Introduction to SharePoint Services

PICTS (Psychology Information, Communication and Technology Services) encompasses all information services within the School of Psychology (see PICTS Overview).  This document is a tutorial for the PICTS SharePoint Service which runs Microsoft Windows SharePoint Services (WSS 3.0).
Microsoft Windows SharePoint Services is a web-based solution for storing and sharing documents, and communicating.  It has the following built in features:

· Lists

· Document Libraries

· Discussion Boards

· Surveys

· Security

· Alerts
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What is Windows SharePoint Services?

Windows SharePoint Services is a web-based collaboration tool that groups/project teams may find useful for working together. You can use SharePoint services for:

· Lists (announcements, contacts, events, common interest links,  tasks, projects, jobs)

· Libraries of documents (files, pictures, forms)

· Discussion boards

· Surveys

· Security (who has access)

Microsoft Windows SharePoint Services runs on a Psychology server called Athena and is accessible via the web (http://athena.st-andrews.ac.uk) this is referred to as the PICTS SharePoint Service. The server is maintained by the School’s workshop and your PICTS account is used for access (University email id followed by @westburn).  The only software required for access is a browser and suitable document editor (e.g. MS Office or Open Office).  One of the benefits is its ease of use.  The PICTS SharePoint Service is maintained by the workshop and any member of staff requiring assistance should contact the workshop by emailing psy-picts@st-andrews.ac.uk.
What is the PICTS SharePoint Service?

The PICTS SharePoint Service is a repository for all shared School information.  It is split into workspaces, the main one being Home, others being Teaching, Research, Safety, Finance etc.  It is designed to facilitate the sharing of information and collaborative creation of documents used within the School.  It gives access to the history of documents (via version control) and improves document integrity and knowledge transfer.

Sub-workspaces can be created to organise data into relevant areas e.g. Finance, Workshop etc.  Research groups or smaller projects groups can request workspaces to be created.  These can be used in the long or short term.  Requests for additional workspaces or modifications to existing ones should be made to the workshop by emailing psy-picts@st-andrews.ac.uk.
Who Can Use the PICTS SharePoint Service?

All members of staff and postgraduate students are given contributory access to PICTS SharePoint.  University staff outside the School of Psychology can request access.  Currently people out with the University do not have access to PICTS SharePoint.  Only users with a PICTS account can access PICTS SharePoint.  PICTS members wishing to access the PICTS servers off campus will have to use a VPN client.  Please see the University IT pages for more details.
There are three main permission levels:

· Owner

· Contribute

· Read Only

The majority of users will have contributory access allowing them to upload new documents and edit or delete existing documents.  Permission levels can be set on workspaces, lists and documents.  This means that one member of staff’s view of a document list may differ to that of another member of staff.  

When you first use the PICTS SharePoint services under IE a yellow bar may appear on some pages stating an Active X component requires installation.  Click on the yellow bar to install the component.  Once installed you won’t have to install it again.
Documents and document lists.

Content types

All types of documents can be uploaded to PICTS SharePoint.  These include Microsoft Office formatted documents, PDFs, text and image files as well as many others.  It is up to the user to ensure they have software that can view and edit the file on their desk top machine.  The default maximum file size is 50MB but this can be reviewed if necessary.
Version control

PICTS SharePoint documents are under version control.  When uploading a new or edited document the user will be asked to give a brief description of the changes made.  This creates a list of previous versions of the document meaning that any user with edit permissions can retrieve an older version of the document if necessary.  This removes the need to rename existing copies of documents when editing. E.g. handbook2008.doc -> handbook2009.doc etc.

Checking out and checking in

To avoid two people editing the same document simultaneously a document must be checked out prior to editing.  Although in some circumstances this is done automatically (using IE and Office 2003-2007) it is recommended that everyone learn how to do this manually via the document’s drop down menu as it will be required for non-Office documents (e.g. pdfs).  

