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1  Introduction  

SharePoint is the business collaboration platform for the Enterprise and the Internet. When 
people need to work with other people, with content and information, or with line-of-
business data, they can use the rich, out-of-the-box set of integrated capabilities in the 
SharePoint platform.  

People can also customize these capabilities to address specific business needs and integrate 
them with other products and solutions. Using the same set of capabilities and tools, 
companies can deploy SharePoint both inside the enterprise (that is, intranets) and outside 
of the firewall (that is, extranets, the Internet) so employees, customers, and business 
partners can work with the platform. 

1.1 Deliver the best productivity experience  

By letting people work together in ways that are most effective for them. Whether through 
the PC, browser, or mobile device, SharePoint offers an intuitive and familiar user experience. 
These capabilities are significantly enhanced by the way SharePoint 2013 and Microsoft 
Office® 2013 work together, letting people increase productivity while using familiar products 
and tools. 

1.2 Cut costs with a unified infrastructure  

That offers enterprise-scale manageability and availability. Whether companies deploy the 
platform on-premises or as hosted services, SharePoint lowers the total cost of ownership by 
offering an integrated set of features and by helping companies consolidate their business-
productivity solutions on top of SharePoint Server. Companies can then reduce costs related 
to maintenance, training, and infrastructure management. 

1.3 Rapidly respond to business needs  

With dynamic and easily deployed solutions. SharePoint 2013 offers the tools and capabilities 
for end users, advanced users, and professional developers to design and create business 
solutions that can be integrated with existing company data, tools, and processes. 

 

"SharePoint" is shorthand that some people use to refer 
to one or more Microsoft SharePoint products or 

technologies. SharePoint products and technologies 
include the following: 
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2 What is a SharePoint site or subsite? 

When you create a SharePoint site, it helps to understand where your site is in the hierarchy. 
The following three SharePoint concepts are important ones to know: 

• Top-level Web site The default, top-level site provided by a Web server. To open the 
top-level Web site, you supply the URL of the server — for example, 
http://My_server — without specifying a page name or subsite. Administrators go to 
this site to change settings for the entire site collection. 

• Subsite A complete Web site stored in a named subdirectory of the top-level Web 
site. Each subsite can have administration, authoring, and browsing permissions that 
are independent from the top-level Web site and other subsites. A subsite can also 
have subsites of its own. Because every site below the top-level site is actually a 
subsite, each subsite is generally called simply a site. To open a subsite, you supply 
the URL of the server and any subsites — for example, http://My_server/My_site — 
without specifying a page name. 

• Site collection A set of Web sites on a Web server, all of which have the same owner 
and share administration settings. Each site collection contains exactly one top-level 
Web site, and can also contain one or more subsites. There can be multiple site 
collections on each Web server. 

When you create a SharePoint site, you typically create a subsite either of the top-level Web 
site or of an existing subsite. Through the browser, on the New SharePoint Site page, you can 
create a subsite of the current site only. With Office SharePoint Designer 2013, you can create 
a subsite of any site to which you have the necessary permissions. 

In the following illustration, My_site is one of two subsites of the top-level Web site named 
My_server. My_site also has two subsites of its own. Together, My server and all four subsites 
make up a single site collection. 
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2.1 Creating Sites 
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When you create a new site you’ll see the new create dialog like the one below  

Each category along the site lets you filter down the template selections and selecting any 
template gives a brief description to give you an idea of what the template is about. 

 

 

 

Select a template, enter a title and a url, and click Create and you’re off to the races. If that’s 
all you need you can be creating sites in no time. Each template has it’s share of not only a 
look and feel, but also what content is pre-loaded on the site and in some cases, what 
features are activated as a result of creating that site which light up the site and offer the 
user some options. For the most part any feature on the system can be applied to any site so 
it almost doesn’t matter what template you start with, but there are some exceptions and 
we’ll note them as we go along. 

If you want a little more control when you create your site, clicking on More Options brings 
up a second dialog that lets you enter, well, more options: 

The only real advantage here is that you can break permissions on the site before it gets 
created and use the top link bar from the parent site (which is turned off by default for new 
sites). Any of these can be done after the site is created anyways. 

2.2 Team Site 

“A site for teams to quickly organize, author, and share information. It provides a document 
library, and lists for managing announcements, calendar items, tasks, and discussions.” 
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This template is perhaps one of the most used since SharePoint started using templates. Most 
everyone uses SharePoint for collaboration so this is one of the original collaboration tools 
out there. 

Getting back to the template itself, you’ll notice a few new libraries created. There’s a new 
Site Assets library which allows you to upload media (pictures, video, audio) to the site and 
use it on pages via the Media Web Part. There’s a Site Pages library that contains all your 
pages (including the home page) so as you create new content, just drop it in here.  
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3 Site Settings 

3.1 Users and Permissions 

This topic introduces three security features that work together to control user access to sites 
and resources on sites, and what level of access you have to have yourself in order to work 
with those features. 

These features—security groups, permission levels, and permissions inheritance—interact 
behind the scenes to determine what sites and content people can see and use. Collectively, 
they are referred to as permissions settings. 

A site’s initial permissions settings are created by the site collection administrator. Most sites 
have one or more site owners who can change the settings established by the site collection 
administrator. 

3.1.1 Introduction to site collections and site collection administrators 

If you work on a site, you are working inside a site collection. Every site exists within a site 
collection, which is simply a group of sites and content that are located under a single top-
level site.  

Here is an illustration of a site collection, along with the types of sites and content that a site 
collection might contain. 
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A site collection administrator determines initial permissions settings for the whole site 
collection. All the sub-sites and content in a collection inherit the permissions settings that 
the site collection administrator chooses for the top-level site.  

If you are a site collection administrator, this means the following: 

• You should work closely with the people who create your site collection. 

• You are responsible for deciding who has access to important intellectual property 
stored on your organization’s sites (that is, for setting site-collection level 
permissions). 

If you are a site owner, or are responsible for restricting access to a specific item of content, 
you can work with the permissions settings for your sites to customize the permissions 
settings for your area. 
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3.1.2 Visualize the components of permissions 

At the most basic level, you manage permissions settings by granting or restricting user 
access. This is true for many different roles, whether you are a site collection administrator, 
a site owner, or just someone who works with a single document. To grant user access, you 
work with three interrelated features:  

• Security groups 

• Permissions levels 

• Permissions inheritance 

 

The best place to start is with security groups. In most circumstances, you can do everything 
you need to do about controlling access simply by working with security groups. Permission 
levels and permission inheritance run smoothly behind the scenes. 

3.1.3 Security groups 

A security group is a collection of people—known as users—who all need to perform similar 
types of tasks on your site. For example, some people might only need to see information on 
your site, while another group might need to edit it, as well. 

Groups give you the power to control access to sites for many people at once.  
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3.1.4 Permission levels 

Security groups are assigned permission levels. Permissions levels are combinations of tasks 
that people need to be able to perform on your site, such as “view pages on the site,” and 
“view items in a list”; or, “create a list,” or “add an item to a list.” 

By grouping commonly associated tasks into permission levels, you can grant security groups 
permissions to perform many tasks on a site or content item at once.  

3.1.5 Permissions inheritance 

By default, sites and content inherit groups and permission levels from the site above them 
in the site hierarchy—from their parent site. Permissions inheritance gives you the power to 
manage all your permissions for a site and all its sub-sites and all the content on it and its 
sub-sites, from one place—the top site—quickly and efficiently.  

3.1.6 Restrict access to one specific piece of content 

In some cases, your site might contain content that only certain people or groups may access. 
For example, if you have a list on your site that contains sensitive data, you might want to 
restrict who can see it. To do this, you break permissions inheritance, and then edit 
permissions for the content on its own permissions page. 

3.1.7 Default permission levels 

Permission levels are collections of permissions that allow users to perform a set of related 
tasks. SharePoint includes five permission levels by default. You can customize the 
permissions available in these permission levels (except for the Limited Access and Full 
Control permission levels), or you can create customized permission levels that contain only 
the permissions you need. 

3.1.8 Understanding permission levels 

Permissions enable users to access resources that they need. For example, permissions 
enable users to do something such as open an item in a library or create a subsite. Often, 
single permissions are grouped into a collection of permissions known as a “permissions 
level”. For example, if you want to give people permission to read items on your site, you 
must also give them permission to view the page that contains the item. The Read permission 
level includes all the single permissions that a user has to have to read items. 

To save time, SharePoint pre-defines different combinations of permissions. These pre-
defined permission levels are known as “default permission levels”.  

This article describes the permissions in the default permission levels, and then describes the 
relationship between permission levels and permissions that are available for lists, sites, and 
individual users. 

3.2 Overview 

A permission level is a combination of SharePoint permissions. Permission levels specify 
which permissions users have for a site or list, and therefore, whether people can view, 
change, or manage a site. By default, SharePoint pre-defines some permission levels.  

3.2.1 Default permission levels 

The following table describes the permissions that are included in the default permission 
levels for SharePoint Server. 
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Permission 
level 

Description 

Full Control Contains all available SharePoint permissions. By default, this level is 
assigned to the Owners group and can’t be customized or deleted. 

