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Introduction

This brochure will explain how to manage your website using simple steps to lead you to easily create
pages that reflect your activities and scientific research and help you to communicate with your

students and improve their educational experience.



Logging in (Login)

First you need to log onto your site by accessing the link http://faculty.ksu.edu.sa/****** where you
can replace the stars with your employee number (note: we will learn later how to change an employee

number to your name).

When you visit the site, you will be treated as a regular visitor and in order to edit and manage your
pages, you must be signed in by clicking Sign In button as shown:

Connect to faculty.ksu.edu.sa

.

\[E%
| .
o | \

iR

_onnecking to Faculky.ksu.edu.sa.

User name: F ksui12345 W

Password: l ssscsnes

[ Jremember my password

[ Ok [ Cancel ]

Enter your user ID which is your employee number, preceded by: ksu\ (see above)

Then enter your password and click on the (OK) button.


http://faculty.ksu.edu.sa/

Changing the Password

In order to maintain your privacy, you should change your password. To do so, follow these steps:

Go to the King Saud University homepage (www.ksu.edu.sa) and log in. Logining in here will be identical
to the way that you log in to your own site.

In the links at the top of the page, select “Faculty” and then click “Change Account Password”.
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Upcoming conferences
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Change Account Password -
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3.
You will see the password change form. Fill it out as follows:

1. User Name: Enter your employee number here
2. Old Password: Enter your current password

3. New Password: Enter a new password

4. Confirm Password: Re-type your new password

Then click on the button “Change password” and the changes will immediately be made in the system.

King Saud University > Staff > Pages > StaffChangePassword.aspx

Username:

Old password:

MNew password:

Confirm password:

Note: You must Sign out to change your password

Change password



http://www.ksu.edu.sa/

1.

2.

Changing the URL

We have previously mentioned that the URL of your Web site appears as http://faculty.ksu.edu.sa/****;
the stars are your employee number, which is unfortunately difficult to remember; it is also somewhat
unsuitable for display, so here are the steps for changing your URL:

Click on the link “Site Action” button, which is located at the top of each page in your personal site.

Site Actions +

From the drop-down menu, select “Site Settings” and then click “Modify All Site Settings”.

INIVERSITY Sit:e Actions %
iy _ Create Page
i=| | Create a page in this site.

Create Site
Add a new site under this site.

Edit Page
Add, remove, or update Web
Parts on this page.
_ View All Site Content
aid~ |"!‘” Sites vl |J ﬂﬁl View all libraries and lists in this
site.

View Reports

. - View reports on documents, 4
G | pages and tasks.
_ ——.  Modify All Site Settings Site Settings )
I@ Change all site settings in this Manage site settings on this 3
site. site.
[ =Dr. Put Your Name= People And Groups Manage Content and

Manage the users and groups in ﬂ% Structure
this site. Reorganize content and
structure in this site collection.

Modify Navigation
Change the navigation links in

this site.
Modify Pages Library
q Settings
Change =ettings such as
H versioning and workflow for

Web pages in this site.

King Saudi Arabia

3. From the drop-down menu “Look and Feel”, click on the link titled “Title, description, and icon”.

Look and Feel

2 Welcome page

8 Trees yiew

@ Site Eheme
= Resek ko sike definition

8 Segarchable columns




4. Go to the “URL name” box, and type in the title that you want to appear on the URL.

5. Click on “OK” to save the changes.

URL name:
http: /ffaculty . ksu.edu.sa/ |test




Adding a library

You might wonder what a library is, and how to use it. You may use the library for a collection of files
that you want to display on your Web site. For example, you can create a library for your files, such as a

collection of lectures of your courses.

In order to add files to the library, follow these steps:

e Click on the button that says “Site Action" (this is located in the top right of all pages in your

personal site) and from the drop-down menu, select the “View All Site Content”.

| Yiew All Site Content

| cite, {I»n}

o The “All Site Content” page will appear as follows:

Site Actions - [ ‘IJ | View all libraries and lists in this
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” o
All Site Content
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I ~ Prcture Libraries
T8 Petires Lty

Lists
] Prefered ks 0 2weeks o0

This system lrary was crested by thePublshing faoture to store workflow tasks 0 Zwesks g
that are crested i thi ste

2 Workflow Tasks

Discussion Boards
There are o dsoussion bowkis. To oeate one, dick Create above.

