
LAB PRT01: Introduction to Microsoft 
SharePoint Products and Technologies: 
Technology and Functionality 

Objectives 
After completing this lab, you will be able to: 

 Understand the collaboration functionality that Microsoft ® SharePoint® 

Products and Technologies provide. 
 

 

Estimated time to complete this lab: 60 minutes 
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Exercise 1  
Contoso Demo Web Site Walkthrough 

In this exercise, you will walk through the Contoso Demo Web Site learning the 
various features of Microsoft® Office SharePoint® Portal Server 2003 and 
Microsoft® Windows® SharePoint® Services. 

 Demo Setup    

1. Login as the “Mike Fitzmaurice” user (username “mike”, password 
“P@ssw0rd”) 

2. Wait for the Internet Explorer browser to open to the Contoso homepage 

 Intro 

To showcase the powerful features of SharePoint Products and Technologies, 
we have developed a portal and team sites for Contoso Pharmaceuticals. This 
scenario will show how a SharePoint Portal Server solution publishes a 
consolidated view of the information pertinent to knowledge workers. Through 
personalization, integration and collaboration, SharePoint Portal Server allows 
teams to work together, duplicate best practices, make better decisions, and to 
receive the information and applications that are most relevant to them. 

This site uses ASPX pages, is editable in Microsoft® Office FrontPage® 2003 
and built on .NET technologies. The combined framework of WebParts and 
SmartPages brings all the information sources together for knowledge workers. 
This framework allows you to use both web parts and Windows SharePoint 
Services collaboration items in the portal. Your EAI and portal applications are 
now available in team sites and Windows SharePoint Services lists are now 
available in your portal. 

 Team collaboration site 

Let’s start by taking a look at the team level collaboration functionality that 
Windows SharePoint Services provides. By using the site directory, Mike 
navigates to the Vitamin sales team site. Mike can view announcements and 
events that are applicable to the Vitamin sales team. 
1. Click on “Sites” in the top navigation bar on the Contoso homepage 
2. Click on “Vitamin Sales Team” in the Spotlight Sites section 

 Team site functionality 

Our Vitamin Sale site is a fully customizable team site as shown by the 
“Vitamins” logo as the site image. 

 Lists 

SharePoint lists include events lists, announcements lists, and links lists that are 
shown in web parts on the home page as summary views of the lists. 

• Our “Announcements” list provides a location where the team can 
easily post team announcements. 

• “Events” can be either in text view as shown or in calendar view. 

• The “Links” list allows the team site to provide a launching point to 
other information relevant to the team. 
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 Custom Lists 

Of course, lists can be customized to have any columns (metadata), sort order 
and view as appropriate for the team needs. 

 Picture Libraries 

In addition to lists, SharePoint Products and Technologies has several types of 
storage libraries.  Let’s take a look at how Windows SharePoint Services stores 
pictures in a picture library. These libraries provide multiple views of the 
images that they contain. 
1. Select “Vitamin Lab” from “Pictures” on the Quick Launch navigation bar 

(left side of screen) 

 Document Libraries 

Also, Windows SharePoint Services sites provide document management 
capabilities through the use of document libraries. 
1. Select “Home” from top navigation bar 
2. Select “Shared Documents” from “Documents” on the Quick Launch 

navigation bar (left side of screen) 

 Document library functionality 

In our document library we can upload existing documents, including multiple 
documents at the same time, create a new document for the library, or edit the 
documents that are already in the library.  

Mike has several documents that he wants to upload so he selects the upload 
multiple documents option. 
1. Select “Upload Document”  
2. Select “Upload Multiple Files…” 
3. From the Explorer view, expand “My Computer” 
4. Expand “Local Disk (C:) 
5. Click on “Sales Fileshare” 
6. Select the last 3 documents in the list 
7. Select “Save and Close”  
8. Select “Yes” to confirm that you are uploading 3 files 

 Metadata 

For each document library, documents have metadata. These include the basic 
document data such as “Name”, “Modified”, and “Modified by” as well as 
metadata that is customized. 

Here we add a metadata field to indicate whether documents are final or not. 
We can add this as a choice that has two options and a default option. 
1. Select “Modify settings and columns” in left navigation bar.  
2. Select “Add a new column” under the “Columns” section  
3. In the “Name and Type” section, set  

a. In “Column name:” type the value “Final?” 
b. Choose the “Choice” radio button  
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4. In the “Optional Settings for Column” section, set 

a. In the “Type each choice on a separate line:” text box type the values 
“Yes” and “No” on separate lines  

5. Select “OK” 

 Views 

Our documents can also be ordered and filtered using views that rely on the 
metadata order and filter. 