Design Create lists and document libraries, edit pages, and apply themes, borders, 
and style sheets. By default, this level is not assigned automatically to any 
SharePoint group. 

Edit Add, edit, and delete lists, list items, and documents. By default, this level 
is assigned to the Members group. 

Contribute Add, edit, and delete items in existing lists and document libraries. By 
default, this level is not assigned automatically to any SharePoint group. 

Read Read-only access to items, pages, and documents. By default, this level is 
assigned to the Visitors group. 

Limited 
Access 

The Limited Access permission level is unusual. It enables a user or group 
to browse to a site page or library in order to access a specific content item. 
Typically, the user has been given access to a single item in a list or library, 
but does not have permission to open or edit any other items in the library. 
The limited Access permission level includes all the permissions that the 
user requires to access the required item.  

You cannot assign Limited Access permission level directly to a user or 
group. Instead, you assign appropriate permission to the single item, and 
then SharePoint automatically assigns Limited Access to other required 
locations. 

Approve Edit and approve pages, list items, and documents. By default, the 
Approvers group has this permission. 

Manage 
Hierarchy 

Create sites and edit pages, list items, and documents. This permission level 
is assigned to the Hierarchy Managers group by default. 

Restricted 
Read 

View pages and documents, but cannot view historical versions or user 
permissions. 

View Only View pages, items, and documents. Any document with a server-side file 
handler can be opened and seen in the browser but not downloaded. 

For information about how to assign and manage permission levels, see Edit, create, and 
delete permission levels.  

3.2.2 Permission levels and SharePoint groups 

To help make managing site access more efficient, permission levels work together with 
SharePoint groups. A SharePoint group is a set of users who all have the same permission 
level. That is, all users in a SharePoint group have the same collection of permissions.  

By default, each kind of SharePoint site includes certain SharePoint groups. For example, a 
Team Site automatically includes the Owners, Members, and Visitors group. A Publishing 
Portal site includes those groups and several more, such as Approvers, Designers, Hierarchy 
Managers, and so on. When you create a site, SharePoint automatically creates a pre-defined 

http://office.microsoft.com/client/15/serverhelp/preview?AssetId=HA102772367&lcid=1033&products=WSSENDUSER&CTT=5&origin=HA102772313
http://office.microsoft.com/client/15/serverhelp/preview?AssetId=HA102772367&lcid=1033&products=WSSENDUSER&CTT=5&origin=HA102772313
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set of SharePoint groups for that site. In addition, a SharePoint admin can define custom 
groups and permission levels. 

The SharePoint groups and permission levels that are included by default in your site may 
differ, depending on: 

• The template that you choose for the site  

• Whether a SharePoint admin created a unique permissions set on the site that has a 
specific purpose, such as Search 

The following table describes the default permission levels and associated permissions for 
three standard groups: Visitors, Members, and Owners. 

Group Permission level 

Visitors Read  This level includes these permissions: 

Open 

View Items, Versions, pages, and Application pages 

Browse User Information 

Create Alerts 

Use Self-Service Site Creation 

Use Remote Interfaces 

Use Client Integration Features 

Members Edit.   This level includes all permissions in Read, plus: 

Add, Edit and Delete Lists 

View, Add, Update, and Delete list Items 

Delete Versions 

Browse Directories 

Edit Personal User Information 

Manage Personal Views 

Add, Update, or Remove Personal Apps 

Owners Full Control     This level includes all available SharePoint permissions 

3.2.3 Permission levels and permission inheritance 

By default, permissions are inherited in SharePoint—that is, permissions set at the site 
collection level are copied to every site, list, and item in the site collection. This means that 
the permission levels that you set when you first create SharePoint groups can affect access 
for every site, list, library, folder, and item in the site. 

If the default settings are what you want for your organization, you can customize how you 
assign permissions by uniquely securing sites, lists, folders, and items in SharePoint.  

3.2.4 Site permissions and permission levels  

Site permissions apply generally across a SharePoint site. The following table describes the 
permissions that apply to sites, and show the permission levels that use them. 
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Permission Full 
Control 

Design Edit Contribute Read Limited 
Access 

Approve Manage 
Hierarchy  

Restricted 
Read 

View 
Only 

Manage 
Permissions 

X 
      

X 
  

View Web 
Analytics 
Data 

X 
      

X 
  

Create 
Subsites 

X 
      

X 
  

Manage 
Web Site 

X 
      

X 
  

Add and 
Customize 
Pages 

X X 
     

X 
  

Apply 
Themes and 
Borders 

X X 
        

Apply Style 
Sheets 

X X 
        

Create 
Groups 

X 
         

Browse 
Directories 

X X X X 
  

X X 
  

Use Self-
Service Site 
Creation 

X X X X X 
 

X X 
 

X 

View Pages X X X X X 
 

X X X X 

Enumerate 
Permissions 

X 
      

X 
  

Browse User 
Information 

X X X X X X X X 
 

X 

Manage 
Alerts 

X 
      

X 
  

Use Remote 
Interfaces 

X X X X X X X X 
 

X 

Use Client 
Integration 
Features 

X X X X X X X X 
 

X 

Open X X X X X X X X X X 

Edit 
Personal 
User 
Information 

X X X X 
  

X X 
  

3.2.5 List permissions and permission levels  

List permissions apply to content in lists and libraries. The following table describes the 
permissions that apply to lists and libraries, and show the permission levels that use them. 



17 Site Settings | SharePoint 2013.  

 

Permission Full 
Control 

Design Edit Contribute Read Limited 
Access 

Approve Manage 
Hierarchy 

Restricted 
Read 

View 
Only 

Manage 
Lists 

X X X 
    

X 
  

Override 
List 
Behaviors 

X X 
    

X X 
  

Add Items X X X X 
  

X X 
  

Edit Items X X X X 
  

X X 
  

Delete 
Items 

X X X X 
  

X X 
  

View Items X X X X X 
 

X X X X 

Approve 
Items 

X X 
    

X 
   

Open Items X X X X X 
 

X X X 
 

View 
Versions 

X X X X X 
 

X X 
  

Delete 
Versions 

X X X X 
  

X X 
  

Create 
Alerts 

X X X X X 
 

X X 
 

X 

View 
Application 
Pages 

X X X X X X X X 
 

X 

3.2.6 Personal permissions and permission levels  

Personal permissions apply to content that belongs to a single user. The following table 
describes the permissions that apply to personal views and Apps, and show the permission 
levels that use them. 

Permission Full 
Control 

Design Edit Contribute Read Limited 
Access 

Approve Manage 
Hierarchy 

Restricted 
Read 

View 
Only 

Manage 
Personal 
Views 

X X X X 
  

X X 
  

Add/Remove 
Private Apps 

X X X X 
  

X X 
  

Update 
Personal 
Apps 

X X X X 
  

X X 
  

3.2.7 Permissions and dependencies 

SharePoint permissions can depend on other SharePoint permissions. For example, you must 
be able to open an item to view it. So, View Items permission depends on Open permission.  

When you select a SharePoint permission that depends on another, SharePoint automatically 
selects the associated permission. Similarly, when you clear SharePoint permission, 
SharePoint automatically clears any SharePoint permission that depends on it. For example, 
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when you clear View Items, SharePoint automatically clears Manage Lists (you can't manage 
a list if you can't view an item).  

The following sections contain tables that describe SharePoint permissions for each 
permission category. For each permission category, the table shows the dependent 
permissions.  

• Site permissions and dependent permissions 

• List permissions and dependent permissions 

• Personal permissions and dependent permissions 

Site permissions and dependent permissions 

Permission Description Dependent permissions 

Manage 
Permissions 

Create and change permission levels on the 
website and assign permissions to users and 
groups. 

Approve Items, Enumerate 
Permissions, Open  

View Web 
Analytics Data 

View reports on website usage. Approve Items, Open  

Create Subsites Create subsites such as team sites, Meeting 
Workspace sites, and Document Workspace 
sites.  

View Pages, Open 

Manage Web 
Site 

Perform all administration tasks for the website 
and also manage content. 

View Pages, Open  

Add and 
Customize 
Pages 

Add, change, or delete HTML pages or Web Part 
pages, and edit the website by using a Windows 
SharePoint Services-compatible editor.  

View Items, Browse 
Directories, View Pages, 
Open 

Apply Themes 
and Borders 

Apply a theme or borders to the whole website.  View Pages, Open 

Apply Style 
Sheets 

Apply a style sheet (.css file) to the website. View Pages, Open 

Create Groups Create a group of users who can be used 
anywhere within the site collection. 

View Pages, Open 

Browse 
Directories 

Enumerate files and folders in a website by using 
an interface such as SharePoint Designer or web-
based Distributed Authoring and Versioning 
(Web DAV).  

View Pages, Open 

Use Self-Service 
Site Creation 

Create a website by using Self-Service Site 
Creation.  

View Pages, Open  

View Pages View pages in a website. Open 

Enumerate 
Permissions 

Enumerate permissions on the website, list, 
folder, document, or list item.  

