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In this section:

■■ Using your apps

■■ Creating and deleting lists

■■ Adding and editing list items

■■ Deleting and restoring list items

■■ Creating list columns

■■ Editing and deleting list columns

■■ Using list and column validation rules

■■ Sorting and filtering lists

■■ Creating and selecting a list view

■■ Sorting or filtering a list view

■■ Organizing items by using folders

List and library 
essentials 5
Organizations rely on accessing pertinent information so they can 

respond quickly to business needs. Microsoft SharePoint 2013 offers 
true document-management capabilities and is all about sharing informa-
tion through apps called lists or libraries.

A list is a collection of like items, such as contact information, calendar 
events, or inventory items. Similar to a database table, each list contains 
data that you enter yourself or import from another source. You control 
how the information is displayed and who has access to either view or 
manipulate that data. SharePoint provides a central location for team 
members to access current, accurate, and relevant data.

You can create a custom list that describes the information that you want 
to capture, or use standard templates that come out of the box. Share-
Point 2013 comes with several lists for collecting different kinds of infor-
mation, such as tasks, announcements, contacts, and links, just to name a 
few.



Add an app on SharePoint
1	 In the upper-right corner of the window, click the Settings icon (the 

small gear graphic).

2	 On the menu that appears, click Add An App.

3	 Click the app that you want to add to your site.

4	 Enter a name for the new app.

5	 Click Create.

Using your apps
Microsoft has included a new application development model 
in SharePoint 2013 called the SharePoint app. Certainly, we’ve all 
become familiar with the phrase, “There’s an app for that.” Well, 
now SharePoint can say the same. These self-contained web 
applications can come out of the box or be downloaded from 
Microsoft’s SharePoint Store. Apps provide users with a way to 
access existing applications that others have already built rather 
than building them from scratch. Lists and libraries are apps as 
well as being other useful mini programs.

Perhaps you want to highlight a “Tip of the Day” section on your 
SharePoint site or implement a Timesheet in which employees 
can enter their project hours. You can download these apps 
from the SharePoint Store for free instead of hiring a developer 
to design and implement it!

1

2

3

54

TIP  You can read a brief description of each app by clicking 
the App Details link, which is located below the app’s icon, on 

the Apps You Can Add page.

3

74  Using your apps: Add an app on SharePoint
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Add an app from the SharePoint Store
1	 In the upper-right corner of the window, click the Settings icon.

2	 On the menu that appears, click Add An App.

3	 On the Your Apps page, on the Quick Launch bar, click SharePoint 
Store.

4	 Click the app that you want to add to your site.

5	 Click Add It, Buy It, or Try It.

6	 If the app requests trust confirmation, follow any instructions that 
are presented and then click either Trust It or Cancel.

1

2 3

5

6
TIP  You must be a Site Owner or have Full Control permissions 
to add apps from either the SharePoint Store or an App Catalog.

Using your apps: Add an app from the SharePoint Store  75
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Create a list or library
1	 In the upper-right corner of the window, click the Settings icon, and 

then, on the menu that appears, click Add An App.

2	 On the Your Apps page, under the Noteworthy section, select either 
Document Library or Custom List. For this example, the Custom List 
app is used.

3	 In the Adding Custom List dialog box, enter a name for your list (or 
library).

4	 Click Create.

Creating and deleting lists
Although SharePoint 2013 provides you with several lists and 
libraries based on commonly used templates, you’ll likely need to 
customize your list to suit your needs. Perhaps you need a way 

to display employee vacations or track open issues—SharePoint 
makes this possible with just a few clicks. To keep your site clean, 
you’ll want to get rid of unused or obsolete lists, as well.

1

4

3

2

TIP  A library is actually a list that stores documents instead of 
information alone.

TIP  When naming your list, use underscores (_) in place of 
spaces between words or omit spaces between words alto-

gether. This helps to keep the assigned URL clean. If you want to 
rename your list after you create it, go to the List Settings and then, in 
the General Settings section, click List Name, Description And Naviga-
tion. There, you can edit the name of your list to include spaces.

76  Creating and deleting lists: Create a list or library
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Delete a list or library
1	 Hover over the list or library that you want to delete and then click 

the drop-down menu icon (…).

2	 On the menu that appears, click the Settings link.

3	 On the Settings page, under the Permissions And Management sec-
tion, click Delete This List (or Delete This Library).

4	 In the pop-up message box, click OK to confirm that you want to 
send the list to the Recycle Bin.

2
1

3

TRY THIS  Practice creating a custom list titled New List and 
then delete it. 4
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Add a list item
1	 On the Quick Launch bar, click Site Contents.

2	 On the Site Contents page, click the list to which you want to add 
items.

3	 In the list, click New Item.

4	 On the list’s Edit page, click with the mouse or use the Tab key to 
move through the item fields, entering data as required or as you 
see fit.

5	 Click Save.

Adding and editing list items
After creating a list, you’ll want to populate that list with the 
information for which it was designed. Each row in your Share-
Point 2013 list is called a list item. SharePoint can support up 
to 30 million items in one SharePoint list! Depending on your 
permission level, you can create, edit, and delete items.

You can also attach documents or items to a list item. For 
instance, it would be practical to attach a menu to a restaurant 
list or an agenda to a calendar item. By default, SharePoint sup-
ports including attachments to list items; however, you can turn 
off this feature on the Settings page for the list, if you’d like.

1 2

3

TIP  SharePoint automatically assigns a sequential ID number 
to each new item, eliminating the need for you to assign it 

manually.

TIP  A blue asterisk indicates a required field for which you 
must provide information before the list item can be saved.

4

Try this

5
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Edit a list item
1	 On the Quick Launch bar, click Site Contents.

2	 Click the list in which you want to edit items.

3	 Click Edit above the list items.

4	 Click the mouse or use the Tab key to navigate between and edit 
the item fields.

5	 Click the mouse or use the Tab key to select a different field; the 
changes are automatically saved.

6	 When you’re done making changes, click Stop above the list items.

5

6

4
TRY THIS  Attach a file to your item by going on the ribbon 
and clicking Attach File.

3

1 2

TIP  Most drop-down commands are also available on the 
ribbon on the Items tab.
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Delete a list item
1	 On the Quick Launch bar, click Site Contents.

2	 Click the list from which you want to delete items.

3	 Hover over the item that you want to delete and then click the 
menu drop-down icon (…).

4	 On the menu that appears, click Delete Item.

5	 In the pop-up message box, click OK to confirm that you want to 
send the item to the Recycle Bin.

Deleting and restoring list items
It’s possible that a user will want to retrieve a deleted item. 
SharePoint 2013 provides an easy way to restore that deleted 
item back to its original location.

Deleted items will remain in the site collection’s Recycle Bin for 
30 days. If you delete an item from your Recycle Bin, you can 

request that your Site Collection Administrator restore the item 
back to its original location for you, as long as the item hasn’t 
exceeded 30 days from the original deletion date.

3

4
TRY THIS  Delete multiple items by using the Edit command 
and highlighting multiple rows with your mouse. Then, click 

Delete.

1 2
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Restore a deleted item
1	 On the Quick Launch bar, click Site Contents.