\

Click on the “Create” 111 “Freak&  putton shown in the picture above and move to the next page:
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On this page, there is a list of Libraries that you can use: For example, a library for Word documents or PDF files,
or a library for images or other segments. If you select the Document Library, you will see the following page:

N and Descrption

Here is a template for preparing documents for the library:

e Inthe “Name” box, enter the name of the library.
e Inthe “Description” box, enter a description of the contents that you are putting in the library.
o Next, you will see the question: Display the document library on the Quick Launch? Select “NO”

e The last box contains the “Document Template” option. Choose the option “None”.
e Click on the “Create” button.

3. Now, after creating a library, we will add some files to it. To do so, follow these steps:

Click on the link “Site Action" at the top of your personal site. Select the “View All Site Content”

| Yiew All Site Content
e View all libraries and lists in this

]
| site, {I-.-,}




Mew ~ Upload  ~ | Actions - Settings -

Upload a docurment fram your

There are n computer to this library. nt

"Upload" ak

Type % Upload Document

: Upload Multiple Documents
ﬁ Upload multiple docurments
from your computer to this
library. c\pD—

Select the name of the library that you want to add files to, and you will be sent to the library's page.

e Now, click on the “Upload Document” button if you want to add only one file, or click on the “Upload
Multiple Documents” button if you want to add a number of files at once. We will choose the “Upload
Multiple Documents” option as an example.

After clicking on “Upload Multiple Documents”, you will see the page similar to the one shown below:

Upload Docunment -
Browse to the document you ntend to ypload E’J texghincrabpingnis b
= % Local Dk [C] - ﬁm 1 See | Modéed A
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0 Seag O :_'?mn:mpa FEXE VS2007523PM
¥ £ s O 2seserchpa MSKE A/S/2007524PM
v () MSOCache [ # sendspat 1S00KB  9/5/2007 S.25PM
©) netbeans 0 [ students pt 164KB 952007 527 PM
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() RECYCLER O 7 vars_cenimepdt BHUEE 952007 521 P
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+ L) WINDOWS
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K ¥l DVO-RAM Dirve (F) / b

e The page shown above is divided into two areas: The left area is surrounded by a red box. It lists the
folders in your system as a tree, and when you choose the folder containing the files you wish to add,
the files in this folder will appear inside the box surrounded by blue. Select the files you want added,
and then click on the “OK” button.

e You will now see a confirmation message. Click “Yes”.

Internet Explorer

9 } You are about to upload 3 file{s) to Faculty . ksu.edu,sa.
-

Do wou want o continue?

ves | me |




Then you'll see the following window:

Upload Progress

edufinancial pdf

104.00/383.67 KB
ANNNNNENERER
Files Uploaded: 043 files
Time: Remaining: 00:00:14

Transter Rate: 19.78 KB/sec Cancel

This “Upload Progress” window tells you the progress of the uploading of the added files. Wait until the
end of the process, and when it is finished uploading you will be sent to the library page again.

Note: The library is not visible to visitors and in order to display it, you must add it to one of the pages;
this next step is discussed below.



Adding new pages for your courses

Of course, you should have a page created for every course that you teach. If you would like to create a
page with information regarding a course you are teaching, you should follow these easy steps:

RARATER

1. Click on the link “Site Action" (this appears at the top of all pages in your personal site) and then select
“Create Page”.

Site Actions ¥ (i)
Create Page
Create a page in this site,

[~ ate Site

2. Then you will see the following page:

Create Page

Porgr 18 el G mgpdimmy

Fill in the form as follows:

e Inthe (Title) Page, choose a title for the course. Please use an English title.
e Putadescription in the (Description) box.
e Inthe (URL Name) box, choose a name of the page, and this will appear in the Address bar.

Next, choose the quality of the page that suits you best, and select “Blank Web Part Page”.

(Of course, you can choose what suits you best, but we chose this template because it is most
appropriate for course pages) Now click on the button “Create”.



You will now see the following page:

Page Content

Judall Jeond
elacl sl
) il d s Click here to add new content

52 Edit Content

Header

L b

_1 Add a Web Part

Top Left Top R

[t}

__-1;, Add a Web Part ___1-,, Add a Web Part

5] Recycle Bin
' Center Left Center Center Rl

[I=1

5L Add a Web Part 5L Add a Web Part 5L Add a Web Part

5l Add a web Part

-
Ri

=l Add a web Part

As you see above, we have divided the page into two parts: In the Red, click on the phrase “Click here”
to add new content. You will see editing tools such as Microsoft Word tools and other text editing tools,

and you can use this window to coordinate your own scripts and inmages.

A g Aham |8

gelect ” Styles* v [A- Al- |B I U ESE | (EE AN

Current Selection : None

Maybe you want to add a library for illustrations, photos, lecture slides, etc.; to do so, create a library
(as we showed you previously) and then go to the blue area and choose where you wish the contents to

show within the blue area.

