
The New Form Library page appears. 

 
3. In the Name box, type Administrative Forms.  

 
4. In the Description box, type Contains ITC Administrative Forms. 

 
You have entered all the information necessary to create a form 
library. 

 
5. In the Navigation section, click on Yes tick box to link the form library to 

the quick launch bar in the home page. 
 
6. In the Form Versions section, click on Yes tick box to create a version 

each time you edit a file in the form library. 
    
7. Click on the Create button. 

 
The form library is created and you are taken to the new Administrative 
Forms form library.  

 
Creating Picture Library 
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Picture libraries work the same way as document libraries, except they are 
. The picture library provides special 

views for looking at all of the pictures in the library as a slideshow. 
 

1. On the top link bar, click on Create. 

he Create Page appears. 
 

2. In e Picture Libraries section, click on Picture Library. 

Th  New Picture Library page appears. 

3.  the Name box, type ITC Employees. 

4. escription box, type Contains pictures of ITC each employee. 
 

information necessary to create a picture 
brary. 

5.  
 

 

V. 
 

ies more compelling than using 
networked shared folders. You can use SharePoint libraries to store multiple 

ments, require approval for documents to be 
published, and sort and filter content easily. 

optimized for storing the picture file type

 
T

th
 

e
 

In
 

In the D

You have entered all the 
li

 
Click on the Create button.

The picture library is created and you are taken to the new ITC 
Employees picture library. 

 
Working with Library Setting 

Document libraries are one of the most powerful features of Microsoft 
Windows SharePoint Services. The additional features available in Windows 
SharePoint Services—such as versioning, approval, and navigation settings—
are what make SharePoint document librar

versions of your docu
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Each document library has setti gs you can change from the General 
Settings page. You can change the library’s name and description along 
with navigation, versioning, and approval settings. 

 

 
 

 
 
 

how a link to your 

 

fore they appear for other users. 

 

 copy of each edited version of the document 
each time a document is changed. This enables you to have multiple 
versions of the same document, so that you can easily see what the 

Configuring a Library 
 

n

 
 

With the Navigation settings, you can specify whether to s
library on the Quick Launch bar on the left side of the home page of the site. 
Libraries that are not shown on the Quick Launch bar can be accessed using 
the Documents and Lists link at the top of the home page. However, using 
the Quick Launch bar makes it easier to find your libraries. 

With the Content Approval settings, you can specify whether documents 
require approval in the library. If you enable Content Approval, you must 
approve new and modified documents be
The Content Approval setting is useful in situations in which you don’t want 
content showing up for everyone right away. For example, you might want 
to review vacation requests and approve them before they show up in the 
library on your site for all employees to see. 

With the Document Versions settings, you can turn on or turn off versioning of 
documents that are stored in the library. If you turn on versioning, Windows 
SharePoint Services saves a
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document contained before modifications were made and revert to any 
previous version if need be. 

In General Settings, you also have t
 

he option to specify a default template 
for the library. If you apply a template, Windows SharePoint Services opens a 

 user when a he or she  
clicks ew Document in the library. 

1. On top link bar, click on Documents and Lists. 

2. In e Document Libraries section, click on Administrative Forms. 

ou are taken to the Administrative Forms form library. 

3. Un er Actions, click on Modify Settings and Columns. 

You are taken to the Customize Administrative Forms page. 

k on the Change General Settings link 

uestion Require 
ontent approval for submitted items?. 

7. Click on OK, and then in the top link bar, click on Home. 
 

 

document based on this document template for the
 N

 
 the 
 
th
 

Y
 
d

 

 
4. In the General Settings section, clic

 
5. In the Navigation section, select Yes to the question Display this form 

library on the Quick Launch bar?. 
 

6. In the Content Approval section, select Yes to the q
c

 

Administrative Forms now is displayed on the Quick Launch bar. 
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ing to open the 
document. You need to make sure you have a sufficient number of columns 

 

proval Date and Revision Number. That way, you 
can quickly identify approval dates and revision numbers of certain ITC 

2. uidelines. 
 

pears. 
 
3. 

 
age appears. 

 
4. 

 

5. In the Column Name box, type the name of the new column, for 

6. In e type of information in this column is: Choice (menu to 

9. In the Type each choice on a separate line: box, type the name for your 
column, such as Policy. 

Working with Library Columns 

Like lists, library columns enable you to enter metadata for documents. This 
metadata can then be used by Document Library views to filter and sort 
documents. Metadata can also make it easier to find documents and know 
what type of information a document contains without hav

to effectively describe the documents you are working with. 

For instance, in the ITC Implementing Guidelines document library, you 
might want columns for Ap

Implementing Guidelines. 
 

1. On the top link bar, click on Documents and Lists. 
 

In the Document Libraries section, click on ITC Implementing G

 The ITC Implementing Guidelines document library ap

Under Actions, click on Modify Settings and Columns. 