View Items, Open Items, 
View Versions, Browse 
Directories, View Pages, 
Open 
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Permission Description Dependent permissions 

Browse User 
Information 

View information about users of the website.  Open 

Manage Alerts Manage alerts for all users of the website  View Items, Create Alerts, 
View Pages, Open  

Use Remote 
Interfaces 

Use Simple Object Access Protocol (SOAP), Web 
DAV, or SharePoint Designer interfaces to access 
the website.  

Open 

Open Open a website, list, or folder to access items 
inside that container.  

No dependent permissions 

Edit Personal 
User 
Information 

Allow a user to change personal user 
information, such as adding a picture.  

Browse User Information, 
Open 

List permissions and dependent permissions 

Permission Description Dependent permissions 

Manage Lists Create and delete lists, add or remove columns in a 
list, and add or remove public views of a list.  

View Items, View Pages, 
Open, Manage Personal 
Views 

Override List 
Behaviors 

Discard or check in a document which is checked out 
to another user.  

View Items, View Pages, 
Open 

Add Items Add items to lists, add documents to document 
libraries, and add web discussion comments.  

View Items, View Pages, 
Open 

Edit Items Edit items in lists, edit documents in document 
libraries, edit web discussion comments in 
documents, and customize Web Part Pages in 
document libraries.  

View Items, View Pages, 
Open  

Delete Items Delete items from a list, documents from a document 
library, and web discussion comments in documents. 

View Items, View Pages, 
Open  

View Items View items in lists, documents in document libraries, 
and web discussion comments. 

View Pages, Open  

Approve Items Approve a minor version of a list item or document.  Edit Items, View Items, 
View Pages, Open  

Open Items View the source of documents that use server-side file 
handlers.  

View Items, View Pages, 
Open  

View Versions View past versions of a list item or document.  View Items, View Pages, 
Open  

Delete 
Versions 

Delete past versions of a list item or document.  View Items, View 
Versions, View Pages, 
Open  
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Permission Description Dependent permissions 

Create Alerts Create e-mail alerts.  View Items, View Pages, 
Open  

View 
Application 
Pages 

View documents and views in a list or document 
library.  

Open 

Personal permissions and dependent permissions 

Permission Description Dependent permissions 

Manage Personal 
Views 

Create, change, and delete 
personal views of lists.  

View Items, View Pages, Open  

Add/Remove Private 
Apps 

Add or remove private Apps on a 
Web Part Page.  

View Items, View Pages, Open, 
Update Personal Apps  

Update Personal 
Apps 

Update Apps to display 
personalized information. 

View Items, View Pages, Open  

 

Permission level  Description  Permissions included by default  

Limited Access Allows access to shared resources in the 
Web site so that the users can access an 
item within the site. Designed to be 
combined with fine-grained permissions to 
give users access to a specific list, document 
library, folder, list item, or document, 
without giving them access to the entire 
site. Cannot be customized or deleted. 

• View Application Pages 

• Browse User Information 

• Use Remote Interfaces 

• Use Client Integration Features 

• Open 

Read  View pages, list items and download 
documents. 

• Limited Access permissions, 
plus: 

• View Items 

• Open Items 

• View Versions 

• Create Alerts 

• Use Self-Service Site Creation 

• View Pages 

Contribute  View, add, update, and delete items in the 
existing lists and document libraries. 

• Read permissions, plus: 

• Add Items 

• Edit Items 

• Delete Items 

• Delete Versions 

• Browse Directories 

• Edit Personal User Information 

• Manage Personal Views 

• Add/Remove Personal Apps 

• Update Personal Apps 

Design  View, add, update, delete, approve, and 
customize items or pages in the Web site. 

• Approve permissions, plus: 

• Manage Lists 

• Add and Customize Pages 

• Apply Themes and Borders 

• Apply Style Sheets  

Full Control  Allows full control of the scope. • All permissions  

3.2.8 The use of fine-grained permissions 

We recommend that you use FGP for only those business cases for which it is required. FGP 
can be expensive in terms of both operational oversight and performance.  
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You can avoid the use of FGP by doing the following:  

• Break permission inheritance as infrequently as possible.   

• Use groups based on directory membership to assign permissions. 

3.2.9 Add groups with the right people in them. 

You can work with groups to ensure that the right people have access to your site: 

• Add groups to or remove them from your site. 

• Add or remove members from the groups.  

3.2.10 To add groups (or users) to your site: 

• Click Site Settings on the Settings Button to open the site permissions page. 

• Click the Grant Permissions button. 

• In the Grant Permissions dialog box, type the names of the groups (or users) to 
whom you want to grant access to your site. If you type the names of users, it’s a 
good idea to add them to an existing group in the second section of the dialog box, 
Grant Permissions. (You can grant permissions to individual users directly, but the 
cost of maintaining a system like that adds up quickly.) 

• Click OK. 

 

3.2.11 Create group 
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3.2.12 Grant permissions 

 

3.2.13 To change the permissions assigned to a user or group: 

•  Click Site Settings on the Settings Button to open the site permissions page. 

• Click the name of the user or group, and then click the command on the ribbon that 
you want to use.  

On the New menu, click Add Users, and then type the name of the person you want to add, 
and then click OK: 
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To remove the Team Site Members group for the site, you would the group and then click 
Remove User Permissions: 

 

You can use the commands on the ribbon to restore inheritance from the parent site, or to 
grant, modify, check, or manage permissions for the site.  

3.3 Customize permissions settings to suit your needs. 

You are not limited the default SharePoint groups or permission levels, although we 
recommend that you use them when you can, because they are designed to work together 
and to give you the advantage of changing permissions for all users or sites at once. 

3.3.1 Edit, create, and delete permission levels 

In SharePoint sites, SharePoint 2013, permission levels are managed only at the site 
collection level – that is, at the top-level site in your site hierarchy. 

If you make a change to a permission level, you need to keep in mind that it will affect all the 
users and groups at that permission level. This might change your site security or even affect 
your site’s performance. 

3.3.2 Security and permission levels 

For example, you might customize the Contribute permission level so that includes a 
permission that usually is only in the Full Control Permission level.  

If you customize the Contribute permission level to include the Create Sub-sites permission, 
then Contributors can create and own sub-sites. However, this potentially invites malicious 
users to post unapproved content. 

3.3.3 Performance and permission levels 

In addition, changes to permission levels can actually affect the performance of your site. For 
example, if you add the Create Alerts permission to the Read permission level, all members 
of the Visitors group can create alerts, which might overload your servers. 

3.3.4 Edit an existing permission level, or create a new one? 

Here are several examples of situations when it might be useful to change an existing 
permission level: 
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• A default permission level includes all permissions except one that users must have 
to do their jobs, and you want to add that permission. 

• A default permission level includes a permission that users do not need. For example, 
you might want people to be able to read and edit items in a list, but not to delete 
items from that list. You might start with the Contribute permission level, and then 
remove the “Delete List Item” permission to create a new permission level. 

You might want to create new permission levels if one or more of the following situations 
applies: 

• You want to exclude several permissions from a particular permission level. 

• You want to define a unique set of permissions. 

3.3.5 Open the permission levels page 

To change permission levels, you first open the Permission Levels page.  

• On the top-level Web site of the site collection, click the Settings button, and then 
click Site Settings. 

• On the settings page, in the Users and Permissions section, click Site Permissions.  

• On the Edit tab, click Permission Levels.  

On this page, you can add or delete permission levels, or modify existing permission levels. 

 

3.3.6 Create a permission level 

• On the Permission Levels page, click Add a Permission Level.  

• On the Add a Permission Level page, in the Name and Description section, type a 
name and optionally a description.  
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Select the check boxes for the permissions that you want to associate with this permission 
level, and then click Create.  

Choose which permissions to include in this permission level. Use the Select All check box to 
select or clear all permissions. 
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3.3.7 Edit a permission level 

Use these steps to change any custom permission levels or any of the default permission levels 
other than Full Control or Limited Access. 

• On the Permission Levels page, click the name of the permission level that you want to 
edit. The Edit Permission Level page opens, where you can make the following changes: 

• Change the description of the permission level.  

• Select the check boxes for the permissions that you want associated with this permission 
level. 

• Clear the check boxes for the permissions that you do not want associated with this 
permission level.  

• After you have made you changes, click Submit. 

3.3.8 Delete a permission level 

Use these steps to delete custom permission levels or any of the default permission levels other 
than Full Control or Restricted Read. Full Control and Limited Access cannot be deleted. 

 

• On the Permission Levels page, select the check boxes for the permission levels that you 
want to delete, and then click Delete Selected Permission Levels.  

• Click OK. 

3.3.9 Assign a new permission level to a group 

After you create a permission level, you can assign it to groups or users. 

• On the top-level Web site of the site collection, click the Settings button, and then click 
Site Permissions.  

• Select the check box next to the person or group that you want to assign the new 
permission level to. 

• Click the Edit User Permissions button. 
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• In the Edit Permissions dialog box, check the name of the new permission level, and then 
click OK. 

 

3.3.10 Manage membership of SharePoint groups 

If you are a site collection administrator or a site owner, you create or delete SharePoint groups, 
or change the membership of groups to control who has access to your sites and content.  