To do this, after creating the library, click on ‘ _1 fidd a Web Part

see the following window:
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Business Data
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e Business Data Cetalog.
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advanced Web Part qallery and options

"Add a Web Part" and you will



Now in the red area, you can choose from the libraries you have created, to show.

Page Content

Judall Juoni

& Alearh i (52 Edit Content
) j2ill °-L‘-ﬂ Click here to add new content
- e Header Right
il il
l Add a Web Part l Add a Web Part
Home
Top Left Top Right
El add a web Part &, add a web Part
[&] Recycle Bin
Center Left Center Center Right

EL add a Web Part &, Add a Web Part . Add a Web Part

Footer

l Add a Web Part

e After you finish editing the page, press "Publish". ﬁJ Publish

e Notice that that the page that you have just created does not appear in your home page's
navigation menu (shown here).

Home
Documents
Publications

Pictures Library

& Recycle Bin




Controlling the Navigation Menu

There is a navigation menu that appears on the left side of the Website. Now that we have added a
page, we now need to show it properly in the navigation menu. Follow these steps:

Click on the link “Site Action” and you will see the following window. Select

“Site Settings” and then click the option “Modify Navigation”.

\ St Setlings
& b sothing ' Manage site samogs on this »

v ' site

tafy "Wwigatl
“h ange the navigation inks n
“
thes e o,
S )
v

2. Now the following page will appear:

Tithe: Giobal 1 «iganor
umL

Dexirption

Typo: g Costammr

We will now focus on the red area shown above, and we will choose the main title for the courses
pages.
3. Now to add a main title, such as Current Courses, select the option "Current Navigation" from the

navigation menu and then click on the button “Add Heading”.

Add a Add
‘A Heading.]. = Link...

24l Global Navigation
d Current

=l Current Navigation
L Home
- Docurnents
2% Publications
_ Pictures Library




4. You'll see the following window

E5] Edit the title, URL, and description of the navigation item

Tikhe:

[ open link in new windaw

Description:

Audience: e

[ ok ] [ cancel |

Enter the main title in the “Title” box (we have stated previously that it would be “Current Courses”) and
then click on the “OK” button.

Hds 2 Edit.. X Delete [ Eggding... 8t
Al Global Mavigation
_d Current
_al Current Navigation
—J Home

M Docurnents

2% Publications

_ Pictures Library
_J Current Courses

5. Select “Current Courses” after you have added it.

. “ n Add
6. Click on the button “Add Link — Link...

7. You will now see the following screen:

==| Edit the title, URL, and description of the navigation itermn.

Title:

I:l Open link in mew window

Description:

Audience: & [

[ Ok ] [ Cancel ]

Place enter the address/”Title” of the page and then press the “Browse” button (this is next to the (URL)
field) in order to choose the page that will be linked. You will now see the following screen:



g’ Double-dick anikem to select it Type & sibz URL or a libeary URL In the Location box to browse jts conteris

A~
Pages i
Look In [H |3 Acions = smple view =
Iype Tams Modified Modified by
} i & Py 12/09/1428 09:46 o Cebgll il s plas
skl m Lskeourse: 1zf0sf 1425 10041 o
Current Site: =
Docurnarts E Coirsahlame 12091428 10053 o
& ey 1509/ 1425 12:54 Lo
’i & s 13/09/1428 0101 o
ahd & farabh] 12091420 02:30 o Cadgll @5 s plas
Current Site:
Pages
Lacation (URL): [¥alwanait/P ages/Forms/allitems, aspx v_

[ ok | [ comml

Select the page you are looking for, and then press the “OK” button. You will be redirected
to previous window. Now press the “OK” button.

Documents
Publications
Pictures Library
Current Courses

CSC 113

5 Recycle Bin

8. Notice that the link to the page, which we chose in the previous step, has been added under the
selected main title "Current courses" (see above). You can change the location of a link page to another
main title by using the “Move Up” and “Move Down” keys.



Deleting Pages

To do delete any page you create, follow these steps:

1. Log in to the page you wish to delete, and then go down to the end of the page.

Page -

2. Click on the “Page” link

3.Now select “Delete Page” I
9 K Delete Page ‘[F_n) .

4. You will see a confirmation message. Click on the “OK” button.

Windows Internet Explorer

\__!? / Are you sure you want to send this page to the site recycle bin?

OK ][ Cancel ]




Editing Pages

Of course, you will sometimes need to modify pages, either to update the information or otherwise.

Here is how to modify a page in the site, on the home page or in internal pages.