2	 On the right side of the Site Contents page, click Recycle Bin.

3	 On the Recycle Bin page, select the check box to the left of the item 
that you want to restore.

4	 Click Restore Selection. 1

2

3

4

TRY THIS  Delete a list or library and then restore it.
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Create a column
1	 In a list, above the list items, click Edit.

2	 To the right of the column headings, click the Add button (the “+” 
sign).

3	 On the menu that appears, click More Column Types.

4	 In the Column Name text box, enter a name for the column.

5	 Choose the type of information that the new column will store.

Creating list columns
SharePoint 2013 provides several templates for common list 
types, such as Announcements, Calendar, Contacts, and Tasks. 
These templates can be used and then customized so that you 

don’t have to create a new list from scratch. Create additional 
columns to suit your list or library’s purpose.

1

2

3

4

5

TIP  To work with columns, you must have Designer or Full 
Control permissions.

TRY THIS  SharePoint includes several predefined columns. 
Instead of creating a new column, choose to add from existing 

site columns when editing list column settings.

(continued on next page)
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6	 In the Additional Column Settings dialog box, you can also option-
ally edit the following column settings:

•	 Description  What you enter here displays under the field 
when the user is editing the form.

•	 Require That This Column Contains Information  Select Yes 
to require data to be entered in this field.

•	 Enforce Unique Values  Select Yes to require that each value 
in this column be unique in this list.

•	 Maximum Number Of Characters  This determines the maxi-
mum number of characters that can be entered in this field.

•	 Default Value  Any text entered here will be the default 
column entry when a new item is created.

•	 Add To Default View  Select this check box to add this column 
to the default view of this list.

•	 Column Validation  Use rules to accept or reject information 
entered in this column based on defined criteria.

7	 Click OK.

7

6

Create a column  (continued)
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Edit column settings
1	 On the List tab, in the Settings group, click List Settings.

2	 On the List Settings page, in the Columns section, click a column 
title.

3	 Make the desired Column changes and click OK.

Editing and deleting list columns
After you’ve created new columns for your list or library in 
SharePoint 2013, you might change your mind about the 
column name or data type. You might want to require that 

information is entered in a field or include a different default 
value. You can also delete columns that are no longer necessary.

1

2

3

CAUTION  If you change your mind about the Type for a 
column, you’ll find that not all Types are available when you go 

back to edit it. In this case, your only alternative is to delete the column 
and create a new one with the correct Type.

84  Editing and deleting list columns: Edit column settings
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Delete a list column
1	 On the List tab, in the Settings group, click List Settings.

2	 On the List Settings page, in the Columns section, click a column 
title.

3	 Click Delete.

4	 In the pop-up message box asking you to confirm the deletion, 
click OK.

2

3

4

TIP  The Title column included in SharePoint lists is a required 
column, it cannot be deleted. If the Delete button is not 

displayed in the settings for the column, this indicates that the column 
is a required column in this list.

CAUTION  Deleting a column also deletes the data in that 
column. Before deleting a column, consider exporting the list to 

Microsoft Excel to back up the information. This can be done by 
clicking Export To Excel in the Connect & Export group of the List’s 
ribbon.

1
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Add a validation rule to a column
1	 On the Library tab, in the Settings group, click Library Settings (or 

List Settings on the List tab).

2	 On the Library Settings page, in the Columns section, click a column 
title.

3	 Scroll down to Column Validation and click the plus sign (+) icon 
next to Column Validation to expand the section.

Using list and column validation rules
Being that we’re human, entries are bound to contain format-
ting errors. A SharePoint 2013 feature uses validation rules 
to accept or reject the entered information based on defined 
criteria. Rejected information needs to be corrected by the user 
before the item can be saved in the list. Validation rules exist on 
individual columns as well as the list level. SharePoint evaluates 
column rules before evaluating list level rules.

Validation rules are only available on the following column 
types: Single Line Of Text, Choice, Number, Currency, and  
Date/Time.

1

2

3
TIP  For more information on column validation, click the 
SharePoint Help button (the question mark in the upper-right 

corner of a site) and then type formula as a search phrase.

(continued on next page)
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4	 In the Formula text box, enter a validation formula.

5	 In the User Message text box, enter a message to display if the 
information entered in the field is not valid.

6	 Click OK.

1

2

3 4 5

Add a validation rule to a list
1	 On the List tab, in the Settings group, click List Settings.

2	 On the List Settings page, in the General Settings section, click 
Validation Settings.

3	 In the Formula text box, enter a validation formula.

4	 In the User Message text box, enter a message to display if the 
information entered in the field is not valid.

5	 Click Save.

Add a validation rule to a column

6

4

5

  (continued)
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Sort a list
1	 Hover your mouse pointer over the title of the column by which you 

want to sort.

2	 Click the drop-down arrow to the right of the column title.

3	 On the menu that appears, click either Ascending (A on Top) or 
Descending (Z on Top).

Sorting and filtering lists
Information in lists can be organized and displayed by using 
views. Views can be created and modified to specify which 
fields are displayed, the column order, how they are sorted, and 
whether the information is filtered and/or grouped. SharePoint 
2013 provides several formats for displaying views, as well, 

such as Standard and Datasheet views. Standard views support 
dynamic sorting and filtering directly in the column headers, 
whereas Datasheet views give users the option to enter data as 
a batch instead of entering one list item at a time. Here, you’ll 
learn how to manually sort or filter a Standard view.

1

2
3

TIP  If a column is sorted, a small up arrow or down arrow 
(depending on whether the column is sorted in ascending or 

descending order) displays to the right of the column title.

SEE ALSO  To sort on more than one column, you need to 
configure a list view. See “Create a list view” on page 90.
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Filter a list
1	 Hover your mouse pointer over the title of the column that you 

want to filter.

2	 Click the drop-down arrow to the right of the column title.

3	 On the menu that appears, select the check boxes adjacent to the 
information that you want to include in the filter.

4	 Click Close.
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4
TIP  If a column is filtered, a small funnel icon displays to the 
right of the column title.

TRY THIS  Clear the column filters by clicking the small funnel 
icon and then, on the menu that appears, click Clear Filters 

From column.
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Create a list view
1	 Click the drop-down menu icon (…) above the list headings.

2	 On the menu that appears, click Create View.

3	 On the View Type page, click Standard View.

Creating and selecting a list view
SharePoint 2013 provides users with flexible ways to display 
their list information by using views. You control which fields 
appear in each list, the field order, as well as filtering or sorting 
on multiple columns. Additionally, information can be grouped 
to collapse or expand for a treelike view. Users can determine 

whether their configured views are available to all users or just 
themselves, and can be defined for mobile devices. If a pre-
ferred view of the list data already exists but is not the default 
view, SharePoint 2013 makes it easy to switch to that view.

2

1

3

(continued on next page)

TIP  Only include relevant columns to reduce the amount of 
columns visible on your screen. All fields are visible when you 

click the link to the item.

TIP  Instead of creating a new view from scratch, use the Start 
From An Existing View option when choosing to create a new 

view and make modifications.
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4	 On the Create View page, in the View Name text box, enter a 
unique name for the view.