 Versioning 

Each Windows SharePoint Services document library can provide document 
versioning. 
1. Select “Change general settings” under the “General Settings” section 
2. Select “Yes” in the “Document Versions” section 
3. Select “OK”  
4. Select “Go Back to “Shared Documents”” at the top of the “Customize 

Shared Documents” page 

 Team site integration with Microsoft® Office Professional 2003 

Windows SharePoint Services team sites are integrated with Microsoft Office 
applications by allowing rich list editing features, check-in and check-out from 
the Microsoft Office applications and a document task pane that integrates 
information from the team site. 

 Edit in Datasheet Mode 

Let’s edit the metadata for our document library in datasheet mode to show off 
the rich Microsoft Office integration experience. When we open the document 
library list in datasheet mode, we have features such as “fill” available in 
editing the list. 
1. Select “Edit in Datasheet” from the Shared Documents toolbar  
2. Scroll over to “Final?” column 
3. Click inside the cell for the first entry in the Final? column  
4. Select “No” from the pull down  
5. Click on another cell  
6. Click back on to the cell that has “No” filled in and put the cursor over the 

bottom right hand corner of the cell until you see a cross appear 
7. Click and drag down the arrow for all the cells. (You should see “No” 

appear in all columns)  
8. Select “Show in Standard View” 

 Check in/check out from Microsoft® Office Word 2003 

Mike needs to modify one of the documents he checked in to a Windows 
SharePoint Services document library. He opens the document with the 
Microsoft Office menu which allows him to integrate with the rich Windows 
SharePoint Services functionality. After making the necessary changes, Mike 
can save the document directly to the workspace. 
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1. Hover over “Senior Vitamin Study Results.doc” and from the pull-down list 

(click on the down arrow on the right side of the cell that contains the name 
of the doc) select “Check Out” 

2. Hover over the document again and from the pull down select “Edit in 
Microsoft Office Word”.  Click “OK” when prompted 

3. Make a change in the document.  Click the “Save” icon to save it 
4. Select “Check In” from the File menu. 
5. Add text in the “Comments on version:” text box 
6. Select “OK” 

 Task pane in Word 

The document work pane on the right-hand side shows off more of the 
integration between Windows SharePoint Services and Microsoft Office that 
enables users to work smarter. While in his Word document, Mike is able to see 
the presence info for other users of the site and the task list for the site so that he 
can easily collaborate with his teammates from within his Microsoft Office 
application. Mike can add a task to the list in Word and thereby update the web 
site automatically. 
From the “Document Information” tab (blue i icon) we may update the 
metadata “Final?” dropdown.   
1. Choose the “Document Information” tab 
2. Select “Yes” from the pull down for “Final?” 
3. Close Word and choose “Yes” when prompted to save changes 
4. The value for the document in the “Final?” column should reflect this 

change with “Yes” 

 Meeting space team sites 

Mike wants to create a new team event to review status information and how it 
relates to anticipated sales. He can do this directly from the team site or 
provision a new team site to support this ongoing meeting. This helps the team 
increase efficiency by create a working space that take advantages of the rich 
collaboration features of Windows SharePoint Services such as document 
libraries, picture libraries, discussion boards, task lists, create survey 
functionality. 

By using a template to create the new meeting space team site, Mike is reusing 
corporate best practices and standards of meetings so that he and the meeting 
attendees are as effective as they can be. 
1. Select “Home” from the top navigation bar 
2. Select the “Events” hyperlink from the Events list web part header.  
3. In Events toolbar, select “New Item”.  
4. Enter the following info in the “Events: New Item” page: 

• Title: Status Update 

• Begin: the current date with a time of 9 AM 

• End: the current date with a time of 10 AM 

• Description: “Project Status Meeting” 

• Recurrence: Weekly 



6  LAB PRT01: Introduction to Microsoft SharePoint Products and Technologies: Technology and Functionality 
 

 
• Date Range: End after: 10 occurrence(s) 

• Select “Use a meeting workspace to organize attendees, agendas, 
documents, minutes, and other details for this event” 

5. Select “Save and Close” for the toolbar 
6. Select “OK” on the New or Existing Meeting Workspace page  
7. Select “Basic Meeting Workspace” on the Template Selection page  
8. Select “OK” 

