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REPUBLIC MORTGAGE INSURANCE COMPANY — USING MYSITES FOR COLLABORATION

Preparing for Class

Co-Facilitator

Because this class covers collaboration techniques, you will require the
assistance of a co-facilitator. The role of the co-facilitator is to participate in a
number of the task demonstrations and to act as an exercise partner should
there be an odd number of participants in the class.

Exercise Partners

A number of the exercises require that participants work in pairs. Before class
begins, each student will need to be assigned an exercise partner to work with.

Class Materials

e Agenda Poster

e Collaboration Flow Poster

e C(Class Roster

e Instructor Guide

e Collaboration Overview Presentation

Participants have been instructed to print the User Guide and bring them to
class. Note that all class exercises are included in the User Guide

Electronic Files Needed for Class

All electronic files are located on the My Sites — Associate Training Workspace in
the Practice Files folder. All practice files should be uploaded into the Private
Document Library on the Teacher MySite

Training Room Set Up

e Turnonall PC's but DO NOT log in

e Use the Instructor PC in the Training Room rather than your laptop
o PC login name: teacher
o Password. teacher1

e Put up posters
e Verify that all PC’s are running Office 2003 application suite.

Before Class Begins

Instruct the participants to logon to the classroom PC’s using their network logon
ID and Password.
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After the Class

e Log out of all classroom PC’s
e Remove any shortcuts from the Desktop




Table of Contents

Prepaning for Class. .. ..o 55
INtrodUCHION @Nd OVEIVIEW ......ceeeeeeee et e e e e e e e e et e e een, .6
W IS G Ol O Ao 2. s sms s s s e s R s e .6
Current Collaboration at RMIC ... .o /
Other Benefits to Virtual Collaboration.................... e e sl R R 10
511111 ] 2 L Lo [N SE e ey S — 9
Craating 2 Document Workspaee assssmnsmassmmspmpssmswmsmmmmm, 11
Create a Document Workspace from within MySite...............ccoooil, .11
Control Document Versioning............oooiiiiiiiie e .16
DOGUTIE AL VL ETSIOTIETG e oo wncmmmmmemmmmen s mmnmsasnmsms mmemames S 9 R TR SO SR S .16
Fdit 2 Sharet DOGUINGIL . ....ooesssssnsssis s s ssmis i iy s ssses e .Y
View, Restore, and Delete Document Versions................ e, 18
Sharepoint Integration with MS Office ... 21
Add a Member to a Document Workspace ..o, 21
BESIAN B FABK ... ccormrnmnomsmmsssmssess i A S e T S P A G wwrw s 22
CIEAe G LI . e s e e U RS PR SO 23
Creating a Document Workspace Through e-Mail Attachments .................... D
ReVviewing @ DOCUMENT.........oiiii e e 28
Track, Accepl, Rejctl CHARFES. ..o sms s s o S IR R wres 29
Delefing 8 WOIKSDAGE .......oonnssnes osskiss 8805 00 e e s S A S o s s s 32
Publish Back to Source LoCation ........o.oeieiii e D2
Deleting a Document WOrKSPaCE. ........covvuiiiiiiiiieeee e, 53




MODULE 2 - CREATING A DOCUMENT WORKSPACE

Module

Introduction and Overview

Time: 10 minutes
Page 4 — User Guide

This module will be covered using the Collaboration Overview Presentation as the
visual. The class agenda is the second slide. Point out that there is a detailed agenda

on the wall.

Set audience assumptions: 1) All participants have attended the Introduction to MySites
Training. 2) All participants currently collaborate on documents, files, and/or reports. 3)
All participants are proficient in Microsoft Word 2003.

What is Collaboration?

Slide 3 of the presentation covers the definition of collaboration.

If one person had all of the required knowledge to perform a task, there would be no
need for teams. In addition, if the only purpose of a team was to gather the input of all
the members, that could be accomplished by one individual collecting information from
multiple sources and then summarizing them. The true value of teams is through

shared creation or synergy. Effective team collaboration is a three-step process of
collecting, integrating and then building on individual inputs.

Input: Each team member brings their individual knowledge and experience. This can

be done in either a synchronous or asynchronous environment. Note that when time Is
at a premium, asynchronous processes are more efficient.

Integration: Once knowledge has been shared, the information must be integrated and
shared with the entire team. Keep in mind that integration is not summarizing,
integration involves finding out how all in individual inputs fit together. Once again
iIntegration can be done synchronously or asynchronously.
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Synergy: The third and most important phase involves a collaborative team effort that is
based on iterative feedback loops among the team members.

Current Collaboration at RMIC — Page 4 — User Guide

Slide 4 in the presentation. This information was covered during the Introduction class.
Quick review of the improved productivity associated with virtual collaboration.

Each RMIC associate has a secured “usersub” on the network. This folder is used 10
store working documents and confidential files. Since no other RMIC associate has
access to another individual's usersub, collaboration cannot take place on the
documents or files stored there.

Each department at RMIC has a secured network drive. Files stored on a network drive
can be used within a single department for collaborating on files.

Finally RMIC has a corporate common network drive that allows users to share
unsecured files among cross-functional teams and department.

Another means for sharing documents within cross-functional teams is corporate e-mail.
Associates often email a document to one or more individuals for collaboration. Those
who receive the document usually save to their individual usersub, make edits and/or
comments, and e-mail the modified document back to the sender. It is then up to the

owner to merge all of the changes.

