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1. Accessing Your InfoShare Site

a. Open Internet Explorer (suggested browser) and enter the address http://infoshare.liu.edu

el::_. '|@ https://infoshare.liu.edu D-Box || O liv.edu | ‘

b. When prompted, enter your LIU user name and password.

Windows Security

Connecting to infoshare.liu.edu.

———  [Email User ID |

| | Password |
Domain: liunet

[T Remember my credentials

[ ok [ canca |

c: Click on the department/team site that you have access to. Every user has unique permissions,
which regulates which sites they have access to. The type of access may vary depending on the site or
department you are working on.

2. To Add a document
To add a document to the Shared Documents library, click the Add document link. Browse to the document
in the new window and click ok.

Shared Documents

[ Type MNarme Modified Modified By
Ca Images 6/15/2011 12:07 PM LIUMNET\wvilloth
Ca maps printout 6/17/2011 3:54 PM LIUMNET\wvilloth
@ TEsting Document for Sharepoint 6/16/2011 2:35 PM LIUNET\drmondal

( % Add document )

3. To Edit a document

Click on the document and you will have the option of editing in a browser or in it’s corresponding Office
application.

FMRC Sharepoint Site » Shared Documents » Testing Document for Sharepoint.docx

Microsoft Word Web App
I | W] Openin Word | <[ Edit in Brcwse)éﬁ Find | 100% -
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More options are available when you point and click the down arrow next to the file name.

T - - Click Edit Properties to rename the document.
O @)  Testing Document for Sharepoint |=f¢ - Click Edit in Microsoft Word and the Word
W TEsting Docum _ ‘E";"-_t“P'“mp:_"‘ES & document opens up, for you to edit and save.
% Add document R » You can choose to Edit in Browser if you don't
Lo n o have Microsoft Word on your computer.
@] Edit in Microsoft Word + Click Check Out and other users will be be alerted
FMRC Calendar that the document is being edited. After you have

,_h Check Out
« (% June, 2011 '::2] Version History

Compliance Details

checked out a document, edited it, and saved the
changes, select Check In on the down arrow. This

= = " r | Alert Me will check the document back in for others to work.
Send To y « Click Alert Me to receive e-mail alerts when
& Manage Permissions changes are made to the document.
- : x Delete . « Click Send To to send someone a link to this docu-

ment in an e-mail message.
« Click Delete to delete the document.

4. To create a new folder or document

Click on the required document library from the Quick Launch bar on the left. Click on the Documents tab
on the top bar.

To create a new folder, click on New Folder in the top ribbon, give it a name and save.
To create a new document, click New Document. This will open up a new document in Microsoft Word.

Library Tools
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5. Uploading one or multiple documents

« Click the Documents tab on the ribbon > Upload Document or Upload Multiple Documents. Browse

to locate the document. Choose Folder to choose the destination folder. Click OK.

Library Tools Upload Document =3
Site Actions ~ @Y  Browse Documents Library Upload Document Nome:
v T . Check Out i topiond T T e
¥ Add as @ new version to existing files
Check In
Mew Upload MNew Edit Destination Folder .
Document » Document . Folder  Document Discard Checl pecty the folder inthis
4 Upload Document Gommtinmwste | ; Grose )
. i Upload a document from your computer i
Libraries pload: ¥ P ar q Yorsion Comments Version Comments:
to this library. Type comments describing
s t P’ what has changed in this
ite Pages . ‘
9 Upload Multiple Documents e versien
Shared Do Upload multiple documents from your a| £
Saoftware F computer to this library. ir
( OK C Cancel 3

6. Recover a deleted file from the Recycle Bin
+ Click the Recycle Bin on the Quick Launch bar.

+ To select the document you want to restore, place a check mark beside it and click Restore Selection.

Hbraries ( ¥\ Restore Selection Dx Delete Selection
Site Pages

Shared Documents (0 Type MName

Software Request L ™  About Stacks.pdf

Email Drop Box O £g  Purchase

= ] Test email to sharepoint

7. Move or copy documents and folders (WINDOWS ONLY!!

+ Navigate to the Shared Documents library. Click Library to activate the Library ribbon.
« Click Open with Explorer to move, delete, copy or rename documents or folders.

Library Tools .

" . LIUNET\wvilloth =
Site Actions ~ @) Browse m Library

= Ei,j H [ Modify View + Current View: Q _j @ dh Connect to Outlook @Form Web Parts ~ ) @

_IJ . EJ _I‘-—;] _']]] Create Column | All Documents ~ 4 J |§| Export to Excel |T| Edit Library _{’9‘} @' -
Standard| Datasheet  Mew Create E-maila Alert RS5 Syncto SharePoint Connectto o Library

View View Row _] View [2 Mavigate Up Current Page Link Me - Feed Workspace Office [ga Open with Explarer @ MNew Quick Step Settings

View Format Datasheet Manage Views Share & Track Connect & Export Customize Library Settings
+ A new window will open up showing the files and folders in Explorer view. Drag documents or files to

move them, and right-click to copy, paste, delete, or rename a file. Click X in the upper right corner to

close the window and return to the SharePoint site. It will automatically update the library.
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8. Setting Alerts

+ Alerts can be set on an individual document or a whole document library.

+ Navigate to the Shared Documents Library where you want to set an alert.

+ Click the Library tab, > Alert Me > Set alert on this library.

+ Make selections for the type of changes you want to be alerted about, and how frequently
you want to be alerted.

Library Tools
Site Actions ~ gl
E 3 [ Modify View - Current View: @ () .\'
/ i ~
E LL filll Create Column ~ All Documents = -
Standard| Datasheet New Create E-mail a| Alert RSS Sync to Sha
View View Row View 3| Navigate Up Current Page Link Me . Feed Workspi
View Format Datasheet Manage Views She gl Sat slert on this library «
Libraries O Type Name Modified 5 Manage My Alerts !
205 FEEEE O Images 6/15/2011 12:07 PM  LIUNET \wvilloth
Shared Do ts |
ared Documents ) O maps 6/17/2011 3:54 PM LIUNET\wvilloth
Software Reguest printout

+ You can also manage all your alerts from the same menu and clicking the second option.
+ To make an alert for changes to a particular document, navigate to the document and click the
down arrow > Alert Me and make your selections for alerts.

E Type Name Modified Modified By

View Properties
Edit Properties

[y Check Out
":3] Wersion History

» Compliance Details

Alert Me
Send To L4

@ Manage Permissions
¥ Delete

For Help Contact I.T.:
email: it@brooklyn.liu.edu
Tel: 718-488-1082
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