The Customize ITC Implementing Guidelines p

Under Columns, click on Add a New Column. 

The ITC Implementing Guidelines: Add Column page appears. 
 

example Guideline Type.  
 
Th list, select 

choose from). 
 

7. Under Require that this column contains information:, select Yes. 
 

8. In the Type each choice on a separate line: box, delete the text shown. 
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10. On the next line, type Procedure. 

 

11. Click on OK, and then click on Go Back to “ITC Implementing 
Guidelines”. 
 
The new column named Guideline Type is displayed on the far right. 

 
Working with Document Metadata 
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When viewing documents in a SharePoint document library, seeing the title 
often is not enough to know exactly what the document is about. With 
SharePoint libraries you can use metadata - the data that describes the 
document. Using metadata makes it easier to find a specific document or a 
document about a specific topic. You can filter and sort documents based 
on specific metadata. 

 
1. On the top link bar, click on Documents and Lists. 

 
2. In the Document Libraries section, click on ITC Implementing Guidelines. 

 
The ITC Implementing Guidelines document library appears. 

 
3. Move your mouse over Implementing_Guideline-0711.doc, and then 

when an arrow appears to the right of the document name, click on the 
arrow. 

 
4. Click Edit Properties. 

 
The ITC Implementing Guidelines: Implementing_Guideline-0711 
page appears. 

 

 
 
 
 

5. In e Guideline Type field, select Procedure. 

6. Click on Save and Close. 
 

th
 



Microsoft Windows SharePoint Services and SharePoint Portal 
Server 2003 25 

 

WEB DESIGNER / ADMINISTRATOR User’s Guide 

The ITC Implementing Guidelines document library appears. 
Procedure is now shows up under Guideline Type for 

Implementing_Guideline-0711.doc 
 

 
Creating a View of a Document Library 

 
Document Library views are very similar to the list views you have learned 
about in the previous chapter. Views use the metadata on documents to 
filter, sort, or group documents together, thus making them easier to find. For 
example, the Plant Descriptions library could have two different views: one 
that shows only documents pertaining to plants in a particular family, and 
another that shows the documents sorted by how long the Garden 
Company has been carrying a specific type of plant. 

 
1. On the top link bar, click on Documents and Lists. 

 
2. In the Document Libraries section, click on ITC Implementing Guidelines. 

 
The ITC Implementing Guidelines document library appears. 

 
3. Under Actions, click on Modify Settings and Columns. 

 
The Customize ITC Implementing Guidelines page appears. 

 
4. Under Views, click on Create a New View. 

 
The ITC Implementing Guidelines: Create View page appears. 

 
5. Click on Standard View, and then in the View Name box, type a name 

for the view, such as By Guideline Type. 
 

6. Scroll down and expand Group By. 
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A list of options is displayed to the left of Group By 

 

 
7. From the First group by the column: box, select the column you would like 

to group by, for example: Guideline Type. 
 

8. Click on the OK button. 
 
The Customize ITC Implementing Guidelines page appears. 

 
9. Click on Go Back to “ITC Implementing Guidelines”. 
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The ITC Implementing Guidelines document library appears and in the 
left pane, a new view called By Guideline Type is displayed. 

 
10. Under Select a View, click on By Guideline Type. 

 
The ITC Implementing Guidelines document library appears, but the view 
is different. Documents are grouped by the Guideline Type property. If 
there are documents in the deleted items and/or deleted folder, they will 
be included in the view.  
 

 
Securing a Library 

 
After you have created a library, you might want to grant people more 
privileges or restrict their privileges. More often than not, you will want to give 
some people more access rights to a particular library. 

 
1. On the top link bar, click on Documents and Lists 
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2. In the Document Libraries section, click on ITC Implementing Guidelines. 
 
The ITC Implementing Guidelines document library appears. 

 
3. Under Actions, click on Modify Settings and Columns. 

 
The Customize ITC Implementing Guidelines page appears. 

 
4. Under General Settings, click on Change permissions for this Document 

Library. 
 
The Change Permissions: ITC Implementing Guidelines page appears. 

 
5. Click on Add Users. 

 
The Add Users: ITC Implementing Guidelines page appears. 

 
6. In the Users: box, type the user name or email address of the user you’d 

like to grant permissions to, for example, geronimom@dlsu.edu.ph. 
 

7. Under Permissions, select View, insert, edit, delete items. 

 
8. Click on the Next button. 

 
The contents of the Add Users: ITC Implementing Guidelines page 
changes. 

 
 
 
 

mailto:geronimom@dlsu.edu.ph
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9. Click on Finish. 

 
Mary Rose Geronimo is now added as a user and may also create and 
modify ITC Implementing Guidelines. You are then taken back to the 
Change Permissions: ITC Implementing Guidelines page where you can 
see Mary Rose Geronimo listed. 