The distribution of printed documents is another way that RMIC associates collaborate.
Document owners may ask for feedback from collaborators and mark up copies of the
orinted materials. The document owner must then merge the changes and repeat steps

as necessary until the document is finally approved.

There are a number of challenges and disadvantages associated with RMIC’s current
means of collaboration. Specifically:

e There is a risk of duplicate files in multiple locations

e There is a risk of users accessing an old version of a document when a
newer version iIs available

o File shares and email boxes may contain unusable out of date
information

e Files stored on a user’s desktop are not backed up on tape
e Email attachments are not searchable and fill up email boxes

e Merging changes into a new version of a document is time consuming
and cumbersome
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e Using a keyword search for documents within Windows Explorer does
not filter out PC system files and cannot search against multiple

sources at one time

* Ifauser's employment is terminated, any folder they created on a
network drive must be manually deleted

o ltis impossible for users from different departments to collaborate on a
confidential document with the use of email attachments

e Collaboration with printed materials is a waste of paper and merging
changes is very time consuming and tedious

Microsoft SharePoint technology has the capability to address these challenges
and provide RMIC associates with more productive and effective means of

collaboration. Specifically, SharePoint allows for:

Slide 5 reviews some of the specific features of Sharepoint that allow for efficient
collaboration.

e Uniformity of disk space each user is allotted for personal file storage

e Information is organized in one site and is accessible by anyone in the
company unless secured by the MySite owner

e Document management and collaboration is streamlined through one
system (Al)

 MySites are indexed and backed up nightly with the rest of the
Associate Intranet

e The need for manual administration of MySites is minimal

e MySites doesn't restrict document file size (vs. email attachments), but
a site-wide quota of 100MB is enforced

e Certain file formats are restricted from being uploaded such as mdb
(Access), mp3, or scripts that could potentially be viruses

Other Benefits to Virtual Collaboration

Slide 6 in the presentation. Credit the book “Virtual Teams That Work” by Cristina
Gibson with the information contained in this section. Also point out that using virtual
collaboration during the input and integration phase allows individuals to focus on true

collaboration during face-to-face meetings rather than wasting meeting time performing
knowledge transfer.

In addition to the features and functionality of Sharepoint, there are a number of
other advantages to collaborating virtually. Specifically:

e The bringing together of representatives from numerous locations
e If diverse intelligence is leveraged, better outcomes that one person could
achieve alone
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o More equal representation of all team members
e Relationship conflicts are more likely to be filtered out of computer-mediated

communication
e Meetings are more effective when Input and Integration has already taken

place.

Getting Started

Page 6 — User Guide
This section is also covered in the Introduction class — and is worth repeating in this
class. The goal is to have participants begin to think about what files they collaborate

on and how they utilize their electronic files.

When working with documents within your MySite, you will want to think about how you
utilize your files. Consider the following:

Will other associates need to view this document?

Will other associates need to edit this document?

If someone is looking for this file, will they be able to easily locate it?
e s this file updated on a regular basis?

e Ifso, do| need to keep a history of previous versions?

e Is this file associated with a short or long term project?

e How long will | need to keep an electronic copy of this document?

The way you answer these questions will affect how you set up your Document
Workspaces and manage your files.

Exercise 1.1
Page 7 in the User Guide. Allow 2-3 minutes for this exercise. The purpose of this

activity is to give the participants a chance to think about and plan their next

collaboration.
In the space below, list types of documents, files, reports, etc. you would collaborate on

with others to complete.
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Page 8 — User Guide
20 minutes

Module

Creating a Document Workspace

A Document Workspace is a separate page on your MySite that is dedicated to
collaboration on a single document. Within a Document Workspace you can view ana
edit the document, share the document with other associates, assign tasks associated

to the document and provide links to resources related to the document.

Explain that your Document Workspaces will display on your Public View of your
MySite. Demonstrate with the Teacher MySite by clicking on the Public View link on the

left side of the screen.

Create a Document Workspace from within MySite
Page 8 - User Guide

All of your business documents should be saved to one of your private document
libraries on your MySite. Be default your MySite has two document libraries: Private

Documents, and Shared Documents. All files in your Private document library can be
accessed only be you. All files in your Shared Document library can be accessed by

any RMIC Associate.

For documents that require collaboration with other associates, you will create a
separate space on your MySite called a Document Workspace. Once you have
created the Workspace, you will add Members. Workspace Members are those

associates who you will be collaborating with on your document.

Before you create the Document Workspace, you must first create the document and
save it into your Private Document Library on your MySite.

Reiterate that you save into your Private Document library not your Shared Document
Library. |

11
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Use the file “budget 2006 .xIs” that was loaded into the Teacher Private Document
Library as your example. The instructor will demonstrate this set up from the Teacher

PG.

The co-facilitator will also be performing these steps from their laptop so that the
Instructor can demonstrate both sides of collaboration — being the document owner and
being the one with whom a document is shared.

To create a Document Workspace, complete the following steps:

1. Navigate to and

open the

Document Library
that contains the
file that you want

to share.