5	 Select the Make This The Default View check box to make this new 
view the default view.

6	 In the View Audience section, choose to make the view Personal 
(for your use only) or Public (available to all site users).

7	 In the Columns section, you can perform two activities:

•	 Select the check box adjacent to the columns that you want to 
display in the view; clear the check boxes adjacent to the col-
umns that you want to hide.

•	 Order the columns sequentially from left to right by selecting 
numbers in the Position From Left column.

8	 At the top or bottom of the page, click OK.

85
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1

2

Create a list view

Select a list view
1	 Click the drop-down menu icon (…) above the list headings.

2	 On the menu that appears, click the view that you want to display.

TIP  Three view links are available above the list’s columns, 
available for quick toggling.

  (continued)
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Sort a list view
1	 Click the drop-down menu icon (…) above the list headings.

2	 On the menu that appears, click Modify This View.

3	 In the Sort section, you can perform two activities:

•	 Click the drop-down list and select the First Sort By The Column.

•	 Select whether you want that sorted column in ascending or 
descending order.

4	 If you don’t want folders to appear before items, select the Sort 
Only By Specified Criteria check box.

5	 At the top or bottom of the page, click OK.

Sorting or filtering a list view
If you find yourself continuously filtering the default view to 
meet your needs, why not eliminate that time by creating 

alternate views that you’ll access often? Here, you’ll learn how to 
modify views by using the sort and filter features.
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3

TIP  Folders will appear before list items by default. If the Sort 
Only By Specified Criteria option is selected, the folders will 

appear in the assigned sort order along with the items.
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Filter a list view
1	 Click the drop-down menu icon (…) above the list headings.

2	 On the menu that appears, click Modify This View.

3	 In the Filter section, click the Show Items Only When The Following 
Is True option.

4	 To enter filter criteria, do the following:

•	 Select a column on which to filter from the first drop-down 
menu.

•	 Select a condition from the second drop-down menu.

•	 Enter a value in the text box.

5	 Select And or Or to enter additional filter criteria.

6	 To filter on more than two criteria, click Show More Columns.

7	 At the top or bottom of the page, click OK.
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TRY THIS  Filter on items by using the Created By criterion and 
then enter the value [Me].
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Create a folder
1	 On the Quick Launch bar, click Site Contents.

2	 On the Site Contents page, locate the list or library in which you 
want to create a folder.

3	 On the ribbon, click the Items tab of a list, or the Files tab of a 
library.

4	 Click New Folder.

5	 In the Create A New Folder dialog box, enter a folder name.

6	 Click Save.

Organizing items by using folders
In SharePoint 2013, you can create folders to organize your lists, 
similar to creating folders on your computer. However, for the 
purposes of organizing information, adding a folder in a list can 
interrupt the display of the captured information.

You could use SharePoint to organize a Class Schedule listing 
different Classes, Class Times, and Costs to view at a glance. It 

would be helpful to have a folder for Class Descriptions for this 
scenario. Preparing an efficient organizational strategy ahead of 
time to locate, process, and manage your information is always 
a best practice.
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5
TIP  If the New Folder option isn’t available, the feature needs 
to be turned on. On the Library Settings tab, click Advanced 

Settings and then, under the Folders section, click Yes.
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Securing an organization’s information is crucial. Protecting organiza-
tional content is a key component to the success of that security.

Microsoft SharePoint 2013 provides proficient security tools to ensure 
that teams are completely confident that their content is available only 
to the users to whom they’ve granted access. Using the SharePoint secu-
rity model, you can apply access privileges at an overall level such as the 
site collection, down to an individual level like a single document—not to 
mention all the levels in between (sites, pages, or lists and libraries).

In this section:

■■ Understanding SharePoint security

■■ Adding people to groups

■■ Creating groups

■■ Granting permissions to an individual

■■ Breaking permission inheritance

■■ Granting access to lists, libraries, and 
individual items

■■ Removing security

■■ Checking permissions

■■ Editing permissions

Security within 
SharePoint 2013 14



View site permissions
1	 On the Home page, click the Settings button (the small gear 

icon next to the name of the logged-on user). On the menu that 
appears, click Site Settings.

2	 On the Site Settings page, in the Users And Permissions section, 
click Site Permissions.

Understanding SharePoint security
You can only access SharePoint 2013 if a SharePoint admin-
istrator or site owner grants you permission. You can grant 
permissions to groups of people or to individuals. SharePoint 
administrators can grant access to Active Directory groups, or 
Windows network groups, as well.

It is recommended to add individuals to SharePoint groups and 
then provide access to those groups, rather than directly to indi-
viduals. A SharePoint group is a collection of individuals (up to 
5,000), and it is much more convenient to manage the applied 
security settings to a group than to manage individual users.

1 2

(continued on next page)
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3
3	 On the Permissions page, view the permission levels assigned to 

each group on the site.

View site permissions  (continued)
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Adding people to groups
A new site can be created to use the same permissions as the 
parent site or to use unique permissions. Upon creation of a 
new site with unique permissions, SharePoint 2013 automatically 
creates three groups: Visitor, Member, and Owner. New groups 
can be created, and unused groups can be deleted.

Permissions then need to be assigned to groups for them to 
actually be of use. SharePoint administrators can use permis-
sion levels to control what groups or individuals can do within 
SharePoint. Thirty-three selectable permissions can be mixed 
and matched in different combinations to define thousands of 
permission levels.

Permission levels determine what type of activities that group 
can perform on a site, page, list, library, item, or document. 
Upon creation of a new team site, SharePoint automatically cre-
ates seven permission levels:

Permission 
level Definition

Full Control Users have full control of a site to add, delete, 
approve, move, and create new sites.

Design Users can view, add, delete, approve, and customize 
a SharePoint site.

Edit Users can add, edit, and delete lists. They can 
also view, add, update, and delete list items and 
documents.

Contribute Users can view, add, update, and delete list items 
and documents.

Read Users can view pages and list items. They can also 
can download document copies.

Limited 
Access

User can view specific lists, document libraries, list 
items, folders, or documents when given permission.

View Only Similar to the Read permission level, but users 
cannot download items.
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Add people to existing groups
1	 On the Site Settings page, in the Users And Permissions section, 

click Site Permissions.

2	 On the Permissions page, click the Permissions tab and then, in the 
Grant group, click Grant Permissions.

3	 In the Share dialog box, in the designated text box, enter names, 
email addresses, or the word “Everyone”.

4	 Click the Hide Options button.

5	 In the Select A Group Or Permission Level list box, select a group 
name.

6	 Click Share.
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TRY THIS  Add yourself to the Members group.
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Create a group
1	 On the Site Settings page, in the Users And Permissions section, 

click Site Permissions.

2	 On the Permissions page, click the Permissions tab and then, in the 
Grant group, click Create Group.

Creating groups
Customizing SharePoint groups makes it possible for your orga-
nization to effectively grant access to only the users it specifies. 

When you create a group, you can name it, assign it a permis-
sion level, and add people to it.

1

2

(continued on next page)

TIP  When necessary, you can assign an existing group as the 
group owner to allow more than one person to be the group 

owner.
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3	 On the Create Group page, in the Name text box, enter a name for 
the group.

