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SharePoint 2010 Introduction

We will be using a Microsoft tool called SharePoint 2010 extensively during the RAP to
manage files that you’ll be creating and updating during the RAP. It is important for you
to understand some basics about using this tool.

Objectives

In this training you will learn how to:

e When to check documents in and out vs. saving and reading offline
e Access our Recruiter Academy SharePoint site

e Navigate in the site

e Create new folders

e Add a document to a SharePoint folder

e Add multiple documents to a SharePoint folder

e Check documents in and out of SharePoint to edit them

e Troubleshoot locked documents

¢ Renaming documents

What is a SharePoint Site?

SharePoint is a browser-based tool that allows you to access documents to either read,
edit, or collaborate with others on.

+ ltis a collaboration tool
* It acts like a library system for documents
» Operates on the web and can be accessed from anywhere

» Best accessed with Internet Explorer so make sure you create a bookmark from
IE to SharePoint (not from other browsers) and not from Edge!

You must check documents out to edit them and then check them back in when you've
completed your changes. While you have a document checked out, no one else can edit
it. See more about this at To Check Out a File to Edit.

When to Check Documents In and Out

e You will want to use the check in and out process when working on documents
for your cohort on the events you'll be sourcing for.



e You will not want to check documents in and out that are part of our training.
When using those documents, you will want to double-click to open them and
save them without editing to your local drive so you can read them offline.

Navigating the SharePoint Training Sandbox

We’ve created a sandbox where you can safely work while in the Recruiter Academy

Program.

Use this page to save files for the current Consumer Recruiting Team Recruiter Academy Training Program in the Cohort folder below. Please do not

post any folders at thislevel. Embed them in the cohort shared documents folder.
Your Team:

L] Mentor: Laura Starbird (FT) L] Senior Program Manager: Leilani Lutali
. . . . Project Manager: Ann Shaver

. Recruiting Coordinator: Katie Hanley

L] Program Manager for Learning: Lin Laurie

Links You will need:

= Recruiter Academy Wik 9
= Template Library

Shared Documents M

[ Type Name 9 Madified Modified By

] Spring 2017 Cohort 1/5/2017 6:04 PM #| Laurie, Lin
Ea Training and Documentation 1/14/2017 12:13 AM #| Laurie, Lin
4 Add document

v

amazon

Getting Started
:@ Share this site
n Change site theme
|d| set a site icon

_'%3 Customize the Quick Launch

1. Lists the team for the current RAP and their official positions.

2. Provides links to other places that might contain information, templates, or other

materials of use during the program.

3. This section contains folders with different documents, spreadsheets, and other
materials that can be accessed and used during the current program. Under the
2017 folder, you and your team will create folders for each event, and post

information about the event in its specific folder.

Accessing the Recruiter Academy SharePoint Site

We'll use our SharePoint Sandbox for this example but we don’t want everyone to click

on it while it is being demonstrated.

1. Click on a SharePoint site link to open a site that you have access to.



https://portal2010.amazon.com/sites/RAPTrainingSandbox/SitePages/Home.aspx

2. Click on the folder you want to open. (We'll use the current Cohort folder called
Spring 2017 Cohort.)

Navigating a SharePoint Site

You can always use the navigation on the left side of each page to navigate to Shared
Documents, or click the Home tab to return to the top-most page of the SharePoint site.