When the document is re-uploaded the user is asked if they wish to check the document in or continue editing.  When editing is complete it is important that the user checks the document in, otherwise it is not be available to other users for viewing or editing.  
If the user chooses to abandon their edits they should choose Discard Check Out from the document’s pull down menu.

Editing Documents and Files

Behaviour can vary between browsers and desk top machines therefore it is recommended that initially all users follow the following procedure for editing a document.

1. Check out the file.

a. Hover the mouse cursor over the document name and a drop down menu will appear.

b. Choose Check Out

2. Download a copy of the file to your local desk top machine.

a. On the document drop down menu choose Send To followed by Download a Copy.

3. Edit the file using whatever editing software is available on the desk top machine.

4. Upload the document (entering a brief description of the edits made).

a. On the Document List action bar choose Upload Document from the Upload drop down list.

5. Check in the file. Users can not view the file while it is checked out so please remember to check the file back in.  If the user wishes to abandon editing the document choose Discard Check Out from the document’s drop down list.  This will place the document back into the state it was in prior to editing.

Internet Explorer users with Office 2000 and earlier should note that clicking on the document name in the list will open a read only copy and any edits will not be saved.  The document must be checked out before edits can be saved.

Using Microsoft Office to edit documents

Office 2003 and 2007 simplifies the process of editing and viewing documents with Internet Explorer and provides the user with additional features.  To ensure you have the best interface for SharePoint, please contact the workshop who will install the SharePoint services support on your machine.  Alternatively you can follow the instructions below.  

How to install SharePoint services for Office 2003 (2007 comes with SharePoint services installed by default)

1. Go to Control Panel and add/remove programs.

2. Scroll down to Microsoft Office and click on the name.

3. Two buttons will appear, Change and Remove.  Click the Change option.

4. Select Add or Remove Features.

5. Click on the + next to the bottom menu called Office Tools.

6. Scroll down and click on the + next to Windows SharePoint Services Support and make sure that all the options are selected. (Click the down arrows and select run from computer, all the boxes should be white).
7. Click the Continue button at the bottom right of the dialog screen.

8. Office will be updated.

The following examples describe the opening and editing of an Office Word document using Office 2003 but the procedure is the same for all Office Files (Excel, PowerPoint etc).

How to view (open read only copy):
1. Launch your browser and log on to PICTS.
2. Click once on the name of the document.
3. You will have to log on to PICTS a second time (you are connecting to the database with a different interface).
4. There will be a dialogue box telling you that you are connecting.
5. Once open, the document is read only.  Any changes made cannot be saved.
How to open for editing:

1. Hover the curser over the document name and a drop down menu (item menu) will appear.

2. Choose “Edit in Microsoft Office Word”.

3. This will automatically check out the document which means that no one else can edit the document while you are working on it.  

a.  If the document is already checked out, you will be informed and offered a choice of being alerted when the document is available, or to continue editing and merge the documents later.  Choose to be alerted; do not select the merge option.
4. The panel on the right hand side of the page indicates the document’s status under SharePoint.

5. Edit and save the document as normal.

6. When you close the document you will be asked if you want to check the document back in.  Always check the document back in unless you are going to be doing a series of changes.  You will be asked for a short description of the edits you have made.  This is used in the history of the document.  Please make sure that the document is checked back in once you have completed all changes.
Workflows

Workflows implement specific business processes on documents and items in SharePoint e.g. Workflows help staff to adhere to agreed processes within the School, and also improve efficiency and productivity by managing the tasks and steps involved in these specific processes. This also enables those who perform these tasks to concentrate on performing the work rather than managing the workflow.

An example workflow: PhD student submits a document for approval by their supervisor.

A document is uploaded to a document list by a postgraduate student for approval by their supervisor.  The supervisor is automatically contacted and informed that a document is awaiting approval.  If it is approved by the supervisor then the document is published and can be viewed by everyone with read permissions for that list.  If the document was rejected the document state would be set to rejected and those involved informed.  The document would not be visible to others.