4	 In the About Me text box, enter a description.

5	 Assign a group owner to the group.

6	 In the Give Group Permission To This Site section, select a check box 
corresponding to the permission level that you want to assign to 
the group.

7	 Click Create.
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Create a group  (continued)
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Grant permissions to an individual
1	 On the Site Settings page, in the Users And Permissions section, 

click Site Permissions.

2	 On the Permissions tab, in the Grant group, click Grant Permissions.

Granting permissions to an individual
By assigning people to SharePoint 2013 groups, you can see 
what permissions an individual has and assign those same per-
missions to someone else simply by adding that person to the 

same group. Occasionally, however, you might need to assign 
permissions directly to a user to grant access to a site or its 
individual items.

1

2

TIP  It is considered a best practice to manage users within 
groups instead of individually.

(continued on next page)
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3	 In the Share dialog box, in the designated text box, enter names, email 
addresses, or the word “Everyone”.

4	 Click the Show Options button.

5	 In the Select A Group Or Permission Level list box, select a permis-
sion level.

6	 Click Share.

Grant permissions to an individual  (continued)
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Break inheritance
1	 Select the list or library with which you want to work (for this 

example, we’ll work with a library).

2	 On the ribbon, click the Library tab.

3	 In the Settings group, click Library Settings.

4	 On the Library Settings page, in the Permissions And Management 
section, click Permissions For This Document Library.

5	 On the Permissions tab, in the Inheritance group, click Stop Inherit-
ing Permissions.

Breaking permission inheritance
By default, all children objects (sites, pages, lists, libraries) inherit 
their permissions from their parent site. Permissions for objects 
cascade from the parent to the child. For instance, a subsite 
inherits the permissions of its parent site. A library inherits the 
permissions of the site in which it is created, and a document 
inherits the permissions of the library to which it is uploaded. 
If you want to stop this inheritance and customize permissions, 
you’ll need to break inheritance.

Perhaps you have a site with team information for everyone 
on your team. By default, everyone who has access to a team 
library can see the documents in that library. Still, you might 
want to restrict the Performance Reviews folder to only allow 
managers to access it. In this case, you would break the inheri-
tance from the parent library so that only the Managers group 
can see that particular folder.
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(continued on next page)

CAUTION  Breaking inheritance prevents future changes to 
the parent permissions from cascading down to the child item.

TIP  It is recommended to inherit permissions whenever 
possible to avoid burdensome maintenance.
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6	 In the pop-up message box that asks you to confirm the change, 
click OK.

6

Break inheritance

Inherit parent permissions
1	 Select the list or library with which you want to work (for this 

example, we’ll work with a library). On the ribbon, click the Library 
tab and then, in the Settings group, click Library Settings.

2	 On the Library Settings page, in the Permissions And Management 
group, click Permissions For This Document Library.

3	 On the ribbon, click the Permissions tab and then, in the Inheritance 
group, click Delete Unique Permissions.

4	 In the pop-up message box that asks you to confirm the change, 
click OK.
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TRY THIS  Stop inheriting permissions on a list or library and 
then configure it to inherit permissions again.

  (continued)

Breaking permission inheritance: Inherit parent permissions  263

14: Security within SharePoint 2013



Grant access to a list or library
1	 Select the list or library with which you want to work (for this 

example, we’ll work with a library).

2	 On the ribbon, click the Library tab.

3	 In the Settings group, click Library Settings.

4	 On the Library Settings page, in the Permissions And Management 
group, click Permissions For This Document Library.

5	 On the Permissions tab, in the Grant group, click Grant Permissions.

Granting access to lists, libraries, and individual items
When not inheriting permissions from its parent, SharePoint 
2013 allows owners to apply unique security at the site collec-
tion level, the site level, the library or list level, and to items 
within a library or list. You might want to grant your department 

Read access to your site but only allow certain team members 
to edit documents within the site. SharePoint flexibly accommo-
dates these needs.
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TIP  This exam ple assumes that this library does not inherit 
permissions from its parent.

(continued on next page)
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6	 In the Share dialog box, in the designated text box, enter names, 
email addresses, or the word “Everyone”.

7	 Click the Show Options button.

8	 In the Select A Permission Level list box, select a permission level.

9	 Click Share.
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Grant access to a list or library  (continued)
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Grant access to individual items
1	 Click the drop-down ellipsis to the right of an item in a list or 

library. (Hover over the item to view the pointing hand.)

2	 In the lower-right corner of the Properties box that opens, click the 
drop-down ellipsis. (Hover over the item to view the pointing hand).

3	 On the menu that appears, click Shared With.

4	 On the Shared With page, click Advanced.

5	 On the Permissions tab, in the Inheritance group, click Stop Inherit-
ing Permissions.
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(continued on next page)
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6	 In the pop-up message box that asks you to confirm the change, 
click OK.

7	 Back on the ribbon, click Grant Permissions.

8	 In the Share dialog box, in the designated text box, enter names, 
email addresses, or the word “Everyone”.

9	 Click the Show Options button.

10	In the Select A Permission Level list box, select a permission level.

11	Click Share.
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Grant access to individual items  (continued)
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Remove a user from a group
1	 On the Home page, click the Settings button (the small gear 

icon next to the name of the logged-on user). On the menu that 
appears, click Site Settings.

2	 On the Site Settings page, in the Users And Permissions section, 
click People And Groups.

3	 On the Quick Launch bar, click Groups.

4	 Click the name of the group from which you want to remove the 
user.

Removing security
Logically, if you’ll be granting access to SharePoint 2013, you’ll 
be removing access, as well. Removing users from items or 
groups involves the same steps as adding users. You’ll begin 
to realize the convenience of managing users in groups as 

opposed to individually. Removing users from a group can be 
done in one location instead of each location where they’ve 
been added separately.
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(continued on next page)
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5	 Select the check box next to the name of the user whom you want to 
remove.

6	 Click the Actions drop-down arrow.

7	 On the menu that appears, click Remove Users From Group.

8	 In the pop-up message box that asks you to confirm the change, 
click OK.
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Remove a user from a group

TIP  If you don’t see the Actions menu, it’s because you don’t 
have permissions to edit members of that Group.

  (continued)
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Remove a group’s site permissions
1	 On the Home page, click the Settings button (the small gear 

icon next to the name of the logged-on user). On the menu that 
appears, click Site Settings.

2	 On the Site Settings page, in the Users And Permissions section, 
click Site Permissions.

3	 Select the check box next to the group from which you want to 
remove site permissions.

4	 On the Permissions tab, in the Modify group, click Remove User 
Permissions.

5	 In the pop-up message box that asks you to confirm the change, 
click OK.
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CAUTION  Removing a group from a site also removes the 
users within that group from the site.

TIP  This example assumes that this library does not inherit 
permissions from its parent.
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Edit site permissions for an individual or 
group
1	 On the Home page, click the Settings button (the small gear 

icon next to the name of the logged-on user). On the menu that 
appears, click Site Settings.

2	 On the Site Settings page, in the Users And Permissions section, 
click Site Permissions.

3	 On the Permissions page, if the site is inheriting permissions, click 
Stop Inheriting Permissions, and then, in the pop-up message box 
that asks you to confirm the change, click OK.