Anyone assigned a permission level that includes the Create Groups permission can create new 
groups.  

3.4 Galleries 

3.4.1 Create a Managed Metadata column 

A Managed Metadata column is a new column type that can be added to lists, libraries, or 
content types to enable site users to select values from a specific term set of managed terms and 
apply these values to their content. You can create and configure a Managed Metadata column 
to map to an existing term set or term, or you can create a new term set specifically for a 
Managed Metadata column. 

3.4.2 Benefits of using a Managed Metadata column 

Managed Metadata columns promote the consistent use of metadata across sites because they 
provide users with a list of terms that they can apply to their content. These terms come from a 
term set that is managed centrally in the Term Store Management Tool by a Term Store 
Administrator or other individuals with permissions to manage terms. 

Because this term set is updated and managed separately from the column itself, there is no 
need to update the column (or any content types, lists, or libraries associated with it) to make 
updated terms available to users. Whenever the term set that a specific Managed Metadata 
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column is bound to is updated, the updated terms will automatically become available to users 
wherever that Managed Metadata column is available. This makes a Managed Metadata column 
very different from a Choice column, which would have to be updated every time you wanted to 
change the list of choice values a user could select. 

Managed Metadata columns also have several unique features and characteristics that help 
users select and apply terms to content, such as support for “type-ahead,” as well as support for 
disambiguation of terms, descriptions, synonyms, and multi-lingual values.  

3.4.3 Type-ahead, Disambiguation, Descriptions, Synonyms 

When a the user begins typing a value into a Managed Metadata field, it displays all terms in the 
associated term set that begin with the characters the user has typed. The name of the term set 
and the term's position in the hierarchy can be indicated along with the term itself, which can 
help users select the appropriate term.  

 

Users can move their pointer over suggested terms to see descriptive text to help them make 
appropriate decisions. 

If synonyms have been specified for a term, users can enter those, and the correct term will be 
assigned.  

3.4.4 Tree Picker 

When users update a Managed Metadata column, they can type the value they want, or they 
can click the tags icon that displays next to the Managed Metadata field to launch the term picker 
dialog box, which they can use to select a value from within the hierarchy of the term set. This is 
useful to users who may not be familiar with the terms that are available. If the term set has 
been configured to be open, and the Managed Metadata column for it allows fill-in values, users 
may have the option to add a new term to the term set. Or they may simply have the option to 
send feedback to the designated contact for the term set. 
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3.4.5 Create a new Managed Metadata column with a new term set  

If there is not an existing term set that you want to use, you can also create a new term set for a 
new Managed Metadata column. The term set that you create will be a “local” term set that can 
be used only within the site collection where you create it. Any terms that you add to a local term 
set will not be offered as suggestions in Enterprise Keywords columns (unlike terms in global 
term sets). 

You must be a Site Collection Administrator to create or configure site columns. You must have 
the Manage Lists permission level to create columns for lists or libraries. Site owners have this 
permission by default. 

To create a new Managed Metadata site 
column with a new term set, do this: 

To create a new Managed Metadata column for a 
list or library with a new term set, do this: 

On the Settings button, click Site 
Settings. 

Under Galleries, click Site columns. 

In the Site Column Gallery, click Create. 

Go to the list or library where you want to create 
a new Managed Metadata column.  

On the List or Library tab of the ribbon, click List 
Settings or Library Settings, as appropriate. 

In the Columns section, click Create Column. 

1. On the New Site Column or Create Column page (depending on which type of column 
you’re creating) in the Name and Type section, type the name you want the column to 
have. 
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2. Under The type of information in this column is, click Managed Metadata . 

3. In the Additional Column Settings section, type a description for the column, and specify 
whether you want to require users to enter a value for the column. You can also specify 
whether you want to enforce unique values for the column. 

4. If you are adding a column to a list or library, then you may also be able to specify 
whether you want to add this new Managed Metadata column to all content types for 
the list or library (if multiple content types are enabled for the library). You can also 
specify whether you want to add this column to the default view for the list or library.  

5. In the Multiple Value field section, specify whether you want to allow multiple values in 
the column. If you allow multiple values, users will not be able to sort on this column in 
list views. 

6. In the Display format section, specify whether you want the column to display only the 
term label, or the term and its full path in the hierarchy of the term set. It can be helpful 
to display the full hierarchical path in situations where the context for the term itself 
might be unclear. 

7. In the Term Set Settings section, select Customize your term set, and then type a 
description for the term set.  
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8. Click Edit Using Term Set Manager, and then click OK when you are prompted to save 
your changes. 

9. Follow the steps in the section below to set up the term set.  

3.4.6 Create and configure a new term set 

1. In the Properties pane of the Term Store Management Tool, specify the following 
information about the new term set: 

In this field Do this: 

Term Set 
Name 

Type a name for your term set. This field should already be populated with 
the name of the column, but you can update it or change it 

Description Type a description that will help users understand how they should use these 
terms. 

Owner If you want the owner of the term set to be someone other than you, you 
can change the Owner to another person or group. You can enter only one 
item. 
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In this field Do this: 

Contact Type an e-mail address if you want site users to be able to provide 

feedback on the term set when they are updating the value for a 

Managed Metadata column. 

Stakeholders Add the names of users or groups who should be notified before major 
changes are made to the term set. 

Submission 

Policy 

Specify whether you want the term set to be Closed or Open.  

If a term set is closed, then users cannot add new terms to it when they are 
updating the value for a Managed Metadata column bound to this term set, 
and the term set can be updated only by individuals with permission to 
update managed metadata. If the term set is open, then users can add new 
terms to the term set if the column is also configured to allow fill-in choices.  

Available for 

Tagging 

Select the check box to make the terms in the term set available for tagging. 
If you clear the check box, then this term set will not be visible to most users. 

If the term set is still in development, or is not otherwise ready for use, you 
might want to clear the check box. 

2. Click Save to save your property updates. 

3. To add terms to the term set, point to the term set in the tree control on the left, click 
the arrow that appears, and then click Create Term, and then type the name you want 
for your term. 

 

4. In the Properties pane, specify the following information about your new term: 

In this field: Do this: 

Available for 
tagging 

Select the check box to make this term available for tagging. If you clear the 
check box, then this term will be visible, but disabled in the tagging tools. 

Language Select the language for this label for the term. 

Description Type a description to help users understand how to apply this term, or to 
differentiate it from similar terms. 
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In this field: Do this: 

Default Label Enter the word or phrase you want to use as the default label for the term in 
this language. 

Other Labels Specify any synonyms for this term. Do this if you want several words or 
phrases with the same meaning to be treated as a single entity for the 
purposes of metadata management. To add multiple synonyms, type a word, 
and then press ENTER to create additional lines. 

For example, if you are creating a term for the color “blue” and “blue” is the 
default label for the term, you could add “azure,” “sapphire,” “indigo,” and 
“cobalt” as possible synonyms. 

5. Click Save 

6. Repeat steps 3 -5 to add new terms. 

7. To create sub-terms underneath terms, point to an individual term underneath which 
you want to nest another term, click the arrow that appears, and then click Create Term, 
and type the name you want for your term.  

8. Repeat steps 4 and 5 to specify properties for your sub-terms (select the term you want 
to update first). 

9. By default, terms within term sets are displayed in the default sort order for the 
language. If you want to specify a custom sort order so that terms appear in a consistent 
order, regardless of the language or changes to term labels, you can do that by selecting 
the term set in the tree control, and then clicking the Custom Sort tab on the right. Click 
Use custom sort order, and then use the lists boxes to arrange terms in the desired 
numerical order. 
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3.4.7 Create a site content type (Document type) 

1. Go to the site for which you want to create a new site content type. 

2. On the Settings button, click Site Settings. 

3. Under Galleries, click Site content types. 

4. Click Create. 
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5. On the New Site Content Type page, in the Name and Description section, type a name 
and a description for the new site content type.  

6. In the Select parent content type from list, select the group from which you want to 
select the new content type.  

7. In the Parent Content Type list, select the parent content type on which you want your 
own content type to be based. 

8. In the Group section, choose whether to store this new site content type in an existing 
group or a new group. 

9. Click OK.  

 

In the advanced settings you can now define the document (template)  



37 Site Settings | SharePoint 2013.  

 

 

The Site Content Information for your new content type appears. You can choose options on this 
page to further define your new content type.  

3.5 Look and Feel 

3.5.1 Configure site navigation 

Site navigation features include the Quick Launch and top link bar. They make it easier for the 
users of your site to find the information they need. Making the information in your site easier 
to find is a key to the success of your site. 

Open Site Settings on the Settings Button. 
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3.5.2 Configure inheritance for the Quick Launch on a publishing site 

When you create a publishing enabled subsite, you cannot configure the subsite to inherit the 
Quick Launch of the parent site. However, after you have created the subsite, you can configure 
inheritance options of the Quick Launch on the Navigation Settings page. 

1. On the Settings Button, click Site Settings. 

2. On the Site Settings page, under Look and Feel, click Navigation. 

3. In the Current Navigation section, do one of the following: 

• If you want to provide site visitors with an easy way to navigate to other sites in the 
site collection and if you want this site to have a consistent look and feel with other 
sites in the site collection, click Display the same navigation items as the parent site. 