2. Move your cursor
over the name of
the document to
display the smart

tag.

ments and Lists  Site Settings Help

Sherry Wilson
Private Documents

(I |

Use this docurnent library for documents that you wank to keep private. They will only be visible to you.

nent 'ﬂ*né-'-f-} Falder T Fiter ﬁEd’rln Dratashes

Type Mame Modified AModifiedBy Checked Qut To
]  Actuate_QO_Training_Manual 1/24/7005 3:09 PM Sherry_wilson@rmic.com
l!ilj- My Site Usur.;G-u:du + 1171972004 3'.1.6 B Sharry_wilsor@rmic.com
Updated View Propertias 1/12/2005 1:58 PM sherry_wilson@rmic.com

j Eait Properties

4 Mortgage T | 1/24/2005 3:13 PM Sherry_wilson@mic.com
@ Edit in Microsoft Office Word j AT

4 TestFold }( Dalats 3/10/2005 2:56 PM Sherry_wilson@rmic.com

5 Travel Fq ), Chack Out 1/12/2005 2:00 PM Sherry_wilson@rmic.com

=] Version History

| Addto My Links
Subrnit to Portal gres
Alert Me

Discuss

Create Document Workspace

3. Click the dropdown arrow and select Create Document Workspace.

4. When the Create Document Workspace page displays, click o]

5. SharePoint then automatically creates a new page on your MySite. This page is
your Document Workspace.

Dacuments
Pictures
Lists
Contacks
Events
Discussions

Ganeral Discussion
SUrveys

ﬂ Home Documents and Lists Create Site Settings Help

MySite User Guide

Up to Sherry Wi[_r.;nn

Al

Home _
Modify Shared Page ~
Announcements ; ; . ot
welcome to the MySite User Guide Document Workspace ! rew 3/23/2005 10:49 AM

by Sherry_wilson@rmic.com

vou can use this Docurnent Workspace to work on documents with other members of the site. Use the Tasks list to assign and manage tasks.
Upload files to the Shared Cocuments library to share them with others. Use the Links list to create shortcuts to files or Web sites related to

yOour wark,

B Add new announcement

Shared Documents

- Members -

A vodified B Sherry_wilson@rmic.com

M) MysSite User Guide T Hew Sherry_wilson@rmic.com

8 Add new docurment

Tasks

s =omaf T
iy sl AR

@ aAdd new member

Links b

There are currently no favorite links to
display. To add a new link, click "Add
new link" below.

-

There arc no items to show in this view of the "Tasks" list. To create a new itern, click "Add new

task" below.

@ Add new task

B Add new link

12
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6. Document Workspaces are all created using the same template. You will see
that there are a number of Web Parts that display. You can utilize these Web
Parts to assign tasks, post announcements and add links. There is also a Web
Part tittled Members. Click the “Add new member”’ link to grant another

associate access to the workspace.
Add your co-facilitator as the member to your workspace.
Add the Instructor as the member to your workspace.

7. In the Choose Users section, enter in the email address(s) of the users that you
want to grant access to in the “Users” field. Note that you can also click the

X o[-l =1 1o b Utton and browse the corporate contact list for the user name.

R

o et e e g el e

Up to Sherry Wilson

ents and Lists Create Site Settings Help

MySite User Guide
Add Users: MySite User Guide

Use this page to add users to this site, list, or document library.

Step 1: Choose Users

You can enter e-rnail addresses, user Users:

P

Enter e-mall addresses and cross=site

Qroldp Nndarmes Ners -

names (e.g., DOMAIN\name), or cross-
site group names. Separate them with
semicolons,
Address Book I

Step 2: Choose Site Groups

Choose the site groups you want these Site groups: [~ peader - Has read-only access to the Web site,

users to have, , o _ : : .
[T Contributor - Can add content to existing document libraries and lists.

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

™ Administrator - Has full control of the Web site.

Mext > I

8. In the Choose Site Groups section, click the appropriate checkboxes to indicate
what type of access you are granting the user.

9. Click the [ dbutton.

10. If the Microsoft Outlook dialog Microsoft Dffice Outlook e
box displays, click the checkbox
to “allow SharePoint to access

A program is trving ko access e-mail addresses vou have
stored in Outlook, Do you wank to allow this?

the E}(Ch & nge serve r’ ’ If this is unexpected, it may be a virus and you should
) choose "M,
1 1 : Clle m vV Alow access For Il rminute :_I

Yes i | Mo I Help

12.When the next screen displays, look at Step 3 to verify that you added the correct
users.

18
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13. By default, SharePoint will send an e-mail to those individuals that you have
granted access. Type in a short message in the “Body” field.

ents and Lists Create Site Settings Help

Up to !‘:'.a'l'luarr.z‘.t 'lHiI;.;nn

MySite User Guide

Add Users: MySite User Guide

Use this page to confirm which users will be added to this site, list, or document library, If there's @ mistake, you can click Back and correct it.

Step 3: Confirm Users

These users will be added when vou click
Finish.

PEPE Iy T

E-mail Address User Name Display Name
Susan_Pritchard@rmic.com MYTHS\spritch Susan Pritchard

Step 4: Send E-mail

Use this aption to send the e-mail that's
displayed on this page.

You can choose to enter a personalized
message here,

This text is autornatically added to the g-mail,

¥ send the following e-mail to let these users know they've been added.

from:
Ta:

Subject:

Body

sherry_wilson@rmic.com
Susan_Pritchard@rmic.com

ShareRoint Site: http:/fai.rmic.comfpersonal/swilson/My»Site% 200Use

Add a personalized message here -

1 xl
Sherry_wilson@rmic.com (MYTHS\swilson) has granted you access to

http://a . rmic.com/personal/swilson/MySite Liser Guide,

Click the link to view the site,

You have been granted access to the site with the following site groups: Reader,
Contributor,

14.Click TRy

< Back f | Finish l

The email the users will receive will contain a link to the Document Workspace
the users will then add the link to the Links section on their own MySite.