4	 Select the check box next to the group or individual for which you 
want to edit permissions.

5	 Click Edit User Permissions.

6	 Clear the current permissions check box and select a different one.

7	 Click OK.

Editing permissions
Suppose that a project has completed and you no longer want 
the team to add or edit the project’s supporting documents. 

The flexibility of SharePoint 2103 gives you the ability to easily 
make changes to permission level of an individual or a group.
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TIP  Permissions will default to the highest level of security. Be 
sure to clear an existing Edit permission level check box if the 

user/group should only have Read access.
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View permissions on a library or list
1	 On the Quick Launch bar, click Site Contents.

2	 Click the drop-down ellipsis to the right of the library with which 
you want to work. (Hover over the library for the drop-down indica-
tor to display).

3	 On the menu that appears, click Settings.

4	 On the Library Settings page, in the Permissions And Management 
group, click Permissions For This Document Library.

5	 On the Permissions tab, review each group name and permission 
level.

Checking permissions
It can be easy to lose track of who has access to your sites and 
libraries. You can use the tools on the SharePoint 2013 ribbon to 

check what permissions are on an entire site or to view a sum-
mary of the permissions assigned to a group or individual.
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Check permissions for an individual or group
1	 On the Home page, click the Settings button (the small gear 

icon next to the name of the logged-on user). On the menu that 
appears, click Site Settings.

2	 On the Site Settings page, in the Users And Permissions section, 
click Site Permissions.

3	 On the Permissions tab, in the Check group, click Check 
Permissions.

4	 In the Check Permissions dialog box, in the User/Group text box, 
enter the name of the person or group.

5	 Click Check Now.

6	 In the Check Permissions dialog box, review the permission level 
summary.
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blogs  413

viewing for Community Site members,  360
working with, on Community Sites,  354

creating badges,  354
editing a badge,  355

barcodes, document barcode policies,  165
Basic Search Center,  298
Basic Search Center template,  38
Best Reply to a post,  196
blogs,  237–252

Blog site on My Site,  276
Blog template,  37
changing blog description,  244
changing blog picture,  242
components of a blog site,  238
creating a blog site,  239
creating personal blog site from 

SharePoint profile,  241
managing comments,  249

adding a comment,  249
viewing, editing, or deleting 

comments,  250
managing posts,  247

creating a post,  247
publishing post saved as draft,  248

publishing posts using desktop blogging 
tools,  252

subscribing to blog’s RSS feed,  251
using categories to organize blogs,  245

editing a category,  246
Web Parts for,  203
Web Parts on Home page (example),  202
Yammer, corporate microblogging 

tool,  340

Announcements template,  82
App Parts,  202, 203

adding to a page,  212
Approval workflow,  379
apps,  16, 74–75

adding from SharePoint Store,  75
adding on SharePoint,  16, 74

asset libraries.  See also media, working with
connecting to Microsoft Office,  138
creating,  18, 120
Enterprise Keywords,  128
tagging media files,  126
uploading and tagging media files,  122
uploading multiple files,  124

attachments to list items,  78
audiences, targeting Web Parts for,  219–222
audio,  119

in asset libraries,  120
organizing files by using keywords and 

metadata,  129
auditing policies,  165

creating,  172
in lists or libraries,  173
on site content type,  172

viewing auditing reports,  174
auto-generated document IDs,  107

B
badges,  340

assigning to members of Community 
Site,  356

creating,  31

Index
Symbols
- (minus sign), excluding keywords from 

search results,  310
“ “ (quotation marks, double), surrounding 

search phrase,  309
_ (underscore), using in list names,  76
* (wildcard) operator,  308

A
Access.  See also Office 2013

connecting to SharePoint,  235
achievement levels for Community Site 

members,  358
Add A Document dialog box,  123, 136
Add A Favorite dialog box,  287
Add Content Dialog box,  127
Adding Asset Library dialog box,  19, 121
Adding Calendar dialog box,  186
Adding Custom List dialog box,  76
Adding Discussion Board dialog box,  193
Adding Document Library dialog box,  97
Adding Issue Tracking dialog box,  190
Adding Tasks dialog box,  17, 179
Additional Column Settings dialog box,  83
Add To Default View setting command, list 

columns,  83
Advanced Search,  320
alerts

search alerts
creating,  322
editing or deleting,  324

setting on discussions,  368
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Blog Site template,  237
business data, Web Parts for,  203
Business Intelligence Center template,  38
business users,  8

C
calendar lists

creating,  186
switching calendar views,  187

calendars
connecting SharePoint calendars to 

Outlook,  225
scheduling events on,  188

Calendar template,  82
categories

using on Community Sites,  352
using to organize blogs,  245

editing a category,  246
check in

Check In dialog box,  105
checking in a document,  105

check out
checking out documents,  104
requiring and displaying for 

documents,  102
Check Permissions dialog box,  273
Choose A File To Upload dialog box,  133, 137
Class Schedule listing, organizing using 

folders,  94
Collaboration tab,  41
colleagues, mentioning.  See mentions
Collect Feedback workflow,  379
Collect Signatures workflow,  379
columns

configuring in Gantt Charts,  183
in list views,  91

filtering on,  93
sorting by,  92

list
creating,  82
deleting,  85
editing,  84
using validation rules,  86

Column Validation setting, list columns,  83
comments, blog, managing,  249
Community Portal template,  38
Community Sites,  339–376

adding moderators to,  347
adding users,  349
badges,  354

assigning to members,  356
creating a badge,  354
editing a badge,  355

Community Site template,  37
creating site collection,  343
creating subsite,  345
discussions

creating,  362
editing,  364
managing replies,  370
moderating,  372
replying to,  365
searching for,  366
tracking in-progress discussions,  368

enabling site-wide reputation 
tracking,  358

Home page,  341
joining an open site,  350
managing community settings,  351
moderation, importance of,  342
overview,  340
reviewing posts submitted for 

moderation,  374
using Community Site template,  29
viewing badges and reputation scores for  

members,  360

Web Parts for,  204
working with categories,  352

Configure Columns dialog box,  183
Contacts template,  82
content

viewing site contents,  44
Web Parts for,  206

Content Editor Web Part,  202, 206
content types

associating document templates with,  70
associating workflows with,  382
browsing through,  66–67
creating content type retention policies on 

a library,  168
creating new,  68–69
for documents,  98
modifying document template for,  99
site content type information management 

policies, accessing,  166
Contribute permission level,  256
Create A New Folder dialog box,  94
Create Workflow dialog box,  393
Custom List apps,  76

D
Datasheet views, lists,  88
Default Value setting, list columns,  83
deleting data

Delete This List (or Delete This Library),  77
list columns,  85
list items,  80

descriptions
changing blog description,  244
changing site description,  45

Description setting, Additional Column 
Settings dialog box,  83

Design permission level,  256
Developer Site template,  37
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discussion boards
connecting discussion thread to 