• If you want site visitors to be able to use the Quick Launch both to navigate to items 
below the current site and to navigate to sibling subsites within the site collection, 
click Display the current site, the navigation items below the current site, and the 
current site's siblings. 

• If you want the Quick Launch to display only items below the current site, click 
Display only the navigation items below the current site. 

 

In the Current Navigation section: 

• To display the subsites of the current site on the Quick Launch, select Show subsites. 

• To display the pages of the current site on the Quick Launch, select Show pages. 

• To limit the number of links to sites and pages displayed on the Quick Launch, type the 
number for Maximum number of dynamic items to show within this level of navigation. 
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3.5.3 Add or remove a list or library from the Quick Launch 

When you create a list or library you can configure the list or library so that a link to it is 
automatically added to the Quick Launch for the site. You can change this option later by editing 
the settings of the site. 

1. In the ribbon, click the List or Library tab, and then click List Settings or Library Settings.  

2. On the List Settings or Library Settings page, in the General Settings column, click List 
name, description and navigation. 

 

3. On the General Settings page, in the Navigation section, do one of the following: 

• To add the item to the Quick Launch, click Yes. 

• To remove the item from the Quick Launch, click No. 
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3.5.4 Add, edit, or delete a Quick Launch heading on a publishing site 

1. On the Settings Button, click Site settings. 

2. In the Look and Feel section, click Navigation. 

3. In the Navigation Editing and Sorting section, click the desired heading under Current 
Navigation, and do one of the following: 

• If you want to add a heading, click Add Heading.  

• If you want to edit a heading, select the heading, and then click Edit. 

• If you want to delete a heading, click Delete. 
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4. In the Web dialog box that appears when you add or edit an item, configure the 
following: 

• Title. Type the title of the navigation item as you want it to appear. Title is required. 

• URL. Type the URL for the heading or link. URL is optional for headings. 

If you want the URL to open in a Web browser window different than that used by the 
site, select the Open link in new window. 

• Description. Type a description for the heading. Description is optional. 

• Audience. If you want to restrict visibility, enter or browse to the audience for the 
heading. Only the audiences you enter can see the link heading and everything under 
the heading. If you do not enter any audiences, all audiences can see the link. Audience 
is optional. 
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3.5.5 Add a Quick Launch link to a publishing site 

1. On the Settings Button, click Site settings. 

2. In the Look and Feel section, click Navigation. 

3. In the Navigation Editing and Sorting section, click Current Navigation to configure the 
Quick Launch. 

4. Click Add Link.  
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NOTE If you select a heading, the link will be added under that heading. If you select an item, the 

link will be added to the same level as the selected item. 

In the Navigation Link dialog: 

• Title Type the title of the link as you want it to appear. Title is required. 

• URL Type the URL for the link. URL is required. 

If you want the URL to open in a Web browser window different than that used by the site, select 
Open link in new window. 

• Description. Type a description for the link. Description is optional. 

• Audience. If you want to restrict visibility, enter or browse to an audience for the link. 
Only the audiences you enter can see the link. If you do not enter any audiences, all 
audiences can see the link. Audience is optional. 

3.5.6 Remove a list or library from the Quick Launch using site settings for publishing sites 

If the publishing features are enabled for your site, you can use the Navigation Settings page to 
quickly remove a list or library from the Quick Launch. 

1. On the Settings Button, click Site settings. 

2. In the Look and Feel section, click Navigation. 

3. In the Navigation Editing and Sorting section, click the item under Current Navigation 
that you want to remove, and then click Delete. 

NOTE If the Navigation Editing and Sorting section displays lists for both Global Navigation and 

Current Navigation, you must select the items under Current Navigation to remove items from 
the Quick Launch. 

3.5.7 Change the order of the current navigation items on a publishing site 

In the Navigation Editing and Sorting section, select the item you want to move, and then click 
Move Up or Move Down until you have moved the item where you want it. 

NOTE If the Navigation Editing and Sorting section displays lists for both Global Navigation and 

Current Navigation, you must select the items under Current Navigation to change the order of 
items on the Quick Launch. 

3.5.8 Hide or show individual subsites or pages on a publishing site 

If you are working on a publishing site, you can hide subsites and pages to prevent them from 
displaying on the Quick Launch. One advantage of hiding items from navigation is that you can 
prevent them from displaying to users while they continue to display in the navigation hierarchy 
that you use to manage your site on the Navigation Settings page. If you want to show an item 
again, you can select it and click Show to restore it to the navigation of the site.  

1. On the Settings Button, click Site settings. 

2. Under Look and Feel, click Navigation. 

3. In the Navigation Editing and Sorting section, under Current Navigation, click the 
subsite or page that you want to hide or show. 

4. Do one of the following:  

• To hide the item click Hide. 
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• To show an item that was previously hidden, click Show. 

 

NOTES  The Hide and Show commands are available only for navigation items that are subsites or 

pages. You cannot hide lists, libraries, or links. 

When you select an item that is currently visible in the Quick Launch, only the Hide option is 
available. When you select an item that is currently hidden in the Quick Launch, only the Show 
option is displayed. 

3.5.9 Automatically sort items on the current navigation bar 

If you are working on a site for which the publishing features are enabled, you can configure 
navigation items to sort automatically, such as by title.. 

IMPORTANT The sorting settings apply to both the Quick Launch and the top link bar. Any changes 

you make are applied to both of these navigation elements. 

1. On the Settings Button, click Site settings. 

2. Under Look and Feel, click Navigation. 

3. In the Sorting section, select Sort automatically to sort subsites, navigation links, lists, 
libraries, and pages automatically in ascending or descending alphabetical or numerical 
order based on items titles, Created Dates, or Last Modified Dates. 

NOTE If you want to sort all navigation items manually except for pages, click Sort manually, and 

then select the Sort pages automatically check box. Only pages will be sorted according to the 
settings configured in the Automatic Sorting section. 

4. In the Automatic Sorting section, in the Sort by list, select the item - Title, Created Date, 
or Last Modified Date – that you want to sort by. 
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5. Specify the sort order by selecting either in ascending order (A,B,C or 1,2,3) or in 
descending order (C,B,A or 3,2,1). 

3.5.10 Show or hide the tree view 

The tree view is a navigation option that provides a hierarchical view of the lists, libraries, and 
subsites of the current site. The tree view can make it easier for the users of your site to navigate 
between locations in the site hierarchy, such as between a library in the current site and a list in 
a subsite. The tree view is displayed to the side of most pages of a site, when enabled. 

NOTE To manage navigation for a site you must have at least the permissions obtained by being 

added to the default Designers SharePoint group for the site. You have the necessary permissions 
if you can access the Sites Settings page for the site and you see the Tree View command under 
Look and Feel. 

1. From the site, on the Settings Button, click Site Settings. 

2. In the Look and Feel column, click Tree view. 

3. Do one of the following: 

 

• To show the tree view, select Enable Tree View, and then click OK. 

• To hide the tree view, clear Enable Tree View, and then click OK. 

3.5.11 Configure Site theme 

1. From the site, on the Settings Button, click Change the look. 
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4 Manage Library’s 

A library is a container for creating, organizing and managing different types of documents. It 
allows us to store files and meta information about the files, so that it can be used among 
different team members. You can create, store and manage almost every type of file in different 
kinds of libraries (i.e. Word documents, spreadsheets, presentations, forms etc). 

A SharePoint library is a location on a site where you can create, store, update, and collaborate 
on files with team members. Each type of library — document, picture, form and wiki page — 
displays a list of files and key information about the files, such as who was the last person to 
modify the file, which helps people to use the files to work together. Once you are done with a 
library, you can archive files, delete the unused library, and save server disk space.  

4.1 Learn more about libraries 

By default a Shared Library is created when you create a site and additionally you can create as 
many types of libraries as you want. There are specialized types of libraries available in 
SharePoint Server 2013 to store specific types of content such as: 
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Type of Library Description 

Asset Library Asset Library allows you to create a rich media library and lets you create, 
browse, share, organize and manage images, audio and video files. 

Data Connection Library Here you can create, browse, share, organize and manage files that contain 
information about connecting to external data connections. 

Document Library Here you can create, browse, share, organize and manage documents or 
other files. It also allows creating folders, versioning of documents and 
check-in/check-out of files. 

Form Library Here you store and manage Microsoft Office InfoPath forms (or XML files 
for use with Microsoft Office InfoPath) for instance business forms like a 
status report, purchase orders, etc... 

Picture Library Here you can upload and share pictures with others and it includes a built-
in image viewer. 

Report Library Here you can create web pages and reports to track business metrics, goals, 
KPIs (Key Performance Indicators) and business intelligence information. 

Wiki Page Library It allows you to create and store customizable pages of content that are 
linked together and can be edited by several people. 