First: Modifying the Home Page

1. Access the home page.
2. Click on the “Site Action” button in the drop-down menu and click on “Edit Page”

3. On the page that appears, click on the “Edit”  edit ~ button and then select “Modify Shared

Web Part”

4. You will see a menu on the right side of your screen. Choose “Rich Text Editor” shown below:

Edit Page

Parts on this page.

’“ Add, remove, or update Web {5

Minirmize

Delete
Modify Shared Wwe 5:55 Ht:

Expaort...

| i

>

Content Editor

Content Editor
To enter formatted text and graphics,
click Rich Text Editor.

[ Rich Text Editor... ] :]

.

— m—

To type HTHML source code, click
Source Editor.

[ Source Editor... ]

Content Link
To link to a text file, twpe a URL.

]

Test Link

+ Appearance
+ Lawout

+ Advanced

I [=]74 ][ Cancel J[ apply ]

=




5. Now you will see the window below:
v 3 2@

ce @ oA
Select ™ | Styles = T~ | A~ Al- Ef U =
Current Selection : None

|| 5=~ [~
E =Dr. Put Your Name> ~

our Main Title Here
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1 Mar
-
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ur (=] il | P J.edu.s
r Pi
L

OK

J |

Cancel

6. Highlight the text you wish to change and make the changes that you want.

7. Tochange the image, select it and then click on the image icon Lﬂ you'll see the following window:

http:/ffaculty ksu, edu.safimages/User.bmp
Alkernate Te
i

Layout

Erowse. .,

Alignment Horizontal Spacing (pixels
Default
Border thickness (pixels)

o
Size

Yertical Spacing {pixels)

(&) Use default image size

) Specify Size

Width (picels)

Height (pixels)
Maintain aspect ratio

QK

Cancel

]




Click on the “Browse” button and you will see the following window:

Loolk In 3 A Actons~ || ¥ upload [ Thumbnails ~

L ¢

Current Site:

Images
4
[ |
Site Collection dr.yousef
Images 45K (PNG)

Then click on the “Upload” button and you'll get to the next page:
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After that, click on the “Browse” button and select the image you want; then press the “OK” button

You will return again to the same page. Then click on the “OK” button.

wnt  Windows Internct Explorer
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L g~ | B hroufsautyiou.eda 3 entockh/_Byoutsinioad, for 2 430-9d3c-ed5Hs L2426685 | 99| X |Geonie P
ivks M) arabtogismad ¢ REDDIT () GoogkeBlog [E) Google Maps Maria (5] Offcid Googe Maps AF1Biog i@ Micrasoft ShaveRuint Products and Techroioges Tean Bog ) HotFads.com D Daypeg
L R e r— | B-80 &-%8Cte- Qe @-
Pacuites > zyiah s Ul Woicone aycal allas alsiae ¥ | My S | Mytis v | @)
e | ) Sis judiis
£35ali alla.z jatallz > Inages > Upload Document |
'Upload Document: Images ‘
| |
Ughoad Document Hans:
et the cocurent you e t upond Cr\Baaumeres and Setbrgsewagairyd (BT
Uploed Multtde Fies.,
[P 4d a5 anew vesson 1o estitng fles
Version Comments Version Commenst
\ Towe i s vesu Loy ol ol s Jeged o 0o rosae s
|
o ] e ]
@ Internet R 0% -

Wait a bit until the image is loaded.

New v | Upload ~ | Actions v Settings ~
Tvpe Name Modified

(D Modified By Thumbna Picture Width Picture Height (O Checked Out To
2] dr.vousef ! New 3/10/2010 3:19PM  Mohammed

. 153 205
Rafat Said

Now click on the "Refresh or reload" button, as shown in the following image, and the image you have
uploaded will appear on this page.

Look In % A | Actions ~

' [.» upload | (5] Thumbnails ~

o
|

Current Site:
Images

.
i

Site Collection

dr.yousef
Images 45K (PNG)




Select the picture, and then click on the “OK” button.

After you have finished editing the page, click on "Exit Edit Mode" found at the bottom of the page.

Second: Modify the an internal pages.

To modify any internal pages, other than the home page (for example, a CV or course description page),
follow these steps:

Log in to the page you wish to modify.
Then click on the button “Site Action” ‘M and you will see a drop-down menu.
Click on “Edit Page”

Edit Page

Add, remaove, or update Web
Parts an this page.

4. Now you'll see the page you want to edit in the editing mode. All you need to do is modify the
information you want, and then click “Publish”.



Website Content

From this menu you can browse all the website's library.
Click on "Site Action" and from the drop down menu choose "View All Site Content".