 
Windows SharePoint Services also sends an e-mail message to Mary Rose 

 let her know that she has been granted the permissions. 
 

to
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ment, much like the Comment 
command in Microsoft Office Word. Discussions, however, are stored in the 

bles multiple users to 
comment on a document at the same time. 

1. n the top link bar, click on Documents and Lists. 

2. In e Document Libraries section, click on ITC Implementing Guidelines. 

e, click on the arrow. 

 
Using the Document Discussions Functionality 

 
You can store comments from a document or about a document on your 
SharePoint server with Windows SharePoint Services, along with Microsoft 
Office 2003. Document discussions functionality enables you to leave 
comments in a document, or about a docu

server rather than in the document itself. This ena

 
O

 
th

 
The ITC Implementing Guidelines document library appears. 

 
3. Move your mouse over Implementing_Guideline-0711.doc and when an 

arrow appears to the right of the document nam
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Click on Discuss, and then Open in the File Downlo4. ad dialog box. If 
prompted, type your username and password.  
The file opens in MS Word inside the Internet Explorer shell and the 

 

 

 
7. In the Discussion text: box, type the body of the discussion, for example 

The document is complete and is now ready for review. 

Discussions bar appears at the bottom of the window. 

5. On the lower-left corner, click on Discussions, and then select Insert 
about the Document. 

 
6. Type a subject  on the Discussion subject: box, for example Document is 

complete 
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8. Click on OK. 

 
 

 
The text appears in the Discussions pane. 
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Tip The next time you open Internet Explorer, the Discussions bar will 
appear at the bottom of the window. To turn the Discussions bar on or 
off, click the View menu, then click on Explorer Bar, and then click 

 

ed. You 
might want to delete them to create space or because corporate policy 

eriod of time. 
 

2.  the Document Libraries section, click on the library you would like to 

 
pears. 

 
3. 

 

5. Wh arning that the library will be permanently deleted appears, 

 
ou are taken back to the Documents and Lists page. 

 
VI.

 

ith others on a 
single document in a convenient environment where you can create or 

 

e deleted. Since the lifecycle for a Document 

Discuss. 

Deleting a Library 
 

Over time, you might accumulate libraries that are no longer need

dictates that communications are only kept for a set p

1. On the top link bar, click on Documents and Lists. 
 

In
delete. For example, ITC Implementing Guidelines. 

The ITC Implementing Guidelines document library ap

Under Actions, click on Modify Settings and Columns. 

The Customize ITC Implementing Guidelines page appears. 
 

4. Under General Settings, click on Delete this document library. 
 
en the w

click on the OK button. 

Y
 

 Working with Document Workspaces 

Document Workspaces has many features that enable you to work on a 
particular document more easily. You can collaborate w

store a document, and associate links with that document. 

You can think of a Document Workspace as a temporary SharePoint site. It is 
a collaborative environment for discussing, editing, and writing a single 
document, and enhances content creation. The Document Workspace 
usually has a short life—several months at most—because its main purpose is 
to help with content creation. Once the document is finished, it should be 
stored in a regular document library for other people to find and read it, as 
discussed in the previous chapters. The Document Workspace for that 
document may then b
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Workspace is short, you can expect to be creating and deleting Document 

 
 

There are two ways to create a document library. The first way is to create it 
 is to create it using a 

Microsoft Office 2003 application. 

1. n the top link bar, click on Documents and Lists. 

2. In e Document Libraries section, click on ITC Implementing Guidelines. 

 

 
 

Workspaces fairly often. 

Creating a Document Workspace 
 

through the SharePoint Web interface. Another way

 
O

 
th

 
You are taken to the ITC Implementing Guidelines document library. 

3. Move your mouse over Implementing_Guideline-0711.doc, and when an 
arrow appears to the right of the document name, click on the arrow. 
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4. 
 

 
 

5. 

A new Document Workspace is created for you and populates with 

 

ork on a document. It can be very difficult to find the Document 
Workspace after the first time you created it, unless you know exactly where 

 

Click on Create Document Workspace. 

The Create Document Workspace page appears.

Click on OK. 
 

information from the Implementing_Guidelines-0711.doc document. 

 

Accessing an Existing Document Workspace 
 
After creating a Document Workspace, you have to access it in order for 
you to w

to look.  

1. On the top link bar, click on Documents and Lists. 
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2. nder See Also on the left-hand side of the screen, click on Document 

3. 
uideline-0711. 

 

 
 

 

aterials: 
 
• Londer, O. (2005). Microsoft Windows SharePoint Services: Step-by-Step (Book 

and CD) 

U
Workspaces. 
 
The Sites and Workspaces page appears. 

Under Document Workspaces, click on the Document Workspace you 
would like to access. For example Implementing_G

The Implementing_Guideline-0711 Document Workspace appears. You 
can work with as you would in any SharePoint site. 
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