4.2 Create a library 

1. Navigate to the site where you want to create the library.  

2. Click Settings Button , click Add an App . 

3. Under Libraries, click the type of library that you want, such as Document Library or 
Picture Library. 

4. In the Name box, type a name for the library. The library name is required. The name 
appears at the top of the library page, becomes part of the address for the library page, 
and appears in navigational elements that help users to find and open the library. 

5. In the Description box, type a description of the purpose of the library. The description 
is optional. 
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The description appears at the top of the library page, underneath the name of the 
library. If you plan to enable the library to receive content by e-mail, you can add the e-
mail address of the library to its description, so that people can easily find it. 

6. Some libraries support the integration of incoming e-mail. If an Incoming E-mail section 
appears, your administrator has enabled your site to receive content by e-mail. If you 
want people to add files to the library by sending them as attachments to e-mail 
messages, click Yes. Then, in the E-mail address box, type the first part of the address 
that you want people to use for the library. 

7. To create a version each time a file is checked into the library, in the Document Version 
History or Picture Version History section, click Yes. 

You can later choose whether you want to store both major and minor versions and how 
many versions of each you want to track. 

8. For some libraries, a Document Template section may be available, which lists the 
default programs for creating new files. In the Document Template section, in the drop-
down list, click the type of default file that you want to be used as a template for files 
that are created in the library. 

4.3 Specify that items or files in a list or library require approval 

If someone submits an item or file to a list or library that requires approvals, it is in Pending 
status until someone who has the necessary permissions to do so approves it. While it is awaiting 
approval, it remains in Pending status. 

Usually, when an item or file is in Pending status, only the originator of the item or file and the 
people who have permissions to manage lists and libraries can see it. After its status changes 
from Pending to Approved, it becomes visible to anyone who has permission to view the list or 
library. Rejected articles stay in the list or library until the originator—or someone else who has 
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the necessary permissions—deletes them. Any items or files that already exist in the list or library 
are granted Approved status automatically. 

If security in the site library is configured to allow any user to read items, then anyone who has 
Read permissions to the site can see all items in the list or library, whether or not the items are 
in Approved status. 

Only persons who have Full Control or Design permissions can alter List or Library settings. 

• If the site list or library is not already open, click its name in the Quick Launch pane. 
• On the ribbon, click the Library tab in the Library Tools or List Tools group. 

 

• If you are working in a library, click Library Settings. If you are working in a list, click List 
settings. In this example, the Library Settings page opens. 

 

• Under General Settings, select Versioning settings. The Versioning Settings page opens. 
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• In the Content Approval section, select Yes in answer to the Require content approval 
for submitted items? question. 

• In the Draft Item Security section, determine which users can see draft items in the 
document library. In this example, Only users who can approve items (and the author 
of the item) is selected. 
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4.4 Add an Enterprise Keywords column to a list or library 

An enterprise keyword is a word or phrase that is added to items on a SharePoint site. Enterprise 
keywords are organized into a single, non-hierarchical term set within the Term Store 
Management Tool called the Keywords set. Because users can typically add any word or phrase 
to an item as a keyword, enterprise keywords can be used for folksonomy-style tagging. Term 
store administrators, or other individuals with permission to manage metadata, can opt to move 
keywords out of the Keywords term set and into a specific managed term set, at which point the 
keywords will become available within the context of a specific term set. Term Store 
Administrators can also choose to make the Keywords set closed, so that users cannot submit 
new keywords and are restricted to the use of existing keywords or managed terms from existing 
term sets. If you add an Enterprise Keywords column to a list or library, site users will be able to 
enter keyword values for items stored in the list or library. If the Keywords term set for the site 
has been configured to be open, users can add any text value to this column. 

 

The keywords that users enter are shared with other users and applications (that is, they may be 
suggested to other users when they update the value for an Enterprise Keywords column or 
when they add a social tag to an item. 

Additionally, if you add an Enterprise Keywords column to a library, any existing document tags 
associated with documents will be copied into the Enterprise Keywords column when the 
documents are uploaded to the library, to help provide synchronization between your existing 
legacy keyword fields and the managed metadata features. 

1. Go to the list or library for which you want to add an Enterprise Keywords column. 

2. On the List or Library tab of the ribbon, click List Settings or Library Settings. 

3. Under Permissions and Management, click Enterprise Metadata and Keywords 
Settings. 
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4. In the Add Enterprise Keywords section, select the check box to add an Enterprise 
Keywords column and enable keyword synchronization. 

5. Click OK. 

 

4.4.1 Configure Metadata Publishing 

You can control whether the terms or keywords that are added to the Managed Metadata or 
Enterprise Keywords columns in a list or library become available as keywords for social tagging. 
If you are configuring a list that will contain sensitive information, and it is likely that Managed 
Metadata columns or the Enterprise Keywords column might contain values that you do not want 
widely visible, you may want disable Metadata Publishing. 

1. Go to the list or library for which you want to configure Metadata Publishing. 

2. On the List or Library tab of the ribbon, click List Settings or Library Settings. 

3. Under Permissions and Management, click Enterprise Metadata and Keywords 
Settings. 

4. In the Metadata Publishing section, under Save metadata on this list as social tags do 
one of the following: 

• To publish values in Managed Metadata and Enterprise Keywords fields to social tagging 
and My Site profiles, select the check box. 

• To prevent values in Managed Metadata and Enterprise Keywords fields from being 
exposed to social tagging and My Site profiles, clear the check box. 

5. Click OK. 
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4.5 Add a content type to the Library 

1. Go to the list or library for which you want to add an Enterprise Keywords column. 

2. On the List or Library tab of the ribbon, click List Settings or Library Settings. 

3. Under General Settings, click Advanced Settings . 

 

4. Active Content types 

 

5. Under Content Types, click Add from existing site content types . 
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6. Select the necessary content type 

 

7. Check the content type in the Library 
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4.6 Add Metadata navigation settings 

1. Go to the list or library for which you want to add the metadata navigation picker. 

2. On the List or Library tab of the ribbon, click List Settings or Library Settings. 

3. Under General Settings, click Metadata navigation Settings . 

 

4. Select the field(s) 
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5. Check out the Metadata navigation picker 
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5 Manage Lists  

5.1 Create a list 

With SharePoint 2013 you can create lists while editing pages, as well as from the Settings 
button. You can create lists by using list Apps, such as calendar and tasks, by importing 
spreadsheets, and by creating custom lists. Lists can include many kinds of data, ranging from 
text and dates, to calculations based on other columns. 

Lists can take advantage of e-mail features. For example, you can add content to discussion 
boards, announcements, and calendar lists by sending e-mail, if incoming e-mail is enabled on 
your site. Furthermore, tasks, project tasks, and issue-tracking lists can send e-mail alerts to 
people when items are assigned to them, if outgoing mail is enabled for the site. 

5.2 Create a list by using a list App 

SharePoint includes many kinds of list Apps, such as calendar, survey, and tasks. Apps make it 
easier for you to create the lists that you need.  

1. Click the Settings Button 

. 

2. In the search field, type in: List. 
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3. Select the required list. 

4. Type the Name for the list. Name is required. 

5. The name appears at the top of the list in most views, becomes part of the Web address 
for the list page, and appears in site navigation to help users find the list. You can change 
the name of a list, but the Web address will remain the same. 

6. Type the Description for the list. Description is optional. 

7. If there is an E-mail section, your administrator has enabled lists on your site to receive 
content by e-mail. To enable people to add content to this list by sending e-mail, click 
Yes under Enable this list to receive e-mail. Then, in the Email address box, type the first 
part of the address that you want people to use for the list. This option is not available 
for all kinds of list. 
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6 Create, modify, or delete a view 

You can use views to see the items in a list or library that are most important to you or that best 
fit a particular purpose. For example, you can create views of the files in a library that apply to a 
specific department or the items in a list that were created by a specific person. Views are 
available for the list or library you create them in. 

Each list or library has at least one view, based on the type of list or library and how it was 
configured. In the browser, you can modify these views and create new views. For example, a 
task list includes several views, such as Due Today and All Tasks. You can modify these views, for 
example, by changing how the items in a list are sorted. You can also create new views that show 
only incomplete tasks. 

6.1 Planning your view 

Before creating a view, you may want to add columns to the list or library to enable more 
flexibility for sorting, grouping, and filtering the items in the list or library. For example, people 
may want to see only the documents in a library that apply to their department or the items in a 
list sorted by the project number. 

6.2 Types of views 

When you create a view, you must first choose whether you want to base the view on: 

• A predefined format, such as calendar 

• An existing view 

• A custom view created by using SharePoint Designer 2013 

• Forms and reports created by using Microsoft Access 

The option that you choose determines the requirements for the data in the list or library and 
how the information will be displayed. For example, to create a Calendar view, the list or library 
must contain columns that can be used for the start dates and the end dates of the calendar 
items. 
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All formats are not available for all types of lists and libraries. For example, there are view formats 
that are available only for discussion boards. The following are the formats available. Custom 
formats may also be available on a site. 

6.2.1 Default 

This view displays your list and library items one row following another. Standard view is the 
default for most types of lists and libraries. You can customize the view in many different ways, 
such as by adding or removing columns from the view. 