Site Actions =
Create Page
=4 | Create a page in this =site.

i | Create Site
= %‘ Add a new site under this site.

I Edit Page
l EI Add, remowve, or update ‘Web
Co FParts on this page.

View All Site Content
J]EI Wiew all libraries and lists in this
zite.

|

View Reports
View reports on documents, 3
pages and tasks.

I Site Settings
Manage =ite =ettings on this 3
site.

Manage Content and

ﬁ%) Structure
Reorganize content and

structure in this =ite collection.

Then you will see the following page.

Mame

Document Libraries

3] Documents
&) Images
&) Pages
[E5] Publications

Picture Libraries

@] Pictures Library

Lists
[55] Prefered Links
[E] workflow Tasks

From this page you can browse all the libraries built within this website.



People and Groups

From this menu you can select the people you want to allow them to manage the website through
certain permissions and what they can access and see from menus and libraries. New we're going

to explain:

1.

Specify what the visitors will see on the website:

Click on "Site Action" from the drop down menu choose "Site Settings" and then

choose "People And Groups".

s English Final

&

A

Modify All Site Settings
Change all =site =etting=s in this
=ite.

People And Groups

Manage the user=s and groups in
this =site.

Modify Mawvigation

Site Actions =

Create Page
Create a page in this =ite.

Create Site
Add a new =site under this site.

Edit Page
add, remove, or update Web
Parts on this page.

view All Site Content
Wiew all libraries and lists in this
site.

View Reports
VWiew reports on documents,
pages and tasks=.

Site Settings
Manage site settings on this
site.

Manage Content and
Structure

Reorganize content and
structure in this site collection.

Change the navigation links in
this =site.

Modify Pages Library
Settings

Change =settings such a=s
wversioning and workflow for

A+ T

2.

Web pages in this site.

You'll see the following page:

KSU Faculty Member websites

ﬂ Tes

t

KSU Faculty Member websites = Test = People and Groups

People and Groups: Test Members

Groups

= Mare...

All People
Site Perm

= Test Members
= Test Owners
= Test Visitors

Uge this group to give people contribute permissions to the ShareFPoint site: Test

S|

issions

Home
Publica tio
Pictures L

Courses

View All 5ite Content

ns

ibrary

I 2] Recycle Bin I

Mew - Actions - Settings ~
0 Picture 2 Name
Ll Mohammed Rafat Said




3. Then click on Site Permission:

Groups

= Test Members
= Test Owners
= Test Visitors
= Mare...

All People

Site Permissions

4. From the "Sittings" choose "Anonymous Access".

Mew - Actions = Settings -
|:| Users/Groups Anonymous Access
Manage anonymous access to this
] Mohammed Rafa T
Fi Test Members Permission Levels g
Configure the available permission
] Test Owners levels on this site,

5. Then you will see the following page:

ANONYMOoUS USErs Can access:
{®) Entire Web site
(") Lists and libraries
() Mathing

[ Ok, ] [ Cancel

i. Option one "Entire Web Site":
1. this will show the all the website content to the visitors.

ii. Options two "List and Libraries":
1. The website owner will choose what to show to the visitors.

iii. Option three "Nothing":
1. The website will show nothing to the visitors.

After your done with options selection then click OK.



e  Give Permissions to visitors:
a. Click on "Site Action" then from the drop down menu choose "Site Settings" and then
choose "People and Groups".

Site Actions = (7

Create Page
Create a page in this =ite.

Create Site
Add a new site under this =site.

Edit Page
Add, remowve, or update Web
Farts on this page.

View All Site Content
iew all libraries and lists in this
zite.

View Reports

ol gike i

. “iew reports on documents, k
x5 English Final pages and tasks.
Modify All Site Settings Site Settings _
@ Change all site settings in this Manage site settings on this L
zite. =ite.
People And Groups Manage Content and

this =ite. Fearganize content and
structure in this site collection.

Manage the users and groups in ﬂ% Structure

Modify Nawvigation
Change the navigation links in
this =ite.

g

Modify Pages Library
Settings

Change =ettings such as
versioning and workflow for
Web pages in this site.

DA T A My

b. Then you'll see the following page:

KSU Faculty Member websites

Fif Test
K5SU Faculty Member websites = Test = People and Groups

People and Groups: Test Members

Groups Use this group to give people contribute permissions to the SharePoint site: Test
= Test Members | Mew - Actions ~ Settings ~
= Test Owners @ Picture 2 Mame

= Test Visitors

Mohammed Rafat Said
= Mare... O 8
All People

Site Permissions

view All Site Content
Home
Publications

Pictures Library

Courses

5] Recycle Bin




e.