Outlook,  197
creating,  192
participating in discussion

replying to discussion thread,  195
starting discussion thread,  194

rating discussions,  196
discussions (on Community Sites),  340

categories for,  352
creating,  362
creating discussion site as community 

subsite,  29
Discussion List section, Home page,  341
editing,  364
managing replies,  370
moderating,  372

finding unanswered questions,  372
marking discussion as featured,  373

replying to,  365
reviewing posts submitted for 

moderation,  374
searching for,  366
tracking in-progress discussions,  368

Disposition Approval workflow,  379
distribution/security group audiences,  219
document barcode policies,  165, 176
Document Center template,  37
document label policies,  165, 176
document libraries

accessing information management 
policies,  167

breaking permission inheritance,  262
creating,  96
creating content type retention policy 

on,  168
excluding from search,  332
inheriting parent permissions,  263

on My Site,  278
searching within,  315

documents
attaching to list items,  78
checking in and out,  104
configuring document sets on a document 

library,  116–118
configuring document sets on a site,  114

document set options,  115
turning on document sets feature,  114

configuring with document IDs,  106
document ID settings,  107

copying or sharing,  112
downloading copy of a document,  112
sharing,  113

customizing document templates,  98
Document Set Web Parts,  205
launching workflows on,  384
managing with a document library,  96
moving,  110

adding custom Send To location,  111
using Send To menu,  110

previewing in Search Center,  318
requiring and displaying document check 

out,  102
uploading multiple,  100

using Explorer,  101
using document IDs,  108

Find By Document ID Web Part,  109
locating ID on a document,  108

document templates, associating with content 
types,  70

Download A Copy command,  112

E
eDiscovery cases,  397
eDiscovery Center template,  37
eDiscovery Download Manager dialog 

box,  411

eDiscovery queries,  397
eDiscovery sets,  397, 403
eDiscovery, SharePoint and,  395–412

accessing deleted content under legal 
hold,  406

creating eDiscovery Center,  32, 32
creating eDiscovery query,  408
eDiscovery Center site,  396

items to work with,  397
exporting eDiscovery results,  410
identifying and holding content,  403
introduction to eDiscovery and legal 

holds,  396
removing a hold,  405
working with eDiscovery cases,  400

accessing existing cases,  402
creating eDiscovery case,  400

eDiscovery Site template,  32
eDiscovery sources,  397
Edit command (for list items),  79
Edit permission level,  256
Edit Properties dialog box,  130

Change Thumbnail,  20
electronic discovery.  See eDiscovery
email, archiving Outlook email in 

SharePoint,  227
Enforce Unique Values setting (list 

columns),  83
Enterprise Keywords,  128

enabling,  129
Enterprise Search Center,  298
Enterprise Search Center template,  38
Enterprise Wiki template,  38
events, scheduling on the calendar,  188
Excel

exporting data from SharePoint list to,  232
exporting table to SharePoint,  233
spreadsheets, importing into 

SharePoint,  229–231
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excluding site content from search,  330
Explorer

uploading multiple files with,  101
using on library ribbon,  100

Export: Download dialog box,  411

F
favorites, adding notes tool to,  287
featured discussion, marking,  373
files

following SkyDrive Pro documents,  155
locating followed documents using 

SkyDrive Pro,  157
locating followed documents using the 

newsfeed,  156
saving to SkyDrive Pro

for access only by you,  150
to be shared with everyone,  148

sharing SkyDrive Pro files,  152
sign-in requirement,  154

synchronizing SkyDrive Pro to your local 
computer,  158

discontinuing synchronization,  160
limits on synchronizing content in Sky-

Drive Pro,  162
file types for document libraries,  98
filtering

dynamic filtering within search results,  316
filter Web Parts,  205
lists,  89
list views,  93
using search refinement to filter 

results,  317
Find By Document ID Web Part,  109
folders

setting folder retention policy source,  170
Shared With Everyone folder on My 

Site,  278

using to organize items,  94
following people,  280

searching for people to follow,  282
searching by keyword,  283

stop following a person,  281
viewing status of a colleague,  285

following SkyDrive Pro documents,  155
locating followed documents using 

SkyDrive Pro,  157
locating followed documents using the 

newsfeed,  156
forms, Web Parts for,  205
formulas

validation formula for a list,  87
validation formula for a list column,  86

Full Control permission level,  256

G
gamification,  354
Gantt Charts

configuring columns,  183
viewing tasks in,  182

global audiences,  219
Groove (Workspaces), replacement with 

SkyDrive Pro,  22
groups,  254

adding people to,  256
existing groups,  257

checking permissions for,  273
creating,  258
editing site permissions for a group,  271
permission levels assigned to,  255
removing group’s site permissions,  270
removing users from,  268
targeting Web Parts for SharePoint 

groups,  219

H
holds (eDiscovery)

creating,  403
removing,  405

I
images

changing blog picture,  242
in asset libraries,  120
inserting image from SharePoint on 

SharePoint page,  140
using image from computer as video 

thumbnail,  132
Image Viewer Web Part,  202, 206
individual items, granting access to,  266
individuals, checking permissions for,  273
information management policies,  163–176

creating auditing policies,  172
creating content type retention policies on 

a library,  168
document label and document barcode 

policies,  176
inheritance of,  165
introduction to,  164
list information management policies, 

accessing,  167
setting library or folder-based retention 

schedules,  170
site content type, accessing,  166
types of,  165
viewing auditing reports,  174

information, organizing and managing,  57–72
associating document templates with 

content types,  70
browsing through content types,  66
browsing through site columns,  62
creating new content type,  68
creating site columns,  64
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introduction to SharePoint 
metadata,  58–61

working with workflows,  72
inheritance

breaking permission inheritance,  262
information management policy,  165
parent permissions,  263

integration between SharePoint and 
Office.  See also Office 2013

using SharePoint assets in Office,  138
issue tracking lists,  190

creating,  190
configuring issue categories,  191

items
attaching to list items,  78
list.  See lists

K
Keyword Query Language (KQL),  305
keywords.  See also search

Enterprise Keywords,  128

L
labels, document label policies,  165
legal holds,  396

accessing deleted content under,  406
libraries,  73.  See also lists

breaking permission inheritance,  262
connecting SharePoint libraries to 

Office,  224
creating,  76
creating audit policy within,  173
creating content type retention policies on 

a library,  168
defined,  76
deleting,  77

document library,  96
accessing information management 

policies,  167
configuring document sets on,  116–118
creating,  96
dragging multiple documents to,  100
modifying document template for,  98
requiring and displaying document 

check out,  102
document library on My Site,  278
granting access to,  264
granting access to individual items in,  266
inheriting parent permissions,  263
setting library retention policy source,  170
viewing permissions for,  272

Limited Access permission level,  256
lists,  73–94

adding items,  78
adding to a page,  212
apps,  74
associating workflows with,  380
creating,  76
creating and selecting list view,  90
creating audit policy within,  173
creating list columns,  82
creating list workflow in SharePoint 

Designer,  386
deleting items,  80
deleting list columns,  85
editing list columns,  84
editing list items,  79
excluding from search,  332
exporting data from SharePoint list to 

Excel,  232
filtering,  89
granting access to,  264
list information management policies, 

accessing,  167

organizing by using folders,  94
restoring deleted items,  81
sorting,  88
sorting or filtering list view,  92
using list and column validation rules,  86
viewing permissions for,  272

list workflows,  378
logo, changing for a site,  45
look and feel of a site, customizing,  14, 47