. ldeally,

14
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Page 11 — User Guide

Explain that we will complete this exercise as a class. The instructor will guide the
participants through verbal instructions and PC demonstration.

Exercise 2.1

In this exercise you will create a document workspace in order to collaborate with your
manager on your professional development goals for 2006. For this exercise you will
only be creating the Document Workspace, you will add members to your workspace In

a later exercise. |

To begin, create an MS Word document and enter in the following information:

Yesterday's date

Your Name

Your Department

Your Job Title

Three professional goals for 2006

©® Q6T L

Save the document to your Private Document Library on you're MySite as “Firstname
2006 Goals”. Create a Document Workspace for the document.

Step-by-Step Instructions

Open Microsoft Word and enter in the information as outlined above.
From the Main Menu, select File, Save As.

When the Save As dialog box displays, click the MySite link.

When you document library listing displays, select Private Documents.
Click the Save button.

In the Task Pane, select Shared Workspace from the drop down menu.
In the “Document Workspace” name field, enter 2006 Goals.

In the “Location for new workspace” field, select My Site.

Click the [t button.

(0 00 N O O L0 DY =
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MODULE 3 — CONTROL DOCUMENT VERSIONING

User Guide — p 12
Time: 15 minutes

Module

Control Document Versioning

Document Versioning

Indicate the advantages of using version control and encourage the use of this feature
for collaboration activities. However, explain file size considerations and space
restrictions.

Once you have created a Document Workspace and begin collaborating on files, you
may choose to turn on the versioning feature. By utilizing version control you will be

able to save copies of files each time they are modified. You also have the ability to
view or restore earlier versions. When you first create a Document Workspace the
versioning feature is turned off. To activate version control, complete the following

steps.

1. From within the Document Workspace, click the Shared Document Library
header to open.

2. Under Actions, click “Modify Settings and Columns”.
3. In the General Settings section, click “Change General Settings™.
4. In the Document Versions section, click the Yes radio button.

5. Click [BJ&.

6. Click Home to return to the Document Workspace.

16
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Edit a Shared Document
Page 12 — User Guide

document tO demonstrated check-out and edit.
Once you have created your Document Workspace and turned on versioning as

appropriate, you are ready to begin Since multiple individuals will be
“check-out” the document before you begin editing.

working on the document, you will °C
By performing this function you prevent other users from making changes while you are

editing the document.

Use the Class Agenda

To check-out and edit a shared document, complete the following steps:

1. Open the Shared Document library.

2 Move your cursor over the document name to display the Smart Tag.

3 Select Check Out from the dropdown menu.

4 Your username will B IR
then display in the
14 Checked Out T05! Wser Guide of My3iteEs
Co‘umn. otine:
Review of cuime rt cha
s ———
Explanation of Web F niw Lopics to cutine
5. MUVe your Cursor How to Customize Iy
over the document o
name to d‘splay the gEEmeri' iararies
smart tag. ==

Search

How to Manage MySite

8. Click the down arrow
and select Edit in
Program from the menu.

Explain “Edit in Program” will displa “Edit i T ™
: y as “Edit in MS Word", Edit in MS g
etc depending on the type of file in question. el

7. \szr‘lzn tlhekfile opens, makﬂe_the necessary changes. VWhen you are ready to
~click the “Check In” link located under the Status tab in the task pane

8. When the Check in C | i -
it omments dialog box displays, enter In notes related to the

9. Click OK.

17
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View, Restore, and Delete Document Versions

Use the Class Agenda document to demonstrate working with Version History.
Specifically, delete the first version of the document. Also point out that by default the
Versions Saved page displays the document versions with the most recent at the top of
the list and the oldest version at the bottom.

When versioning is turned on, a copy of the document is saved each time it Is opened

and edited. Sharepoint allows you to view a Version History and select to view,
restore and/or delete previous versions of a document.

To utilize the Versions Saved page, complete the following steps:

1. Navigate to and open the library containing the document.
H
2. Move your cursor over the e S aEREaTs
document name to display r
the smart tag.

Training materials for MySites

rcoment WPtiov Folder T Fiter MEEditin Datasheet

Type Name Modified A Madified By : Checked Out To
M) UserGuide & rew . 3/23/2005 8:04 AM Sherry_wilson@rmic.com

i | | uiew Properties
f_'} Edit Properties
3. Click the dropdown arrow | By Somenggeres |

% | Delete

and select Version History. E a Check Out

:J Yersion History
| Add to My Links

Discuss

Create Document Workspaca -|

4 The Versions Saved page will display a list of all previous versions of the file.
You will be able to view the date and time that each version was saved as well as
the comments for each. By default, the most recent version of a file will display
at the top of the list.

5 To View, Restore or Delete
a VerSIDH, move your cursor 3:?5?:;; saved for UserGuide.doc
over the appropriate line to "
display the smart tag.

| Versions are currantly enabled for this document library.