Home

Libraries

Site Pages

Shared Documents

Laurie, Lin - B

site Actions ~ wf B BEELIL

® ®' Recruiter Academy Program Training Sandbox » Home 4 7
This is the training Sandbox for the Consumer Recruiting Team. Ilikelt  Tags &
Motes
Home Search this site... Fel Q
Libraries
Site Pages
Shared Documents CONSUMER
Lists
Calendar Use this page to save files for the current Consumer Recruiting Team Recruiter Academy Training TALENT
Program in the Cohort folder below. Please do not post any folders at this level. Embed them in
Tasks the cohort shared documents folder.

dMazZon AcauisiTION

Team Discussion

- Mentors: Laura Starbird (FT) and - Senior Program Manager: Leilani
Joseph Cain (PT) Lutali
= | . Project Manager: Ann Shaver
4 Recycle Bin L] Recruiting Coordinator: Katie Hanley
j;] All Site Content . .
Ld Program Manager: Lin Laurie
Getting Started
$ Share this site
Links You will need: H Change site theme

=3 "
= Recruiter Academy Wik g Seta site jcor
j%’ Customize the Quick Launch
Shared Documents
[] Type Name Modified Modified By
(] Spring 2017 Cohort 1/5/2017 6:04 PM # Laurie, Lin

9 4k Add document
(V]

1. Click here to navigate to another site (the Recruiter Academy in this case).
2. Navigate to another folder level down from the current folder level.

3. Click Add document to browse and upload documents to the current folder.

Creating New Folders

Please only do this in your Training Sandbox inside the Cohort folder.



1. Navigate to the folder where you want to create a new folder.

2. Click in the area at the bottom of the Shared Documents list but not on the Add

document text.

Shared Documents

Click in this area

[ Type Name Modified Modified By
Ea Cohort Best Practice 2/22/2017 9:15 PM W Laurie, Lin
Ea Irvine 1/23/2017 11:45 PM W Laurie, Lin
(] Moldova 1/26/2017 10:23 PM coardos, diana
Ea Pari 1/5/2017 7:35 PM W Laurie, Lin
| 1/23/2017 11:46 PM B Laurie, Lin
Ea 2/6/2017 12:46 AM W Laurie, Lin
(] Vancouver 2/15/2017 6:32 AM #| Daring, Sid
| Candidates to Review 2/21/2017 4:38 PM o Moore
IE_I] Email Candidate Template - Marketplace 2/9/2017 5:32 PM #| Bichl, Austin
)| RAP2.0 - Current Event Info 2/23/2017 6:29 AM Starbird, Laura
gk Add document

3. Click on the Documents tab under Library Tools at the top of the page.

site Actions ~ @ B Browse Page Documents

j &j Check Out
CheckIn

MNew Upload Mew Edit

Document » Document ~ Folder Document

Mew Open & Check Out

Library Tools

Discard Check Cut

Library

4. Click on New Folder.

5. Give the folder a name and click Save.

Adding Documents

Use this process to add documents in the current folder (we want you to only do this

inside your Cohort folder).

1. Inside your cohort folder, select the event you’ve been assigned to source, and

add your event documents in that folder.

Shared Documents

[] Type  Name Modified Modified By

| Cupertino 1/5/2017 7:34 PM #| Laurie, Lin

| Maoldovia 1/5/2017 7:35 FM # Laurie, Lin

| Faris 1/5/2017 7:35 FM # Laurie, Lin




Note: These events will likely change prior to the start of class so create your
own event folder structure.

2. Once in the folder you want to add a document to, click the Add Document link.

Shared Documents

[] Tvpe MName Modified Modified By

There are no items to show in this view of the "Shared Documents”™ document library. To add a new item,
dlick "Mew" or "Upload™,

gF Add document

3. Browse and select the document that you want to upload to the SharePoint, and
click OK.

Upload Document

Upload Document
Mame:

Browse to the document you

intend to upload. Browse

Upload Multiple Files

Overwrite existing files

Destination Folder

Spedfy the folder in this

document library where the -
document should be saved. |.FSpr|ng 2017 CDth"‘lCUW' | S |

Folder:

| Ok | | Cancel |

4. The file will be uploaded to the SharePoint with your name and the date it was
added and it is now available for all others with access to the site to view, edit, or
delete, according to their permissions.

Shared Documents

[] Type MName Modified Modified By
IEH ZORE Tech Roles - TPM £ Hew 1/10/2017 8:46 PM (8| Laurie, Lin
g Add document

Adding Multiple Documents

1. Follow the directions above to upload a single document, until you get to Step 6,
and then select Upload Multiple Files.