Workflows can be developed within the School to help administer administrative processes currently active in the School.  Contact Jackie MacPherson (jm5) for more information.

Searching

PICTS SharePoint has a search box in the top right of the screen.  This search is localised depending on which workspace you are currently viewing.  There is also the option via the drop down list to restrict the search to the currently viewed list.  Therefore if you wish to search the whole of PICTS SharePoint ensure you are currently viewing the PICTS SharePoint home page.  If you wish to limit your search to a particular area e.g. Finance, select the Finance tab and then enter your query in to the search box.  Restricted documents will only appear to those with access permissions.
Alerts

Users can set up alerts in PICTS SharePoint.  This means they will be automatically informed whenever a change is made to a document list etc. The user can specify which areas within PICTS SharePoint to set alerts on, e.g. those involved in School finance may set alerts on the finance shared documents list.
These alerts can be in the form of an RSS feed or via email (your University email account).  The emails can be scheduled to be sent straight away, by a daily summary or a weekly summary

There are two ways to set alerts:

1. Set the alert using the list/object’s action menu.  Pull down the action menu and select Alert me.  Then follow the choices given on the form.

2. In the top right of the window there is a Welcome User pull down menu.  Select My Settings.  The User Information is then displayed.  Chose My Alerts then Add Alert.  Lists and document lists for the current site only (not sub-sites) are listed on the right.  The user selects one of these lists and then presses the Next button and continues to fill in the alert form.  It should be noted that alerts can only be set one at a time.

Once an alert has been set (and depending on the user’s choices) whenever there is a change to the list the user is informed.  Everyone should set an alert for the announcements on the main PICTS SharePoint homepage.  Announcements made on PICTS SharePoint will thus not be circulated by email.

 Other SharePoint Services elements

Lists

Lists can be customised to represent any manner of things.  An example of a customised list is the modified task list used on the Workshop workspace as a Jobs list for the technicians.  Customised views can be implemented giving a filtered view on the original list.  These are used on the Jobs list on the Workshop workspace.  On the main Workshop page, each technician sees a personalised view of the overall job list however any other members of staff sees a list of active jobs for the whole workshop.  The unfiltered view listing all jobs is available by clicking on the Jobs list link in the quick-launch menu.  Other views are also available via the pull down menu on the right of the action bar. 

Wiki pages

These are a special list of documents used for creating wiki/web pages.  These pages are usually viewed directly by the browser as web content but can be downloaded as html files.  Wiki pages are often used for online user guides and manuals with multiple contributors.

Discussion boards

Discussion lists can be created to facilitate the discussion of School or Research topics.  Staff may find this particularly useful for communicating with staff members absent from the School at the time.  Unlike email discussions, this also means that new members of staff can catch up on discussions and decisions made by the School in the past. 

Meeting sites

A special template for a sub-workspace designed to aid with the organising of a specific meeting e.g. Psychology conference.  Attendee lists, calendars and task lists can be used to help with the organising.

Blog sites

A special template for a sub-workspace designed for blogging. I.e. a researcher may find it useful to log their experiences in the lab or field.
Surveys

Surveys can be created to garner School opinion on various topics.

More SharePoint Help
The PICTS SharePoint built in help files are very comprehensive.  To access the help files click on the blue (?) in the top right corner of the PICTS SharePoint window.  If you require further assistance a PICTS helpdesk discussion board has been created on the main PICTS SharePoint homepage.  Workshop members of staff have created alerts for the helpdesk.  Post your question to the board and a technician will email you a response and also post a response on the helpdesk for future reference.  Alternatively you can email psy-picts@st-andrews.ac.uk for help.  If you require an immediate response please call the workshop on ext 2078.

Below are a couple of links with tours and further information on SharePoint services.
Getting started with Windows SharePoint Services
Tour a Windows SharePoint Services Site
Acknowledgements

This is a modified version of a document originally produced by the Information Systems and Technology department, University of Waterloo.

3