Frawious Wersiens - oo Back £ Docurment Library

i Ma. Modified T Modified By Size Cammeants

| d 372372005 G:04 a4M - MYTHS\swilson 19.5 HB Added mew topics to outling
| 5 3/23/2005 8:02 AM wiew | MYTHS\swilson 19.5 KB
| 5 I
: ' Restore | :

6. From the dropdown menu | . scamsram |55 fnmsvmse =
: | Delete | _
i 3/22/2005 8:52 AM MYTHS\swilson 19.5 KB

select View to open and
view the file. Select
Restore to overwrite
changes made after that
version was saved. Select
Delete to delete that
version from the system.

18
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Page 15-16 in the User Guide. Exercises 3.1 — 3.3 should all be done together.
Allow 5-7 minutes for this exercise. Participants will complete this exercise on

their own.
Exercise 3.1
In this exercise you will turn on versioning.

As the year progresses, you anticipate that your goals and/or your strategies for
meeting your goals might change. You want to be able to track all of the
versions the documents undergoes over the course of the year. To do this, turn
on versioning for your 2006 Goals document.

Step-by-Step

Open the Shared Document space created in Exercise 2.1.

Click the Shared Document library header 1o open.

On the left side of the screen, click Modify Settings and Columns.
Click the Change General Settings link.

Click the Yes radio button in the Document \Version section.

Scroll to the bottom of the page and click [eIg
Click the Home link on the left side of the screen to return to the Document \Workspace.

Loy Ch s Loihaies

Exercise 3.2

In this exercise you will edit and save the document using the information in the
scenario below.

You've spent some time thinking about how you might meet your goals for 2006
and decide that you would like some input from your manager. You decide to
add a section to your document entitled “Strategy for Meeting 2006 Goals”, and
you will ask your manager 10 enter in his/her thoughts in this area.

When you open the document, you notice the date entered was incorrect. You
change the date to reflect today’s date. Once you've made these edits, save the
document. Make any comments you feel are appropriate.

Step-by-Step
1 Click the Document Library header to open the Shared Document Library on the
Workspace.
Move your cursor over the “2006 Goals” document.
Click the Smart Tag and select “Check-out” from the drop-down menu.
Click the Smart tag again and select “Edit In Microsoft Word” from the drop-down menu.
Whe the document opens, change the date to today’s date.
Add a new section to the document called “Strategy for Meeting 2006 Goals”?”

Save the document.

= C Y e G0 10

19
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8 In the Task Pane, click the Status tab then click the Check in link to check the document
back into the Workspace.

Exercise 3.3

In this exercise you will restore the earlier version of the document based on the
scenario below:

Step-by-Step
1 Click on the Shared Document web part header to open the library.

5 Click the smart tag and select Version History.
3 |In the version history list, locate the first version of the document. Click the smart tag and

select Restore.

20



MODULE 4 — SHAREPOINT INTEGRATION WITH MS OFFICE APPLICATIONS

Page 17 — User Guide Module
20 minutes

Sharepoint Integration with MS Office

In this section we will look at the collaboration functionality from directly within a
Microsoft Application. Most of the functionality Is accessed through the Task
Pane. Explain and demonstrate how to view and close the task pane. Continue
to use the Class Agenda document as the demonstration example.

Microsoft Office applications are directly integrated with Sharepoint Services and
MySites. From within an MS Office application you can create a Document
Workspace, check-in a document, assign tasks, and set up hyperlinks to other
resources.

Add a Member to a Document Workspace

To add a member to a Document Workspace, complete the following steps:

s Practice doc for MySites

1. In the Task Pane, click the Members tab. “j’"‘““*“”

el " e Members
tab

2 Click the Add new members’ link.

_____ SESA 3 e —
a8 RS U S |puy PR
FEre aFe g Members D Qisilay . b

1 i 1 1 [
. e el il a0 | N P
add g new mernbDer, SICK CRe J00 MeWw

ve command i Ehis task pane

Add co-facilitator asl a member

% Add new members...
] Send e-mail to all members...

Add New Members | . =
: = 1 The following members will be granted access to this workspace.
3 " E nte r I n th e e m a! I a d d res S Of th e Confirm or modify the member information below, Some information cannot be modified.
. . Click Back to add or remaove members.
appropriate associate.
p p p e S User Mame E-rnail Address Display Mame
[Christie Britain [christie_britain@rmic.com |

4  \When the Add New Members
dialog box displays verify the
correct associate name Is
displayed and click [FLIE.
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MODULE 4 — SHAREPOINT INTEGRATION WITH MS OFFICE APPLICATIONS

By default all members added will have contributor rights.

Demonstrate the drop-down menu next to each member name.

Assign a Task
Page 18 — User Guide

You can assign tasks related to a document by completing the following steps:

1. |n the Task Pane, click to select the Tasks tab. 83 Usngysies for Callabor..

T EEl® [n Tasks

tab

2 Click the Add new task link.

1 ¥ Class Outline ¥ nEw
Christie Brittain 6j22[2005

Add a task for the co-facilitator. Task should be titled,
please review and provide sub-topics for each module.
Improvise on due date based on the date of the class.
<) Add new task...

| 4 Alert me about tasks...

| GetUpdates = Options..,
Last updated: 62042005 1:35 PM

3 In the “Title” field, enter in a name for =
the tElSk Ticle: IClass Outline
status: Mot Started =
. Brioriky: (1) High ~|
4. Use the drop-down boxes in the pesiredto: [Chvioe orttan =
“Status’ and “Priority” fields to select S Feeseremneiowne v
the appropriate status and priority for
the task.
Due date:  16/22{2005 v| |sem =} [EE*E:
" 4 . Enter date in Format: Midfyyyy
5. Use the drop-down box in the "Assign cmateﬂ;;;:zwzgs1:3?me5hawﬁwﬁsun@rmic.mm
3y e - . Last mo on 6/20/2005 1:37 PM by Sherry_wilzon@rmic.com
to” field to select who is responsible B

for the task.