 Division between Windows SharePoint Services and SharePoint Portal 
Server 

Let’s take a look at how our team site integrates with the company portal. While 
the team site provides a space in which team users can organize and collaborate 
on information, we need the portal to make that information discoverable at a 
division-wide or enterprise-wide level. Windows SharePoint Services team sites 
provide the team collaboration while SharePoint Portal Server pulls all the 
information together and provides the shared services necessary to support the 
myriad of team sites. 
1. Select “Up to Vitamin Sales Team” 
2. Select “Up to Contoso” 

 Overview of SharePoint Portal Server Structure 

Our first view is of the portal is the home page for Contoso Pharmaceuticals 
which is the company view of the portal. We can see here the web parts that 
allow Contoso to publish the information that is pertinent to Contoso users. 
News items give users the latest information on Contoso and the pharmaceutical 
industries. The system status bar provides a quick view of all the systems 
necessary to support the Contoso users. 

The top navigation bar provides quick access to the portal elements that allow 
them to find the information necessary to do their job. The News page goes to 
the portal news items. By navigating directly to Search, users can search for 
information across the portal structure. The site directory allows users to see the 
important published sites internally and on the Internet and is a “white pages” 
of sites for Contoso. The topics page is a structure that allows users to find 
portal information in the way that is most relevant to them, sort of a corporate 
Yahoo. And finally, the My Site is a personalized site of information that is 
customized for each user. 

SharePoint Portal Server delivers much of this configuration and structure out-
of-the box. News, Topics, the Sites directory, and search are all installed when 
you create a new SharePoint Portal Server site. 

 Topics 

Let’s use the topic hierarchy to navigate the Contoso portal.  The topic structure 
is a flexible and secure way to provide accessibility and discoverability of 
corporate information. The hierarchy can be modified at any time by dragging 
and dropping existing portions of the tree to a new location, adding topics to the 
tree, and by configuring security for any node of the tree. 

The ability to distribute category ownership and security allows teams to work 
together quickly because they are in charge of their own information. 
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1. Select “Topics” from the top navigation bar and “Vitamins” from the 

“Products” section 
Mike goes to the Vitamins category because it is the best place in the company 
for information on the Vitamins project because it aggregates all the 
information available company-wide including various queries on sales data, 
top sales opportunities, and upcoming project dates. All this information has 
been integrated in a single point of access through SharePoint Portal Server 
using the Microsoft® BizTalk 2002 application adapters. SharePoint Portal 
Server is also able to securely store Mike’s CRM, ERP and network logon user 
credentials.  This provides a single sign-on experience to the users as they 
access the information they need to make the best decisions regardless of where 
the information is stored. 

 Integration with team sites 

Here we can see that the Vitamin Sales Team site is a Highlight making it easy 
for portal users to discover data that is actually located in a Windows 
SharePoint Services site.  
If we click on the Vitamin Sales Data graph, we see that we are directed to a 
Windows SharePoint Services site that contains this information. Again, we see 
how the portal aggregates information that is collected on team sites and makes 
it available to enterprise users. If we want to see the data provided here filtered, 
we select a filter and see how the data changes. 
1. Click on the “Vitamin Sales Data” graph 
2. Select “Best sellers on margin” from the drop-down list in the “Sales Items 

– Best Sellers” web part 

 Master/slave web parts 

The web parts provided with SharePoint Portal Server also allow a master/slave 
relationship between web parts. We can see how powerful this is by looking at 
the order detail for an order. On one page, a user can see all the information 
necessary for a Vitamin order. 
1. Select “Numbers for Today” from the left navigation pane 
2. Click on the row for document number “ORD1004” in “Today’s 

Documents”  
3. Watch for changes in the “Details” web part  

 Communities 

Information can also be organized and surfaced within an organization based on 
communities. Here we see the communities that Contoso provides to aggregate 
information and support the employee interests across the enterprise. 
1. Select “Up to Contoso” and select “Communities” from top navigation 

 Information aggregation and shared services 

Let’s look at other ways that the portal makes information available to users. 
Within an organization that has many team sites, SharePoint Portal Server 
provides the services necessary to tie them all together. This includes providing 
shared services that do not need to be provided at a team site such as search, 
Active Directory integration, My Site (so each user only has only My Site for 
the organization), and audiences. The next few points will highlight these 
shared services starting with Search. 
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 Search 

Mike is interested in finding all the latest information on a new Senior Vitamin 
product. He uses SharePoint Portal Server search to find the information. The 
intelligent search functionality in SharePoint Portal Server can search through 
multiple systems and return list items, documents, categories, teams, people, 
Best Bets, and https information. Through one search, Mike is able to see all the 
relevant information from all over the intranet. 
1. Select “All sources” from the search pull-down list 
2. Enter “senior vitamin” in the search text field and click on the arrow to the 

right 

 Search results Pivot by Author 

Here we have enterprise-wide search results for Senior Vitamin. 