Click on "Site Permission".

Groups

= Test Members |

= Test Owners
= Test Visitors

= Mare,..

All People

Site Permissions

From "New" choose "Add Users".

Mew v| Actions - | Settings -

Add Users
Add users to a group or site,

New Group
Create a new SharePoint group,

Then you'll see the following page.

Users/Groups:

Give Permission
(*) Add users to a SharePoint group

| Test Members [Contribute] |
View permissions this group has on sites, lists, and items. ..

() Give users permission directy
Full Control - Has full contral.
Design - Can view, add, update, delete, approve, and
customize.
Manage Hierarchy - Can create sites and edit pages, list
items, and documents.
Approve - Can edit and approve pages, listitems, and
documents.
Contribute - Can view, add, update, and delete.
Read - Can view only.
Restricted Read - Can
cannot wview historical
imnformation.

wiew pages and documents, but
versions or review user rights

Records Center Submission Completion - This role is reguired
to fill in missing properties on records submitted to the
Records Center. Itis automatically granted to users for each
record submitted that is missing properties.

Views - View a pinnding files

View Only - Members of this group can view pages, list items,
and documents. If the document has a server-side file
handler awvailable, they can only view the document using the
server-side file handler.

[ QK ] [ Cancel




f.  In"User/Groups" write the username for the person you want to give the permission to.
g. Click on the Person icon to make sure the user name is correct.

IsersfGroup

5.

Mohammed Bafat Said

&,

h. Click on "Give users permission directly" and then choose the permissions that you want to

give to the user.

Give Permission

() Add users to a SharePoint group

{(®) Give uzers permission directly

[
[

OO

Full Contral - Has full contral,

Design - Can view, add, update, delete, approve, and
customize.

Manage Hierarchy - Can create sites and edit pages, list
items, and documents,

Approve - Can edit and approve pages, list items, and
documents.

Contribute - Can view, add, update, and delete,
Read - Can view only.

Restricted Read - Can view pages and documents, but
cannot view historical versions or review user rights
information.

Records Center Submission Completion - This role is required
to fill in missing properties on records submitted to the
Recaords Center. It is automatically granted to users for each
record submitted that is missing properties.

Leaflntel] Afemsd Loglhng ol 158 - M wall 5550 Ul ] JlaS]
A0 0ird O all 3530, ol] Al ol n_'.-‘a.l_:r_udl_gé Bapadall
Views - View a pinnding files

View Only - Members of this group can view pages, list items,
and documents. If the document has a server-side file
handler available, they can only view the document using the
server-side file handler,

[ Ok, ] [ Cancel




Recycle Bin

Recycle bin is used to retrieve the deleted information such as Pages and libraries, when we
delete a page for example then it's stored in the recycle bin for 30 days period, and we can
retrieve it as following:

1. Click on "Recycle Bin".

Home

| _Recycle Bin

2. Then we'll see the deleted information and data.

4, Restore Selection XK Delete Selection

|:| Type Mame Criginal Location
O & pic3.aspx ftestfPages

= [E=]| pic3 ftest

= [E=T| pic2 ftest

= [E=]| pici ftest

3. We'll retrieve a deleted page by selecting the page and then clicking on "Retrieve
Selection".
4. Then a conformation message will show click OK.

Lse this page to restore items that you have deleted from this site or to empty deleted items. Items that were deleted more than 30 day(s) ago will be

Site Collection Recyde Bin. s
—| Message from webpage ﬁ

4~ Restore Selection X Delete Selection

|:| Type MName Oriéi-I
&)  pic3.aspx Jtest]
[ [ pic3 ftest
[ [E pic2 Jtest
[ [E pict ftest




5. Then we'll notice that the page disappear from the recycle bin and then appeared
again in its place.

Note: we can retrieve all the data and information in the recycle bin by clickingon [/ Type lHame
and then click on Restore Selection.

e Todelete items from the recycle bin choose the wanted item and then click X Delete Selection
then click on OK.



Create a Survey
Create Questions

Anonymous Surveys ?