M
Maximum Number Of Characters setting, list 

columns,  83
media, working with,  119–144

adding media to SharePoint page,  140
inserting image from SharePoint,  140
inserting video in SharePoint page,  142

asset libraries,  120
associating related content to video 

file,  136
connecting to Office 365,  139
Enterprise Keywords,  128
organizing files by using keywords and 

metadata,  129
tagging media files,  126
uploading and tagging media files,  122
uploading multiple files,  124
using picture from web as thumbnail,  134
using SharePoint assets in Microsoft 

Office,  138
video files,  130
Web Parts for media,  206

member achievements point system,  359
Member group,  256
mentions,  290

mentioning a colleague feature,  24
finding who has mentioned you,  25
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menu drop-down icon (…),  90
metadata,  58

adding to media files through 
tagging,  126

excluding site columns from search,  334
information contained with media,  122
organizing media files using,  129

Metadata Input dialog box,  123
Microsoft Access.  See also Office 2013

connecting to SharePoint,  235
Microsoft Office.  See Office; Office 365; 

Office 2013
Microsoft Outlook.  See Outlook
Microsoft Project

mapping synchronization fields,  199
synchronizing Project with a tasks list,  198

Microsoft Visio
creating workflows in Visio 2013,  , 34
importing Visio workflows into SharePoint 

Designer,  392
integration with SharePoint 

workflows,  389
Visio visual designer,  389

Visio Process Repository template,  38
Microsoft Word.  See Word
moderation

adding moderators to Community 
Sites,  347

moderating discussions on Community 
Sites,  372

finding unanswered questions,  372
marking discussion as featured,  373

on Community Sites,  342
reporting a reply to the moderator,  371
reporting of offensive content to 

moderators,  351
reviewing posts submitted for,  374

Modify Query Scope dialog box,  409

My Site.  See also personal sites; social 
networking

introduction to,  276
My Site Host template,  38
My Tasks.  See also tasks

expanding My Tasks settings,  26

N
naming lists,  76
navigation

editing publishing site navigation,  53
editing Top Link bar on non-publishing 

site,  52
tree view settings, changing for a site,  49

NEAR operator,  311
New Document Set dialog box,  118
newsfeed, locating followed SkyDrive Pro 

documents with,  156
New SharePoint Blog Account dialog 

box,  252
Note Board

adding notes tool to favorites,  287
using,  286

O
offensive content, reporting on Community 

Sites,  351, 371
Office

previewing search documents via Office 
Web Apps integration,  28

using SharePoint assets in Office,  138
Office 365

connecting to,  139
version of SharePoint platform,  8

Office 2013,  9
using SharePoint with,  223–236

archiving Outlook email in 
SharePoint,  227

connecting Access and SharePoint,  235
connecting SharePoint calendars to 

Outlook,  225
connecting SharePoint libraries to 

Office,  224
exporting data from SharePoint list to 

Excel,  232
exporting Excel table to 

SharePoint,  233
importing spreadsheet into 

SharePoint,  229–231
Office Store,  16
Open In Microsoft Access dialog box,  235
organizing people and work,  177–200

adding multiple tasks and subtasks,  184
creating calendar lists,  186
creating project schedule using tasks 

list,  178
adding tasks to task list,  180

discussion boards
connecting discussion thread to 

Outlook,  197
creating,  192
participating in discussion,  194
rating discussions,  196

scheduling events on the calendar,  188
synchronizing projet tasks with Microsoft 

Project,  198
using issue tracking lists,  190
viewing tasks in a Gantt Chart,  182

OR keyword,  307
Outlook

archiving Outlook email in SharePoint,  227
connecting discussion to,  197
connecting SharePoint calendars to,  225
synchronizing tasks with,  295

Owner group,  256
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P
People And Groups page for moderators 

group,  348
people, organizing.  See organizing people 

and work
permissions.  See also security

assigning to groups,  259
breaking permission inheritance,  262
checking,  272
editing,  271
granting to individuals,  260
inheriting parent permissions,  263
permission levels, defined,  256

personal sites,  275–296
editing user profile on My Site,  277
following people,  280
introduction to My Site,  276
searching for people to follow,  282
updating your status,  284
uploading content,  278
using tasks,  292–296

personal views, switching from,  218
Photos dialog box,  243
posts, blog

managing,  247
creating a post,  247
publishing post saved as draft,  248

publishing using desktop blogging 
tools,  252

using a tag in,  289
prefix, assigning to new document IDs,  107
Preservation Hold Library,  406
Product Catalog template,  39
profiles

creating personal blog site from 
SharePoint profile,  241

editing user profile on My Site,  277

Project
mapping synchronization fields,  199
synchronizing with a tasks list,  198

projects
creating project schedule using tasks 

list,  178
synchronizing projet tasks with Microsoft 

Project,  198
Project Site template,  37
promoting search results,  328
Publishing Approval workflow,  379
publishing sites

editing site navigation,  53
Publishing Site templates,  39

Q
questions (unanswered), finding on 

discussions,  372
Quick Launch bar, editing on non-publishing 

site,  50

R
rating discussions,  196
Read permission level,  256
Records Center template,  38
Recycle Bin, restoring deleted list items 

from,  81
replies to discussions,  365

managing,  370
removing a best reply,  371
reporting a reply to the moderator,  371

Report Offensive Content dialog box,  371
reputation scores,  340

viewing for Community Site members,  360
reputation tracking (site-wide) on Community 

Sites,  358
Require The Column To Contain Information 

setting,  83

resources for additional information,  9
restoring deleted data,  81
retention policies

creating content type retention policies on 
a library,  168

defined,  165
setting library or folder-based retention 

schedules,  170
types of,  164

reusable workflows,  378
ribbon,  3
RSS feeds, subscribing to blog’s feed,  251

S
Saturday events (SharePoint),  9
schedules

creating project schedule using tasks 
list,  178

scheduling an event on the calendar,  188
synchronizing project schedule with 

SharePoint project task lists,  198
search,  297–338

Basic Search Center template,  38
effective techniques,  305

excluding keywords,  310
finding content containing all 

keywords,  306
finding content matching any of 

keywords,  307
finding nearby keywords,  311
searching for complete phrases,  309
searching on partial keywords,  308

Enterprise Search Center template,  38
excluding document libraries and lists 

from,  332
excluding site columns from,  334
excluding site content,  330
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switching to visual designer,  390
SharePoint Foundation 2013 version,  8
SharePoint Server 2013 version,  8
SharePoint Store

adding an app from,  75
apps,  74

sharing documents,  113
Sign In To Office dialog box,  139
site collection

creating for Community Site,  343
creating for eDiscovery Center,  32

site columns,  58
creating,  64
excluding from search,  334

Site Contents,  44
site content types.  See also content types

creating audit policy on,  172
information management policies, 

accessing,  166
sites

configuring document sets on,  114
creating a new site,  12
customizing the interface,  14
extending functionality with Web 