8. In the “Description’ field, enter in comments associated with the task.

7 Use the drop-down boxes in the “Due date” field to complete the date that
the task is due.

8. Click [OJX

While the Instructor is demonstrating how to set up a link, the co-facilitator will
access checkout the Class Agenda document and complete round one of edits.
(See document notes for specifics.) Co-facilitator will then save the changes,
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MODULE 4 — SHAREPOINT INTEGRATION WITH MS OFFICE APPLICATIONS

check the document back in and assign a task to the Instructor. The task Title
will be Review sub-topics.

Create a Link

Page 18 — User Guide
Use the Budget 2006 document to demonstrate how to create a link.

There may be occasions when you want {o set up a hyperlink to a document
workspace. The link may be to either an internal page on the Al or to an external
web site. To create a link, complete the following steps.

1. On the Task Pane, click the URL tab.

2. Click Add new link.

3 When the Link dialog box displays enter web address In the “URL field".

4. In the “Description” e
fleld enter |n the name URL: ihl:l:p:lf_fwww.micrﬂsnft.cnrn.l'sharEI.‘JEliI'lt " 3 _@_’J

Of the Iln k Description: iMicruﬂnft Sharepoint Web Site

= |
Notes: There are some interesting Case Studies on this site that you may wank to checkout.|

5 |n the “Notes” field
enter any comments
related to the link.

6. Click O]

[ & | oo

After demonstrating adding hyperlinks, access the Class Agenda document.
Show the participants how the document looks with mark-up and comments.
Also point out the new assigned task.

Toggle from the open document to the Document Workspace and refresh the

screen. Show how the display updates in real time between changes made
through the integration between the document and the workspace

Creating a Document Workspace Through e-Mail Attachments
Page 19 — User Guide

Use the Memo document to demonstrate e-Mail attachments. Point out again
that the document should first be saved to the Private Document Library before

sending as an attachment.
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MODULE 4 — SHAREPOINT INTEGRATION WITH MS OFFICE APPLICATIONS

Co-facilitator will also perform these steps from their laptop. The e-mail should
be sent to Teacher.

One of the most useful integration features between Sharepoint and MS Office Is
the ability to create a Document Workspace as you are sending an e-mall
attachment.

Let's say that you are working on a document that you would ordinarily e-mail to
other associates in order to obtain their input. You can create the Document
Workspace at the same time by completing the following steps.

1. Create and compose your e-mail.

0. Attach the document to  DIIEREEE ————————

- Ele Edi iew Insert Format Tooks  Table window  Help

=
the e-maill @il YA s ¢ 9-0-RAD o V@ mee B

sy

- | - T =L = == e e i e : s Ay |

2 : i | | i e e e i — s ! [l

Wk EE1TESE + 16 LM e P |1. s e | B i !_-,I: | B R e R 0 T et s g b Y ¥
. —--—-----ﬂl:"- - — 'h-'-—-—--—----.l\.'--ll——------' -'\.I S e

3. Click the FXiE SN Lo T AL AR AR IR E o B L B e
" e —

Attach... M]3y dog (24 KBY

4. Click the Shared s e Cick b
he shared attachment or the work . Shared attachmert: '
Ak EEIEE'G ;g |EI?IE|' E'egiigs E{: thg mﬁcruig?‘tt%gf?cﬂeprn;rr;'n;WnrdTgxce B Senda_.ttar_lmﬂts_as B SE|ECt y0ur

attachments radio vl y Documen

vau have been invited to the July Document Workspace. You can y S gm
b U'tto Il ", " and Visio can be updated automatically with changes made by othel
SRR - - oo rasssen ) Regular attachments attachment

e

Each recipienk gets a separate

copy of the attachments. DpthﬂS .

#® Shared attachments

5 7 Ve rlfy th at yo u a re bl ey Each recipient gets a copy that is

Training and Development
RMIC alsn available in 3 Document

creating the Document PN i skt Workepace and can bs

Home Office: 757-689-2206 m:: ﬁ:é;%ia:ﬁ'?a‘gh

WO‘ I'kS p El Ce at Mys ite a Cell Phone:  33b6-486-7100 Create Document WH?‘EE‘:

g-Mail; sherry wilson@rmic.com s o]
6. Click F3aL.

]
As you send the e-mail, Sharepoint automatically creates the Document
Workspace on your MySite and adds all of your e-mail recipients as members

with contributor rights.

H @ulit

1 Show when attaching files

After demonstrating steps for creating the workspace, access the Teacher e-maill
to show how the email looks from the receiving end.
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MODULE 4 — SHAREPOINT INTEGRATION WITH MS OFFICE APPLICATIONS

Page 20 — User Guide: Exercises 4 1 — 4.3 will all be done together. Allow 10
minutes to complete the exercises.

The class will complete these exercises together as the instructor guides the
participants through the steps both verbally and through PC demonstration.

Explain that since e-mail is not configured on the classroom PC’s that they will
not be able to utilize this feature. Instead, review the searching capabilities of

the Al
Exercise 4.1

Exercises 4.1 — 5.2 will involve virtual collaboration. You will be assigned an
“exercise partner” who will assume the role of your manager. Likewise you will
also assume the role as manager for your partner.