First of all we have to check the following settings:

Site Actions> Site Settings> Modify All Site Settings> Site Features

Create a Survey:

Site action -->site settings --=> modify all site settings ----—>Site Features---> all Features is
active

e

Office SharePoint Server Eaterprase Site features :
Deactvate |
e Peatres such g Se busress cats cataog, forme services, and Exoel Seroces, ncded n e Office SharePant Sarver Enterprse Loense
Office SharePoint Server Publabing
et Create 8 Web poge Rxary 83 well 33 000rR0g IDranes 20 Sreate 402 pubish Dages Dased o Dage layouts,
Office ShareFoint Server Standsed Site features
e Features such 85 user irofies and sedrch, ndiuded n the OMce SharePort Server Standard Lcerde
” Team Colsboration Uists
= Provides 1eam coladoration capedites for 3 ste by maiing standend Ists, Such as document Rvares and ssues, avalable

Transiation Masagement Lieary

Create & yansiston management Wrary #hen you want 1 Teste documents n miticle languages and Manage Tarsaton tasks. Transiaton management Sorares Deactvete |
nde & warkfow 10 manage the FaNsaton rotess nd Srowde subfiders, fie versonng, and theckndheck-out

%:

¥
HAABHA
E

Site action ---> view all site content -----> create --->survey

tame and Description

e
THOE & few Hame 83 YU mant £ 10 000 In headings and lrks Dyaughaut the ste. TyDe Ses0Dtve text 1ot wil hel St Vs Use 5 Survey
What 4o you think of our sebste
Desa
Navegatnn
i : '] oy Bos survey o the Quck Launch
Specfy whetier & Ik 15 ths survey Sopesrs 1 he Quak Lo
O ves O
Survey Optons et o By vey s
pechy wheter Lters’ names nl B00GH N Srvey reAts ad shethel LSErs T FEI0ONS 10 the Shme srvey mUNSe et One

Then write the survey's name and then click on the button says Next.



The type of answer to this quesbon 5:
(O Sngle Ine of taxt
O Mutiple Ines of text
(® Chaice {menu to chacse from)
(O Ratng Scale (3 matrix of cholces or & Likert scale)
O Number (1, 1.0, 100)
O Currency (8, %, €
O Date and Time
O Lookup (information asiready on this site)
O Yeshio (check box)
O person o Group

(O Page Separator (inserts a page braak nto your survey)

O Busness data

Require 3 responss to thes queston:
Ores @ Mo
Type each choke on a separate ine:

Enter Choice =1
Enter Choice =2
Enter Cheice =3

Deplay choices using:
(O Drop-Down Meny
(®) Radio Buttons

O Cheddoxes (alow mutple sslections)

Fill up the previous needed information and then click Next Question if you want to add
more questions to the survey or click on the button Finish.

The survey is done but we still need to give a adding permission to the users.
In the survey page we goto:

Settings - survey settings -2 Permissions for this survey --= actions - Edit permissions -
- Then OK

--=> Anonymous --=2>

Add Items - Add items to lists, add documents to document libraries, add Web discussion
comments

Anonymous users can:

Add Items - Add items to lists, add documents to document
ibraries, add Web discussion comments.

[[] Edit Items - Edititems in lists.

[[] Delete Items - Delete items in lists.

View Items - View items in lists, documents in document libraries,

view Web discussion comments, and set up e-mail alerts for lists.

[ oK ] [ Cancel ]




Settings 2>

After finish with survey building make a Blank web part page and then click on add web part
then we'll find the survey in the menu.

Create A Custom List

Create An Announcement List

Create A Contact List

Site actions - view all site content -2 create - contact -=>

Libraries Communications
@ Document Library @ Announcements
& Form Library @ Contacts

@ \Viki Page Library @ Discussion Board

@ Picture Library

@ Slide Library

@ Data Connection Library

@ Translation Management Library

@ Report Library

Add the contact's name and then click on OK.
Then we need to give permissions for the contact:

Settings - survey settings -2 Permissions for this survey --= actions - Edit permissions -
- Then OK

--=> Anonymous --=2>

Add Items - Add items to lists, add documents to document libraries, add Web discussion
comments

Anonymous users can:

Add Items - Add items to lists, add documents to document
ibraries, add Web discussion comments.

[] Edit Items - Edititems in lists.

[] Delete Items - Delete items in lists.

View Items - View items in lists, documents in document libraries,
view Web discussion comments, and set up e-mail alerts for lists.

[ OK ][ Cancel ]




After that, we make a new page (Blank web part) then add web part to it, then web part's
screen will show up, In the first part of the screen the contact name we added before will
show.

Now we can communicate with visitors through comments and suggestions.
Create A Discussion Board
Site Actions -2

Site action --—>site settings --—> modify all site settings ----—>Site Features--=> all Features is
active

Write the discussion board's name and then click on make or OK.
Now it's time to give permissions on the discussion board.

Settings - survey settings -2 Permissions for this survey --= actions - Edit permissions -
- Then OK

--=> Anonymous --=>

Add Items - Add items to lists, add documents to document libraries, add Web discussion
comments

Anonymous users can:

[] Edit Items - Edititems in fists.