Search results can also be viewed in many different levels and. We can pivot 
the results by any field, for example by author, or we can expand or collapse 
items by site so that the user can see the information in the way that is most 
relevant to them. 

The search results also return people information so that Mike can see the 
profiles of the users that have been creating Senior Vitamin content. 
1. Pivot results by clicking on “By Author” from under “Select View” in the 

left navigation  
2. Scroll down and select the result for the “Leah Clelland” user 
3. Expand the search results list “See 10 more results by Leah Clelland” 

 Active Directory Integration 

SharePoint Portal Server stores profile information that it caches from Active 
Directory. This profile feature allows users to find and view information about 
the people with which they are collaborating and is extended by SharePoint 
Portal Server to add additional relevant fields and the ability for users to 
customize their own profile.  

Mike clicks on Leah Clelland’s profile in the search results to go to Leah’s My 
Site and sees that Leah is a prolific author and has been publishing many 
documents. Through search and profiles, SharePoint Portal Server enables 
distributed teams to work together quickly. Mike can see the shared links that 
Leah has elected to share with others as well as the intranet documents that 
Leah has published. 
1. Click “Leah Clelland” in the search results to go to Leah’s My Site 

 Alerts 

Mike can receive alerts about Leah so he will be alerted when the Leah 
publishes new documents or links. Alerts provide updates to relevant topics in 
real-time so that users can make better decisions and receive the information 
that is most important to them. 
1. Under “Actions” select “Alert Me” and select “Cancel” on the “Add User 

Alert” page 

 Active Directory Organizational Hierarchy 

We can also see the organization hierarchy provided by Active Directory and 
highlighted in Leah’s profile. From here, we can navigate to Mike’s My Site 
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page to see Mike’s personalized site. This site is a completely personalized page 
for Mike with a structure that can be enforced by the portal owner. There is also 
a private view that aggregates things like alerts, links and news that’s just for 
Mike. In addition, we see images that he wants to see on his site. User 
personalization allows per-user customization within secure boundaries 
provided by IT. 
1. Select “Jeff Teper” under Organization web part 
2. Select “Guy Gilbert” under Organization web part 
3. Select “Mike Fitzmaurice” under Organization web part 
4. Click “Private” under “Select View” 

 Audience and targeted links 

Also on Mike’s My Site are web parts that contain news and targeted links. 
Because content managers are able to identify targeted audiences for news 
items and links, this web part is able to deliver targeted items as appropriate 
based on Mike’s role in the organization. This empowers Mike by enabling 
personalization of content and layout for Mike in the portal and enables him to 
make better decisions. 

 Alert results 

On Mike’s site, we can also see and manage alerts. For example, we can see 
alerts provided for Leah Clelland and the documents she has recently published. 

 Paystub 

Let’s finish our demo by taking a look at additional integration provided by 
SharePoint Products and Technologies with a sample application called 
“Paystub” included in SharePoint Portal Server. 
1. Select “Your Earnings On-line” from Human Resources links under “Links 

for You” 
For any check listed in the paystub summary, a user is able to see the details for 
that pay period. This is an incredible example of how SharePoint Products and 
Technologies delivers the information pertinent to the user and of the ability to 
connect two web parts. The detail provided in the paystub detail is driven 
directly from the clicks in the Paystub summary web part. 
1. Click on “2004/06/30” under check date in Pay Check Summary web part 
2. Watch for changes in the “Pay Check Details” web part 

 Conclusion 

So as you can see, SharePoint Products and Technologies delivers the rich 
client productivity of Microsoft Office Professional 2003, drawing together 
information from your team sites and aggregated into your portal site. 

We’ve seen in this demo how the SharePoint Products and Technologies family 
of products provides a continuum of collaboration by supporting Windows 
SharePoint Services functionality within SharePoint Portal Server and web part 
functionality in Windows SharePoint Services sites. Additionally, SharePoint 
Portal Server provides a method for provisioning and enabling access to 
Windows SharePoint Services sites through search and site directories. 

SharePoint Portal Server provides the best place to aggregate info so that users 
can make better decisions and work together. The personalized experience 
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allows user to control their user experience and receive the information that is 
most relevant to them. 

Windows SharePoint Services provides a rich collaboration experience that 
enables organizations to duplicate best practices and work together. The 
document management functionality built-in to Windows SharePoint Services 
further enriches the collaboration experience. 
You have successfully completed this lab! 
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