In order for your manager to have the ability to view and make edits to your
goals, you will need to give him/her access to the document. Add your exercise
partner as a member to the document workspace, giving him/her contributor

rights.

Note that by default Sharepoint will automatically send an e-mail to your
workspace members. Because MS Outlook is not configured on the classroom
PC’s do not accept the system e-mail defaults.

Step-by-Step

1~ Check out and open your 2006 Goals document.

2 In the task pane, click the Members icon.

3. Click the Add New Members link.

4 Enter the e-mail address of your exercise partner and click the Next button.

5. Verify that the User Name, Email Address. and Display Name fields have been filled in
automatically.
Contributor rights are the default setting, accept this default value.
Click the Finish button.
When the dialog box displays, deselect the checkbox indicating an auto-email will be
sent.

® ~ O

Exercise 4.2

In this exercise you will assign a task to the document based on the scenario
below.

Since you are asking for specific input related to your 2006 Goals, you will
communicate this by assigning a task to your manager. You will create a task
with a normal priority level. Use the description field to communicate to your
manager you are asking for their input into what strategies they feel you can
employ in order to meet your Goals. Enter in 8/1/05 as the due date for the task.
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Step-by-Step

1. With your 2006 Goals document open on the screen in edit mode.

In the Task Pane click the Tasks icon.

Click the Add New Task link.
In the “Title” field enter Suggestions for Strategies.

Use the drop-down box in the “Assigned to” field to assign the task to your exercise
partner.

6. Enter a due date of August 1, 2005.

D1 B ) I
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Exercise 4.3

In this exercise you will check-out and edit the document created by your
exercise partner based on the scenario below.

You are now assuming the role of manager. You are reviewing the 2006 Goals
submitted by your direct reports. Since you expect you will have comments or
changes to contribute, you check-out the document before opening it in edit
mode. Since you have not been sent a hyperlink to the Document Workspace,
you will need to search for the space on the Al.

Step-by-step
1 From the Home Page of the Al, conduct a search on your partner's name to locate their
Public Site and the newly created Document Workspace.
Click the Shared Document header to open the document library.
Use the smart tag to display the pop up menu.
Select Check-out from the drop down list.

Use the smart tag to display the pop up menu.
Select Edit in MS Word.
When the document opens, enter in some ideas on how the associate can meet their

professional development goals.

pe ool Ll ol
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MODULE 5 - REVIEWING A DOCUMENT

Page 22 — User Guide Module
15 minutes

Reviewing a Document

Use the Class Agenda document to demonstrate tracking changes and adding
comments.

Note that the class participants may or may not have any prior experience in
utilizing the tracking and comment tools within Microsoft Office applications.
Therefore move through this section slowly allowing plenty of time for questions.

In addition, you may want to encourage participants to open their exercise
document, turn on tracking and follow along as you demonstrate.

When you have multiple individuals virtually collaborating on a document, it is
generally a good idea to utilizing the reviewing functionalities in MS Office

applications.

For example, in Microsoft Word you have the ability to track all changes that are
made to a document. As each individual makes edits and/or additions, their
changes are noted in different colors. As individuals add comments to a
document. their comments are noted by their first initial. This allows the owner of
2 document to easily distinguish between the various contributors.

. File Edt View Insert Format Tools Table ‘Window Help
' Final Showing Markup ~ ~ Show | #2 *}vj-.ﬁ-_gﬂﬁfv_jgﬁ

Jjg‘édj_}, ?ﬁb -&g&jﬁ-’v%_jﬂﬂgi{iﬂﬂgﬂ% "@'ﬂﬂﬁﬂd%ﬁ'

- 44 Numbered, Lefl » Arial 12 < B I UIEIE=EE =E-1iE|S i?’é?i"i""ab' - f
A R 27 GO R R R R R ..o

- Using MySites for Collaboration -
: o | Each commentis
L Class Outline ;ff:'- Stamped Wlth the
5 : ) .

) . ntroduction and Overview) . _ :w$;:$@rwu H ?C?r_lt“bu‘tar s first
: 4. E-Coliahoration and a Strateqic Advantage J, R e @ initial,

' b Current Collaboration at RMIC 1 E:l:ﬁ:ﬁ&fh]; : ﬁ:pﬁ?‘ﬁﬂ'ﬁ |

. c. Getfing Started . |informaten. ]

7 Il. Create a Document VWarkspace from Within Sharepoint '{ Formatted: Bullets andNumbering ) B8

: 1. Control Document Versioning Changes from

_ a. Turn V_E_!'Sml‘lg_ﬂ_ﬂ +—1 Formatted: Bullets andNumberingg -

: l b, View, Restore, Delete a previous version| L efa':'h CDﬁI’I’[I’IbUtD[’
_ V. MS Office Integration with MySites = display In a

™ V. Check-out and Edit Shared Documents o i

: Y1, Manage the Security of @ Shared Document different color.

-
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MODULE 5 — REVIEWING A DOCUMENT

After all of the contributors have added their changes and/or comments, the
document owner can determine whether or not to accept each change and/or
consider each comment.

Track, Accept, Reject Changes
Page 23 — User Guide

When you are collaborating on a document, you should first display the
Reviewing toolbar.