Upload Document

Upload Document

intend to upload.

document library where the
document should be saved.

Mame:

Browse to the document you

Upload Multiple Files...
Owverwrite existing files

Destination Folder

Folder:

Spedfy the folder in this

Browse. ..

|/Spring 2017 Cohort/Cupe|

| Choose Folder... |

Cancel

2. Open Windows Explorer to view the folders you want to upload.

-
[ Favorites

Bl Desktop
4 Downloads

=il Recent Places

. Recordings

=l Libraries
3 Documents
J Music

= Pictures

4 items

Organize + Share with «

New folder

Documents library

Core Tech Roles
MName

M=) CORE Tech Roles - TPM
M=) CORE Tech Roles - SDM
M%) CORE Tech Roles - SDE
=] SDE I Recruiter Screen 4 0 - Final

m

Date modified

11/15/201611:41 ...

611:37 ...
8/25/2016 5:37 PM

R

Arrange by:

Type

Microsoft
Microsoft
! oft

Microsoft

0

Folder

Word D...
Word D...
Word D...
Word D...

®

Size

3. Select all the documents you want to copy to the SharePoint site, and drag them
to the blue section in the Destination Folder area.




Upload Multiple Documents

Destination Folder
Folder:

Specify the folder in this document library where the

document should be saved. [Spring 2017 Cghgn_.fcupeH Choose Folder...

1
-=jDrag Files and Folders Here

Browse for files instead

0 out of O files uploaded
Total upload size: 0 KB

| Cancel

4. Click OK, and watch the progress as the files are uploaded.

Type MName Size Status
IS CORE Tech Roles - SDE.docx 13 KB Done
Q= CORE Tech Roles - SDM.docx 14 KB Done

86 KB Cione

5 SDE II Recruiter Screen 4 0 - Final.docx

3 out of 3 files uploaded
Total upload size: 113 KB

| Done |

5. Verify that all the files were uploaded by reviewing the message that appears,
and then click Done when the files are uploaded.

Checking Out a File to Edit

Please do not check out files that you won’t be working in, like the training documents.
You should open those as read-only and save them to your PC to read offline.

Please remember to check the file out and check it back in as
soon as you’ve finished editing it!



e Only check out a file when you want to edit it. You don’t want to check out
a document if you are only reading it or if you want to save it to your
personal computer, like when you open training documents, for example.

1. Locate the document you want to open and hover over the area to the right of the
title but before the Modified Date.

Shared Documents
L] Type Mame M
L] IEH Post Event Protocol ReadMe EXkew |ﬁ
IEH Post Event Protocol £2Hew
Ifﬂ Post Event Protocol £2Hew 3

2. Select Check Out from the drop-down list.

Wiew Properties
|_j? Edit Properties

Wiew in Browser

Edit in Browser
] Edit in Microsoft Word
_ﬁ Check Out

Compliance Details
Alert Me
Send To r

@ Manage Permissions
¥ Delete

3. Repeat the steps to open the drop-down list and select Edit in Microsoft Word (or
Excel). Whatever the original authoring tool is, that's what will appear as an
editing option here.

I@é Post Event Protocol ReadMe £2Hew

Note: While you are working on the document, it will show in the SharePoint as a
checked out document by displaying an icon with an arrow.

Checking a Document In

If you haven’t made any changes to a checked out document, you can go up to the
SharePoint site and click on the document, and then select Discard Check Out. This will
return the document to its available state without making any changes to it.



Wiew Properties
L} Edit Properties

Wiew in Browser

Edit in Browser

Edit in Microsoft Word

Check: In

5 i B

Dhscard Check Out ‘\fb

After you have made all the changes to the document you’ve checked out, you will want
to immediately return it to the SharePoint so others can use it.

