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SharePoint End User Level 2 Online Training Course  

Duration:  2 days  

Th is  course concentrates on SharePoint  2007 from the S ite Owner’s  perspect ive.  This  
course i s  a imed  at  a  non -technical  user  who wi l l  administer  a  Windows SharePoint  
Services S ite.  

Prerequisi tes  

Delegates  wi l l  need to complete the SharePoint  End User  Level  1  course pr ior  to  
attending th is  course or  have the equivalent  knowledge and sk i l l s .  

Lessons Covered:  

  Creat ing and Managing  L i st s,  L ibrar ies  and Views  
o  Creat ing L i st s  and  L ibrar ies,  incl ud ing:  Document L ibrary ,  Form L ibrary,  

Wik i  Page L ibrary,  P icture L ibrary ,  Trans lat ion Management L ibrary,  Report  
L ibrary,  Data Connect ion L ibrary,  S l ide L ibrary,  Announcements,  Contacts,  
Discussion  Board,  L inks,  Ca lendars,  Tasks,  Project  Tasks,  I ssue Trac k ing ,  
Survey,  Custom L ist ,  Custom List  in  Datasheet  View,  KPI  L i s t ,  Languages & 
Translators,  Import  Spreadsheet   

o  Managing l i st  set t ings  
o  Creat ing and managing columns  
o  Creat ing and managing views  
o  Emai l  enabl ing a  l i st   

  Managing Users and Groups  
o  Overview of  permissions in  SharePoint   
o  Adding and removing users  
o  Adding and removing groups   
o  Inherit ing permiss ions  
o  Best  Pract ices  for  ass ign ing permissions in  SharePoint  

  Creat ing and Managing  Sites and Web pages  
o  Overview of  s i tes and s i te templates  
o  Creat ing s i te co l lect ions   
o  Creat ing s ites and workspaces  
o  Creat ing web pages   
o  Delet ing s ites and workspaces  

  Site Customizat ion  
o  Adding,  moving and customiz ing web parts   
o  Navigat ional  sett ings  
o  Modify ing  the s i te  theme,  t i t le and descr ipt ion  

  Site Admin ist rat ion  
o  Regiona l  sett ings  
o  Viewing s i te usage data   
o  Managing user  a ler ts   
o  Enable/d isab le  RSS   
o  Introduc ing  and Managing S ite Features   
o  Managing Related  L inks scope sett ings  
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After  complet ing the  course ,  s tudents wi l l  understand:  

  How to create  and manage l i s t s,  l ibrar ie s and views  

  How to manage users and groups  

  How to create  and delete s i tes,  workspaces and web pages  

  How to customize a  s ite   

  How to admin ister  a  s i te  

 