 

6.2.2 Calendar 

This view displays your list and library in a format similar to a wall calendar. You can apply daily, 
weekly, or monthly views in this format. This view can be helpful if you want to see the items in 
the list or library chronologically.  

Calendar views have requirements that differ from the other formats.  
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6.2.3 Datasheet 

This view displays list and library items in a grid, similar to a spreadsheet. This view can be helpful 
if you have to edit many items in a list or library at the same time. 

 

6.2.4 Gantt 

This view displays list and library items in bars that track progress. A Gantt view can help you 
manage projects. You can use this view, for example, to see which tasks overlap each other and 
to visualize overall progress. 



63 Create, modify, or delete a view | SharePoint 2013.  

 

 

The following are the other options that you can base your view on: 

6.2.5 Existing view 

If an existing view is almost the view that you want, you can save time by using an existing view 
as the starting point for creating your new view. 

 

6.2.6 Custom View in Designer 

Use the features of Microsoft SharePoint Designer 2013, such as changing the width of columns, 
to create custom views for your list or library. 
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6.3 Settings for views 

Views have many settings to help make it easier for you to quickly find the information that you 
need in a list or library. The following are the settings for SharePoint views. All settings are not 
available for all types of views. The settings for calendar views differ from other types of views. 

6.3.1 Default view 

A default view is provided for all lists and libraries. You can change the default view to any public 
view for the list or library; you cannot use a personal view. To delete a view that is the default 
view, you must first make another public view the default.  

6.3.2 Personal and public views 

When you create a view, you can configure the audience for the view to be personal or public. A 
personal view is available only to you when you look at the list or library. A public view is available 
when anyone looks at the list or library. 

6.3.3 Columns 

The columns in a view can provide, at a glance, the information that you need for list or library 
items. This can eliminate the need to open each item to see the item details. Columns, in 
combination with other features of views, such as filters, can help you see only the information 
that is most important to your work. This is especially helpful if the list or library contains lots of 
items. 
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6.3.4 Gantt Columns 

Select the columns that will be in the Gantt view. Title is a required text field. Start Date, and Due 
Date are required date fields. When you select a column, such as Title, if no option displays in 
the drop-down list, you must create the column to support this view. 

6.3.5 Sort 

Set the order items are displayed in the view. You can have up to two criteria. For example, show 
the items in a task list sorted by priority and then by due date. 

6.3.6 Filter 

Configure a view to display a subset of the items in a list or library by filtering them with 
information in columns of the list or library. For example, a view can show the documents in a 
library that are for a specific project. 

6.3.7 Inline Editing 

Enable editing of list and library items in the view, without having to open each item to edit it. 
This can save lots of time if many items in a list or library must be changed. This does not apply 
to the files in a library. They must be edited in the applicable program, such as Microsoft Word. 

6.3.8 Tabular View 

Provides check-boxes for each item so that users can select multiple list or library items to 
perform bulk operations. This can save lots of time if many items in a list or library must be 
changed. For example, a user can select and check out multiple documents.  

6.3.9 Group By 

Group list and library items by information in the columns, For example, group the items in a task 
list by priority and then percent complete. 

6.3.10 Totals 

Displays summary calculations for the columns in the view, such as: count, average, maximum, 
minimum. By setting the title column to Count in a document library, for example, the view will 
display the number of documents in the view and in the groups in the view.  

6.3.11 Style 

Determines the layout for the view, such as newsletter. All styles are not available for all view 
types. 

Basic Table    Displays items in rows. 
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Boxed    Displays the items in the list using a layout similar to business cards. This style is available 
only for lists. 

 

Boxed, no labels    Similar to the boxed style, but the labels for the columns are not in the view. 
This style is available only for lists. 
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Document details    Displays the files in a library using a layout similar to business cards. This 
style is available for most libraries, but not lists. 

 

Default    The default view varies, depending on the type and configuration of the list or library. 
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Newsletter    Displays items in rows with lines between the rows. 

 

Newsletter, no lines    Displays items in rows of alternating shades, without the lines between 
the rows. 
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Picture Library Details    Displays thumbnails of the pictures in a picture library. 

 

Preview Pane Displays the name of the items on the left side of the page. When you point to the 
name of an item, the columns selected for the view are displayed on the right side of the page. 

 

Shaded    Displays items in rows of alternating shades. 
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6.3.12 Folders 

Select Show items in folders to display the list or library folders in the view with the items. Select 
Show all items without folders to display only the list or library items in the view, also referred 
to as a flat view. You may also be able to select whether the view that you are creating is 
applicable in all folders, in only the top-level folder, or in folders of a specific content type. 

6.3.13 Item limit 

You can specify how many items are displayed at the same time (batches) in each view or the 
total number of items that the view will display. The larger the batch of items in a view, the 
longer it takes to download in the browser. 

6.3.14 Mobile 

You can specify that this view is for mobile devices, is the default mobile view for mobile devices, 
and the number of items to display in the list view Web Part for this view. This option is not 
available for all lists and libraries. The view must be a public view. 
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7 Overview of Apps SharePoint  

Apps are one of the basic building blocks of pages on SharePoint sites. They enable you to 
customize a SharePoint page to display content or business data from many sources on the same 
page.  
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Apps Purpose 

Announcements The Announcements list contains messages posted by contributors to the 
site (who have necessary permissions). Use the List View Web Part named 
Announcements to display and update these messages on a site.  

Calendar The Calendar list contains upcoming meetings, deadlines, and other 
important events. You can add a Calendar List View Web Part to various 
locations on a site to display and update the information on the calendar.  

Links The Links list contains links to Web pages that your team members will find 
interesting or useful. You can use the Links List View Web Part to display 
important or interesting links in different locations on your site.  

Document 
Library 

A unique Shared Documents library is standard on all team and document 
workspace sites. You can add the Shared Documents List View Web Part 
to pages that are subordinate to the site where the library originated, but 
not to other sites. Use the Shared Documents List View Web Part to 
provide quick access to team documents in different locations on the site. 

Tasks The Tasks list is where team members can keep track of work that needs 
to be done. Add the Tasks List View Web Part to a page to view and update 
the list of tasks.  

Discussion 
Boards 

The Discussion Boards list contains newsgroup-style discussions among 
team members. Use the Team Discussion List View Web Part to display and 
add to the discussions. 

7.1 Where can I find more Apps? 

You are not limited to using only the Apps that come with SharePoint. You can create your own, 
or you can search for "SharePoint Apps" on the Internet and find numerous companies with Apps 
for sale. 
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8 Manage Pages with Web Parts 

Web Parts are one of the basic building blocks of pages on SharePoint sites. They enable you to 
customize a SharePoint page to display content or business data from many sources on the same 
page. You can also use Web Parts to display information from external sources. 

 

8.1 Web Parts in SharePoint  

In SharePoint, Web Parts are organized in the different categories: 

 

8.1.1 Apps (Lists and Libraries) 

The Web Parts listed in this category are actually different forms of the List View Web Part. When 
the List View Web Part displays data from certain lists or libraries, it also takes the name of the 
list or library. 



74 Manage Pages with Web Parts | SharePoint 2013.  

 

 

You can add a List View Web Part for the same list to several different Web parts or pages. Each 
will show the same data (in your own customized view, if you wish), and changes made to the 
data in one place will appear in all of the other places. 

You will often hear the term, “List View Web Part,” but you will not find a Web Part by that name. 
A List View Web Part automatically takes the name of the list for which it displays data.  

Web Parts in this category are intended primarily to facilitate collaboration and communication 
among team members. 

8.1.2 Content Rollup 

The Content Rollup Web Parts are useful for displaying dynamic content on a page. 

 

8.1.3 Forms 

There is only one Form Web Part. The HTML Form Web Part enables you to connect simple form 
controls to other Web Parts. 
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8.1.4 Media and Content 

The Media and Content Web Parts are useful for displaying text, images, and video on a page. 
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Web Part Purpose 

Content Editor The Content Editor Web Part enables you to add formatted text, tables, 
hyperlinks, and images to a page. For example, you can use the Web Part to:  

Add a formatted introductory paragraph to a page 

Add a table of instructions to explain a chart on your page, the data that is 
used in the chart, and how the chart was created 

Add a set of hyperlinks to more information 

Image Viewer The Image Web Part displays a picture or other image on the page.  

Page Viewer The Page Viewer Web Part displays Web pages, files, or folders on the page.  

Depending on the type of file you are displaying, the file may open in a 
separate browser window. 

Silverlight 
Web Part 

This Web Part enables you to make a Silverlight application available from a 
page on a SharePoint site. 

8.1.5 Social Collaboration 

The People Web Parts enable you to provide information about users in the organization. 

 

Web Part Purpose 

Site Users Displays a list of the site users and their online status. 

User Tasks Displays tasks that are assigned to the user currently viewing the page. 

8.2 Using the Content Editor Web Part 

You can use the Content Editor Web Part to add formatted text, tables, hyperlinks, and images 
to a Web page. 

8.2.1 Ways you can use the Content Editor Web Part 

You can use the Content Editor Web Part to add: 
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• An introductory, formatted paragraph to a page. 

• A table of instructions to explain a chart on your page, the data that is used in the chart, 
and how the chart was created. 