1. From inside your document, click on the File tab, to view the Info page.

CORE Tec##fRoles - SDE
https://port; .amazon.com = sites » RAPTrainingSandbox » Shared Documents » Spring 2017 Cohort » Cupertino

D Checked Out Document
Mo one else can edit this document or view your changes until it is checked in.
CheckIn & Discard Check Out

2. Click Check In to return the document to the SharePoint so others can check it
out.

Check In 7 =

Version Comments

Minor formatting changes

|:| Eeep the document checked out after checking in this version,

[ OK ][ Cancel ]

3. Enter text describing what type of work you did to the document (for versioning
control), and then click OK.

4. Notice that the document will remain open but the status of the document on the
Info page changes to Read-Only from Server.



Info

CORE Tech Roles - SDE

https://portal2010.amazon.com » sites » RAPTrainingSandbox » Shared Documents » Spring 2017 Cohort » Cupertino

Fj Read-Only from Server
2

We opened this document read-only from the server,
Edit
Document

5. Close the document unless you want to save a copy to your local drive first, but
knowing that if you do, you will be breaking the link to the SharePoint and your
copy will not be connected to the check in/out process any longer.

Troubleshooting Locked Documents

There will be times when someone walks away from a file without checking it back in.
You might be tempted to just take a read-only copy and edit it off-line. However, if you
do that, and later save it with the same name, the person who had it locked will have
lost all their changes. So do not do edit a document that you have not checked out!

You should be able to tell at a glance that the document is checked out as an arrow
should appear at the bottom of the icon for the file.

I%EI RAP v2.0 Flanner

1. Open the document you want to edit.

2. When it opens in the browser, select Open in Word or Excel (or the native
authoring tool).

-

File In Use 7| =

This file is locked for editing by ANT\ljester
Do you want to:

@ View a read-only copy
Save and edit a copy of the file
| Receive a notification when the server file is available

| 84 || Cancel |

L ~

You should receive an error indicating that the file is locked for editing and it
should display the alias of the person who is currently working on the document.

3. You can select one of the following options:

10



Option Description

View a read-only copy This option is great if you want to read
the contents of the file but not edit it.

Save and edit a copy of the file Not recommended as you could
overwrite the other person’s work if
you check it back in or lose your own

work.
Receive a notification when the server | If you can wait for the document to
file is available. become available, select this option.
While this option isn’t listed, you can You can email, Skype, or phone them
send the person listed an email or with a request.

walk over to their desk and ask them
to release the document.

4. Click OK to close the dialog box.

Renaming a Document or Folder

Sometimes you don’t like the name of the document or folder and realize it after you
upload the document to the SharePoint site or create the folder on the site. You can
easily change the name of either a document or folder following the instructions below.

1. Hover your mouse over the file you want to rename.

Shared Documents
[] Type  Name Maodified
IEJ CORE Tech Roles - SDE £2new 1/10/2017 9:36 PM
&l CORE Tech Roles - SDOM wew 1/10/2017 9:30 PM
=0 CORE Tech Roles - TPM fiwew 1/10/2017 8:46 PM
(] @  SDEII Recruiter Screen 4 0 - Final e |I+Lmnf2m;' 8:57 PM

2. Click the down arrow to display the menu, and select Edit Properties.

11



iew Properties
L} Edit Properties

View in Browser

Edit in Browser
] Edit in Microsoft Word
_fg Check Out

Compliance Details
Alert Me
Send To r

$ Manage Permissions
¥ Delete

3. Change the name of the file and click Save.

_

=

HE D X

Save Cancel Paste Delete

Item
Commit Clipboard Actions
Mame * |NewFiIeName .docx

Title | |

Created at 1122017 11:40 PM by Laurie, Lin [ |

uils L Save | | Canicel |
Last modified at 1/13/2017 8:34 PM by Starbird, Laura [

Note: Don’t change the Title because it doesn’t appear on our list of documents.
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