Click the drop-down arrow Next \View
to display or hide varimusl change  Reject Highlight pane

types of notations. l l l l

: Final Showing Markup ~ ~ Show~ | @3 &3 «& ~ &3+ | 2 % - ||| G

Click the drop—-dawnT T T Add TracJ
arrow to view or hide Previous ~ ACCEPL  Comment Changes
adits. change

e To begin tracking the changes to a document, click the Track Changes

con. Once the tracking has been turned on, every change to the
document will be notated.

o To add a comment, click the place on the document where you want the
comment to be inserted then click the Add Comment icon.

e You can use the Markup field to display all changes or choose to view the
original or final version of the document.

e Once all of the changes have been completed and comments added. The
owner of the document then uses the Next and Previous icons to
navigate through all of the edits. If the owner chooses to accept a change
into the document, clicking the Accept icon will remove the markup and
incorporate the change into the finished document. Similarly, the Reject
icon will delete a change and the markup from the document.
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Page 24 — User Guide: Exercises 5.1 — 5.2 will be done together. Allow 7-10
minutes to complete this exercise. These exercises should be completed
together as a class with the instructor guiding the participants through the steps
both verbally and through demonstration on the PC.

Exercise 5.1

In this exercise you will edit and track changes to your partner's document using
the scenario below.

You are still acting in the role of manager. When you open the 2006 Goals
document, you click the Tasks icon in the Task Pane and see that you have been
assigned a task. You will follow the instructions in the task by adding your

thoughts in the appropriate section of the document. You decide to track your
changes so your edits will be clearly marked. Once you have added your
thoughts to the document, you will mark the task as complete and check the
document back into the workspace.

Step-by-Step

Verify that your partner’'s 2006 Goals document is open on your PC is edit mode.
Verify that the “Reviewing’ toolbar is displayed.

Click the Track Changes icon.

Under the header “Strategy for Meeting 2006 Goals”, enter in three possible strategies for
completing the listed goals.

In the Task Pane, click the Tasks icon.

Click the check-box to mark the task complete.

Save the document

In the Task Pane, click the Status icon.

. Click the Check-in link.

0. Close the document.

00 e

28000 TRl AL

Exercise 5.2

In this exercise you will view and accept the edits your manager has made to
your document using the scenario below.

You are notified that your manager has completed their assigned task. You open
the document to view the information. As you review the suggested strategies,
you agree with your manager’s thoughts and accept all changes into the
document.

Step-by-step
1. Navigate to your document workspace.
2. Check out and open your Firstname 2006 Goals document.
3. Click the Accept Changes icon to accept all of the changes that your partner made to

your document.
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4. Save and check in the document.
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MODULE 6 — DELETING A WORKSPACE

Page 25 — User Guide
5 minutes

Module

Deleting a Workspace

Use the Class Agenda document to demonstrate.

A Document Workspace is designed to be a temporary space. Once the

collaboration is completed, the document should be saved back to the original file
and the workspace deleted from your MySite.

Publish Back to Source Location

Before deleting the workspace, you will need to save final version of the
document back to the original location. To publish to source location complete
the following steps:

1. Click to open the Shared Document Shared Documents
- Twpe Name Y
“brary @_’] Budget Items for 2006 ! HEW v| ¢
. . % Ui?w F'r::lper"ties
2. Click the smart tag next to the A Edit Properties
document Tasks L"El_}z', Edit in Microsoft Office Word
. Title }(: Delete
TF'?"'%;’;H bj S bl
{ = = 13 click (] e
3. Select “Publish to source location’. g o] Sl Version History
| Add to My Links
Subrmit to Portal Area
Alert Me
Discuss

l Publish to Source Location
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Deleting a Document Workspace
Page 26 — User Guide

Once the document has been saved back to the original location, you will then
delete the Document Workspace by completing the following steps:

1. From the Home Page of your MySite, click to open the My Workspace

Sites web part.
2. Click the Delete link next to the Document Workspace.

Dpcument Workspaces

...............

ﬂ} Actuate_ﬂﬂ_Training;H..a.n-ﬁe.'ui " e Gl 4 ag.:. i }{*__ Click the X o
b g o et e s e ————— agn N }( R falatE

gg] Using MysSites for

e
_Collaboration o X
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Page 27 — User Guide: Allow 1-2 minutes for this exercise.

Exercise 6.1

In this exercise you will delete the document workspace. It is the end of the year
and you no longer have need of this workspace. Delete the Document
Workspace from your MySite.

Step-by-step
1. From the Home Page of your MySite click the My Workspace Sites web part header to

open the web part.
2. Click the Delete link next to 2006 Goals.
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Class Agenda Documents
Original:

Class Agenda

. Introduction and Overview

lI. Creating a Document Workspace

lll. Control Document Versioning

V. Sharepoint Integration with MS Office
V. Reviewing a Document

VI. Deleting a Workspace

Markup Instructions:

Green type: Instructor — first round
Blue type: co-facilitator second round
Purple type: co-facilitator edits second round

Class Agenda

|. Introduction and Overview (add comment — should we discuss the
benefits?)
a. What is Collaboration
b. Current Collaboration at RMIC
c. Benefits of Virtual Collaboration
d. Getting Started
ll. Creating a Document Workspace (add comment — what about as an e-
mail attachment?)
a. Creating a Workspace within MySite
b. Creating a Workspace within an open document

lll. Control Document Versioning
I\VV. Sharepoint Integration with MS Office
V. Reviewing a Document

VI. Deleting a Workspace
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