[[] pelete Items - Delete items in lists.

View Items - View items in lists, documents in document libraries,
view Wi

Web discussion comments, and set up e-mail alerts for lists.

[ ok || cancel |

After that, we make a new page (Blank web part) then add web part to it, then web part's
screen will show up, In the first part of the screen the discussion board's name we added
before will show activate it and then click OK.

Now our visitors can join the discussion topics.



Create A Links List

Site actions - view all site Settings --—> create -2 link

Tracking

@ Links

8 Tasks
@ Project Tasks
@ [ssye Tracking

Write the Link name and then create.

Custom Lists

@ Import Spreadsheet

After that, we make a new page (Blank web part) then add web part to it, then web part's
screen will show up, In the first part of the screen the link's name we added before will

show and then choose your links.

List Management

Check out/Check In

If you close the page before you hit the button publish then you need to go through the

following steps to edit that page:

Site Action ----=> view all site content

----—> pages -->

Then click the pointer on unpublished screen and we know that it's not published by the

green arrow on it.

v

1/25/2010 2:01PM

- ,Q?] i7'\“.v'iﬁwout_pubhshmﬂ NEW

@ & & &

Mohammed

Mohammed



What kind of version would you like to check in?
(O 0.1 Minor version {draft)

(® 1.0 Major version {publish)
Keep the document checked out after checking in this version?
_'Yes ‘*'No

Comments:

,
s




Restore a Closed Web Part

Site Actions

Edit Page

Edit Page
Change the content and Web Parts
on this page.

=

Create a page in this site,

Create Site
Add a new site under this site.

Show Page Editing Toolbar
Display the page status and editing
options for this page.

View All Site Content
View all libraries and lists in this site.

View Reports
View reports on documents, pages 3
and tasks.,

Site Settings »
Manage site settings on this site.

Manage Content and Structure
Reorganize content and structure in
this site collection.

Add Web Part

Header

EL add a web Part

Top Left

EL add a web Part

Center Left Center
EL add a web Part EL add a web Part
Footer

EL Add a web Part

Advanced Web Part Gallery And Options

Add

|.ﬁ.dd a web Park {opens in new

Top Right

EL add a web Part

Center Right

EL add a web Part



Add Web Parts - Webpage Dialog x|
IE, hkkp: ffFaculty  ksu. edu. saftraning)_lavoutsfreebpartgallerypickerpage. aspxrSikeld=29F51 ec6c-5245-46F5-bdE0-a44ale sl eba7e e bl d=daF

ashied_test

abde
. 3) Aadd web Parts to Header

= Lists and Libraries

- | i custom list

o Documents
This system library was created by the Publishing feature to store documents that are used on pages in this site.

E

Images
This system library was created by the Publishing feature to store images that are used on pages in this site.

Pages
This system library was created by the Publishing feature to store pages that are created in this site.

E

Pictures Library

Prefered Links

Publications

13130 7 10

word doc

Workflow Tasks
This system library was created by the Publishing feature to store workflow tasks that are created in this site.

—

EEELE

= All Web Parts
Business Data

— Eﬂ Business Data Actions
Display a list of actions from the Business Data Catalog.

— .a Business Data Item =1

Diienlay: ane item frnm = data cource in the Businece Data Cataloo

Advanced Web Part gallery and optigns

Add I Cancel I

|http:,|’,|’FacuIt\,-'.ksu cedu. saftraningf_layoutks fueebpartgallerypickerpage. aspxrSiteId=9Ff51 et6c-6245-46F5-b nterne

Closed Web Part
Web Part List

Drag the web part into the place we want to show it in

<9 Add web Parts  x

| Browse =
Lot L T PP
b=nt -
Closed Web Parts {17
Right - =
EL add a web Part Server Gallery ol
wWeb Part List
it |El | content Editor Web Part
:b Part 1 to 1l (of 1)
dd to: IHeader -—l | Add l
nter Right

14 a web Part



After drag we but in it's place.

Publish

rd Out Status: Only wou can see and modify this

w o | Tools ~ | |3 cCheckIn to Sharefpraft

@~

=ck in so other people can see your change| (Do not show

page.
lish

is message againd

J Faculty Member websites

aer websitaes = abdehvahied_test = Swasosn

Page Content

| Edit Content

Header

Click here to add new corntent

Right

o O

Ei Add a web Part

EL. Aadd a w

edit = >

Top Left

=l add a web Part

Center Left

EL Aadd a web Part

E add a

Center

Top Right

=l add a web Part

Center Right

web Part E. Aadd a web Part

Footer

EL add a

WWeb Part