Parts,  202
getting started with,  35–56

accessing a SharePoint site,  36
changing navigation tree view 

settings,  49
changing the look and feel,  47
changing title, description, and 

logo,  45
creating SharePoint site from a 

template,  40
editing publishing site navigation,  53
editing Quick Launch bar on non-pub-

lishing site,  50
editing Top Link bar on non-publishing 

site,  52

granting access to lists, libraries, and 
individual items,  264–267

granting permissions to individuals,  260
removing,  268

group’s site permissions,  270
user from a group,  268

viewing site permissions,  254
security group audiences,  219
Select Audiences dialog box,  221
Send To menu

adding custom Send To location,  111
moving documents,  110

Server edition,  8
Share dialog box,  257

adding moderators to Community 
Site,  348

adding users to Community Sites,  349
shared views, switching from,  218
SharePoint 2013

essential tasks,  3
new and improved features,  11–34

adding thumbnail to a video,  20
creating an asset library,  18
creating an eDiscovery Center,  32
creating a new site,  12
creating badges,  31
customizing the interface,  14
expanding My Tasks settings,  26
mentioning a colleague feature,  24
previewing search documents,  28
SkyDrive Pro,  22
timeline feature for tasks,  23
using Community Site template,  29
using Office Store,  16

overview of topics covered,  3–7
SharePoint apps.  See apps
SharePoint Designer

creating list workflow in,  386
importing Visio workflows into,  392

learning SharePoint 2013 search results 
screen,  300

maintaining search configurations,  336
exporting search configuration,  336
importing search configuration,  337

preparing your site for,  312
associating Search Center to your 

site,  312
previewing results in Search Center,  318

documents,  318
videos,  319

previewing search documents,  28
promoting search results,  328
search alerts,  322

creating,  322
editing or deleting,  324

Search Center,  298
creating,  302

searching for discussions on SharePoint 
sites,  366

searching from a Search Center,  304
searching site content,  314

searching from Home page of site,  314
searching within document library,  315

setting search preferences,  326
using advanced search,  320
using search refinement,  316

filtering results with search refiners,  317
Web Parts for,  206

search-driven content, Web Parts for,  206
security,  253–274

adding people to groups,  256
breaking permission inheritance,  262
checking permissions,  272

for individual or group,  273
viewing permissions for library or 

list,  272
creating groups,  258
editing permissions,  271
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Tasks template,  82
Team Site – SharePoint Online configuration 

template,  38
Team Site template,  13, 37

anatomy of a team site,  42
creating a team site from,  40

templates
creating a SharePoint site from,  40
customizing document templates,  98
for common list types,  82
modifying document template for content 

type,  99
saving site as a template,  55
SharePoint 2013 site templates,  37

Three-State workflow,  379
thumbnails

adding to video,  20
capturing from video,  130
using image from computer as,  132
using picture from web as thumbnail,  134

timelines
adding task to a timeline,  181
using timeline feature for tasks,  23

title, changing for a site,  45
Top Link bar, editing on non-publishing 

site,  52
tree view settings, changing for a site,  49
trust confirmation for apps,  75

U
unanswered questions, finding on 

discussions,  372
Upload Image dialog box,  243
user groups, SharePoint,  9
users.  See also security

adding to Community Sites,  349
adding to groups to manage security 

settings,  254
removing from groups,  268

Subscribe To This Feed dialog box,  251
subsites

community subsite, creating discussion site 
as,  29

creating for Community Sites,  345
subtasks, adding to task list,  185
synchronizing SkyDrive Pro to your local 

computer,  158
discontinuing synchronization,  160
limits on synchronizing content in SkyDrive 

Pro,  162
Sync Tasks With Microsoft Outlook dialog 

box,  295

T
tagging,  288

adding a tag to a document,  288
adding metadata to media files,  126
using a tag in a post,  289

Tags And Note Board dialog box,  286
adding tags to documents,  288

tasks
adding multiple tasks and subtasks,  184
adding to a timeline,  181
adding to task list,  180
automating with workflows.  See workflows
creating project schedule with task 

lists,  178
essential,  3
expanding My Tasks settings,  26
My Tasks page,  292

adding new task,  292
customizing tasks views,  294
highlighting important tasks,  293

synchronizing project tasks with Microsoft 
Project,  198

Tasks page on My Site,  276
timeline feature for,  23
viewing in a Gantt Chart,  182

locating content on a site,  44
saving site as a template,  55
SharePoint 2013 templates,  37
understanding sites,  36

Site Settings,  44
site workflows,  378
SkyDrive Pro,  22, 145–162

accessing,  22
accessing your account,  147
definition of and description of 

capabilities,  146
following documents,  155
limits on synchronizing content in,  162
locating followed documents using the 

newsfeed,  156
requiring sign-in for file sharing,  154
saving files for access only by you,  150
saving files to be shared by everyone,  148
sharing files,  152
synchronizing to your local computer,  158

discontinuing synchronization,  160
Skype,  340
social collaboration, Web Parts for,  207
social networking

following people,  280
searching for people to follow,  282
stopping following a person,  281
updating your status,  284
using mentions,  290
using tags,  288
using tasks,  292–296
using your note board,  286
viewing status of a colleague,  285

sorting
lists,  88
list view,  92

Stage Properties dialog box,  169
Standard views. list,  88
Stop Syncing A Folder dialog box,  161



422  validation, using list and column validation rules

work, organizing.  See organizing people and 
work

Workspaces, replacement with SkyDrive 
Pro,  22

Y
Yammer,  340

editing properties,  214
Find By Document ID,  109
personalized Web Parts on pages,  216

adding Web Part to personalized 
page,  216

switching from personal and shared 
views,  218

targeting for an audience,  219–222
wiki page, adding Web Parts to,  208
wildcard operator (*),  308
Windows Live Writer, publication of blog 

posts,  252
Word

connecting to Office 365,  139
opening and saving documents directly to 

SharePoint libraries,  223
using to publish blog posts,  252

workflows,  377–394
associating with content types,  382
associating with lists,  380
checking status of running workflow,  385
creating in Visio 2013,  391
creating list workflow in SharePoint 

Designer,  386
defined,  378
editing,  388

existing workflow,  388
importing Visio workflows into SharePoint 

Designer,  392
launching on documents,  384
Microsoft Visio integration with,  389
publishing site with workflow template,  39
supplied with SharePoint,  379
using to automate document tasks,  72
using visual designer for workflows in 

SharePoint Designer,  34

V
validation, using list and column validation 

rules,  86
video

adding thumbnail to a video,  20
associating related content to video 

file,  136
in asset libraries,  120
inserting video in SharePoint page,  142
previewing in Search Center,  319
previewing search results,  28
using image from computer as 

thumbnail,  132
using picture from web as thumbnail,  134
working with video files,  130

View Only permission level,  256
views

list,  88
creating and selecting,  90
sorting or filtering,  92

Visio.  See Microsoft Visio
Visio Process Repository template,  38
Visitor group,  256
visual designer,  390

using for workflows in SharePoint 
Designer,  34

W
Web Part properties dialog box,  215
Web Parts,  201–222

adding App Part to a page,  212
adding to a Web Part page,  210
adding to a wiki page,  208
and App Parts,  202
available with SharePoint 2013,  203–207
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