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SHAREPOINT
Course No. 2095

3 Days

Target Audience:

This course provides students with the
architectural concepts and the skills
necessary to deploy Microsoft SharePoint
Portal Server 2001 as a search, intranet
dashboard site, and document management
solution. It is intended for information
technology (IT) professionals, Microsoft
Office administrators, and Microsoft
Certified Solution Providers.

Pre-requisites:

Before attending this course, students must

have the following pre-requisites:

* Experience with Windows 2000 file
system security (groups, settings, and
permissions).

* Experience with document management
systems.

* Experience using Windows applications
and Internet browsers..

* A working knowledge of Microsoft Office
2000.

Purpose:

After completing the course, students will
be able to install SharePoint Portal Server;
configure the SharePoint Portal Server using
Microsoft Windows 2000 file security
settings and SharePoint Portal Server roles;
configure the SharePoint Portal Server
workspace; use the SharePoint Portal Server
dashboard site; customize the layout of the
SharePoint Portal Server dashboard site;
add documents to the SharePoint Portal
Server workspace and control user access to
documents; add metadata for search-
specific information; create and structure
indexes; create a document approval
process; use Web Discussions to add
editorial suggestions to documents;
implement dashboard site security; find
documents that are stored on multiple
servers and data stores.
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Learning

[mplementing Microsoft
SharePoint Portal Server 2001

At the end of the course the delegate will be able to complete the following:

Introduction to SharePoint
Portal Server

® Common Obstacles to Implementing an
Effective Document Management Solution

® |ntroduction to SharePoint Portal Server

® Using SharePoint Portal Server as an Effective
Document Management Solution

Skills:

® Describe the common obstacles to
implementing an effective document
management solution.

® Describe the major features of SharePoint
Portal Server.

® Describe the characteristics of SharePoint
Portal Server workspaces and a digital
dashboard.

® Demonstrate how to use SharePoint Portal
Server to improve the document management
capabilities of an organization.

Installing and Configuring
SharePoint Portal Server

® Deploying SharePoint Portal Server

® Advanced SharePoint Portal Server Setup
Options

® Post-Installation Issues

® |nstalling the Client Components of SharePoint
Portal Server

® Accessing the Workspace

® Securing SharePoint Portal Server and the
Workspace

® Using the SharePoint Portal Server Console

Skills:

® (Create a workspace by using the New
Workspace Wizard.

® Use SharePoint Portal Server Administration to
configure SharePoint Portal Server with
general and account information, to modify
workspace settings, and to add a coordinator
at the workspace level.

® Establish document security at the top level of
the workspace.

Configuring the Workspace

Planning a New Workspace

® Creating and Configuring a Category

® (Creating a Document Profile and a Document
Profile Property

® (Creating Document Folders and Modifying
Folder Properties

® |nteraction of Categories, Document Profiles,
and Document Folders

Skills:

® (Create a category by using the Web folders
view of the workspace.

® (Create a document profile and profile
properties by using the Add Document Profile
Wizard.

® Edit a document profile and create profile
properties by using the Web folders view of
the work

® (Create an enhanced document folder by using
the Web folders view of the workspace.

Adding Documents to the
Workspace

® Using, Configuring, and Administering
Document Versioning
® Managing Content and Document Folders

Skills:

® Create an enhanced document folder by using
the dashboard site.

® Add documents to standard and enhanced
folders by using Microsoft Office applications,
the Web folders view of the workspace, and
the dashboard site.

® Assign document profiles and categories to
documents.

® Check in and check out documents by using
Office, the Web folders view of the
workspace, and the dashboard site.

Publishing Documents

® Publishing Documents Without Approval
Routing

® Publishing Documents With Approval Routing

® Using Web Discussion to Review Documents

Skills:

® Create a document approval process.

® Publish a document from an enhanced folder
with an approval process.

® Approve a document that is pending approval.

® |mplement a discussion for assisting the
approval process.

Adding and Managing
External Content

® Components of a SharePoint Portal Server
Search

® Adding Content Sources

® Managing Content Sources

Skills:

® Add content sources to a workspace.

® Configure the advanced options for a content
source.

Searching for Content

® Performing Searches by Using the Dashboard
Site

® Optimizing Search Performance and
Administering Search Features

Skills:

® Determine which type of browsing (folder or
category) is the most appropriate way to
locate content for different kinds of search
requirements.

® Test SharePoint Portal Server search features
to discover inflected versions of a verb.

® Use the Advanced Search Web Part to
perform queries for documents.

® Configure the Best Bet categories and Best Bet
keywords of a document.

® Use the SharePoint Portal Server thesaurus.



Using the SharePoint Portal

Server Dashboard Site
Introducing Digital Dashboard Technology
Default Dashboards

SharePoint Portal Server Discussions
SharePoint Portal Server Subscriptions

® Customizing the Dashboard Site

Skills:

® Create a discussion topic for a document through
the SharePoint Portal Server dashboard site.

® |nsert a discussion topic in a document by using
the Online Collaboration Toolbar in Microsoft
Word.

® Enable discussions to be searched by using the
Management dashboard in the Web folder view
of a workspace.

® Use the Management Web Part of the
SharePoint Portal Server dashboard site to delete
a discussion topic.

® Create, test, and manage subscriptions using the
SharePoint Portal Sever dashboard site.

® Add a new Web Part in the default SharePoint
Portal Server dashboard site.

® Add content to the new Web Part for additional
functionality.

® Use the dashboard management features to
change the layout of the dashboard site.

Managing SharePoint Portal

Server

Examining the Web Storage System
Managing SharePoint Portal Server
Monitoring SharePoint Portal Server
Backing Up SharePoint Portal Server
Restoring SharePoint Portal Server

Skills:

® Calculate the approximate disk space required
for the backup image.

® Back up your SharePoint Portal Server computer.

® Review the log file entries generated during
backup that can be used to troubleshoot the
backup process.

® Restore your SharePoint Portal Server computer.
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