• A set of hyperlinks to more information. 

8.2.2 Add a Web Part to a page 

To edit a page you must have at least the permissions obtained by being added to the default 
<Site Name> Members SharePoint group for the site. 

• From a page, in the ribbon, click the Page tab, and then click the Edit command. 

 

• Click on the page where you want to add a Web Part, click the Insert tab, and then click 
Web Part. 

 

• Under Categories, select a category, such as Lists and Libraries, select the Web Part that 
you want to add to the page, such as Announcements, and then click Add. 

 

• When you select a Web Part, information about the Web Part is displayed in About the 
Web Part. 
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• When you have finished editing the page, click the Page tab, and then click Save & Close. 

8.2.3 Add content to the Content Editor Web Part 

There are two ways you can add content to the Content Editor Web Part. You can:  

• Type content directly into the Web Part To do this, point to the Content Editor Web 
Part, click the down arrow, and then click Edit Web Part. Once you are in Edit mode, you 
can type text directly into the Content Editor Web Part.  

• Link to existing content by entering a hyperlink to a text file that contains HTML source 
code To do this, point to the Content Editor Web Part, click the down arrow, and then 
click Edit Web Part. In the tool pane, type the URL in the Content Link text box. The two 
valid hyperlink protocols that you can use are: 

o Hypertext Transfer Protocol (http://) 

o Hypertext Transfer Protocol with privacy, which uses Secure Sockets Layer (SSL) 
encryption (https://) 

You can use an absolute URL or a relative URL. However, you cannot use a file path. 

8.2.4 Format content in the Content Editor Web Part 

In SharePoint Foundation 2010, you can type content directly into the Content Editor Web Part 
and format it using the editing tools available from the ribbon. To access these editing tools, from 
the Page tab, in the ribbon, click Edit.  

 

The ribbon includes six groups of formatting options which are described in the table that 
follows.  
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Group Description 

Font  Use these tools to format selected text in the Web Part. You can modify the font 
type, size, and color, make text bold or italicized, highlight selected text, and 
strike through it, among other things.  

Paragraph  Use these tools to format selected paragraphs in the Web Part. You can modify 
the alignment of the text, indent it, create a numbered or bulleted list, and 
change the order in which information in the paragraph is displayed. 

Styles Apply a preformatted style to selected text. To preview a style, select the text 
you want to format, and then drag your cursor over the style option you want to 
preview. 

Layout  Create or remove columns, headers, or footers on the page.  

This option affects the entire page, not just the content in the Content Editor 
Web Part. 

Markup Use these tools to insert specific HTML elements into the content. You can select 
a preformatted style from the Markup Styles drop-down menu, or create your 
own by accessing the HTML Editor from the HTML drop-down menu. You can also 
mark text as being in a specific language.  

8.2.5 Configure the common properties of a Web Part 

Web parts share a common set of properties that control their appearance, layout, and advanced 
characteristics. You change Web Part properties in the tool pane.  
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8.2.5.1 Appearance 

Property Description 

Title  Specifies the title of the Web Part that appears in the Web Part title bar. 

Height  Specifies the height of the Web Part. 

Width  Specifies the width of the Web Part. 

Chrome 
State  

Specifies whether the entire Web Part appears on the page when a user opens 
the page. By default, the chrome state is set to Normal and the entire Web Part 
appears. Only the title bar appears when the state is set to Minimized. 

Chrome 
Type  

Specifies whether the title bar and border of the Web Part frame are displayed. 

8.2.5.2 Layout 

Property Description 

Hidden  Specifies whether the Web Part is visible when a user opens the page. If the check 
box is selected, the Web Part is visible only when you are designing the page and 
has the suffix (Hidden) appended to the title. 

You can hide a Web Part if you want to use it to provide data to another Web Part 
through a Web Part connection, but you do not want to display the Web Part. 

Direction  Specifies the direction of the text in the Web Part content. For example, Arabic is 
a right-to-left language; English and most other European languages are left-to-
right languages. This setting may not be available for all types of Web Parts. 

Zone  Specifies the zone on the page where the Web Part is located. 

Zones on the page are not listed in the list box when you do not have permission 
to modify the zone. 

Zone 
Index  

Specifies the position of the Web Part in a zone when the zone contains more 
than one Web Part.  

To specify the order, type a positive integer in the text box.  

If the Web Parts in the zone are ordered from top to bottom, a value of 1 means 
that the Web Part appears at the top of the zone. If the Web Parts in the zone are 
ordered from left to right, a value of 1 means that the Web Part appears on the 
left of the zone.  

For example, when you add a Web Part to an empty zone that is ordered from top 
to bottom, the Zone Index is 0. When you add a second Web Part to the bottom 
of the zone, its Zone Index is 1. To move the second Web Part to the top of the 
zone, type 0, and then type 1 for the first Web Part. 

Note Each Web Part in the zone must have a unique Zone Index value. Therefore, 

changing the Zone Index value for the current Web Part can also change the Zone 
Index value for other Web Parts in the zone. 

8.2.5.3 Advanced 
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Property Description 

Allow Minimize  Specifies whether the Web Part can be minimized.  

Allow Close  Specifies whether the Web Part can be removed from the page. 

Allow Hide  Specifies whether the Web Part can be hidden. 

Allow Zone 
Change  

Specifies whether the Web Part can be moved to a different zone.  

Allow 
Connections  

Specifies whether the Web Part can participate in connections with other 
Web Parts. 

Allow Editing in 
Personal View  

Specifies whether the Web Part properties can be modified in a personal 
view. 

Export Mode  Specifies the level of data that is permitted to be exported for this Web 
Part. Depending on your configuration, this setting may not be available. 

Title URL  Specifies the URL of a file containing additional information about the Web 
Part. The file is displayed in a separate browser window when you click the 
Web Part title. 

Description  Specifies the ScreenTip that appears when you rest the mouse pointer on 
the Web Part title or Web Part icon. The value of this property is used 
when you search for Web Parts by using the Search command on the Find 
Web Parts menu of the tool pane. 

Help URL  Specifies the location of a file containing Help information about the Web 
Part. The Help information is displayed in a separate browser window 
when you click the Help command on the Web Part menu. 

Help Mode  Specifies how a browser will display Help content for a Web Part. 

Select one of the following: 

Modal Opens a separate browser window, if the browser has this 
capability. A user must close the window before returning to the Web 
page. 

Modeless Opens a separate browser window, if the browser has this 
capability. A user does not have to close the window before returning to 
the Web page. This is the default value. 

Navigate Opens the Web page in the current browser window. 

Catalog Icon 
Image URL  

Specifies the location of a file containing an image to be used as the Web 
Part icon in the Web Part List. The image size must be 16 by 16 pixels. 

Title Icon Image 
URL  

Specifies the location of a file containing an image to be used in the Web 
Part title bar. The image size must be 16 by 16 pixels. 

Import Error 
Message  

Specifies a message that appears if there is a problem importing the Web 
Part. 

8.3 Display a Web page by adding the Page Viewer Web Part 
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You can use the Page Viewer Web Part to display a Web page, file, or folder on a SharePoint 
page. You enter a hyperlink, file path, or folder path to link to the content.  

8.3.1 Ways you can use the Page Viewer Web Part 

You can use the Page Viewer Web Part to display:  

• A favorite Internet news source in a dedicated news summary section of a SharePoint 
page. 

• A list of active work group files on a server that you want to view on a regular basis. 

• A frequently used document or spreadsheet. 

8.3.2 Add a Web Part to a page 

To edit a page, you must have at least the permissions of a member of the Designer group for 
the site. 

• From a page, in the ribbon, click the Page tab, and then click the Edit command. 

 

• Click on the page where you want to add a Web Part, click the Insert tab, and then click 
More Web Parts. 

 

• Under Categories, select a category, such as Media and Content, select the Web Part 
that you want to add to the page, such as Page Viewer, and then click Add. 

 

• When you select a Web Part, information about the Web Part is displayed. 
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• When you have finished editing the page, click the Page tab, and then click Save.  

8.3.3 Specify the Web Page, folder or file (custom properties) 

To edit the properties of the page viewer Web part. 

• Web Page model 

 

• If you have not yet configure the page viewer Web Part, in the page viewer Web Part, 
click open tool pane. 

• Point to the Web Part, click the down arrow, and then click Edit Web Part. 

The Web Part properties display in the tool pane. You can use the following descriptions to help 
configure the Web Part custom properties: 
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Property Description 

Web Page, 
Folder, or File 
group 

Specifies the kind of content that you want to display in the Page Viewer 
Web Part. 

Select one of the following: 

Web Page Select this option if you want to display a Web page as the 
content of the Page Viewer Web Part. This option automatically enters the 
Hypertext Transfer Protocol (http://) in the Link text box. This is the default 
value. 

Folder Select this option if you want to display a list of files in a folder. 

File Select this option to display the contents of a file. The file opens either 
in a separate browser window or inside the Web Part if the application that 
opens the file supports inline activation for that file in the browser window. 

Link Specifies a hyperlink, folder, or file to link to the content that you want 
displayed in the Page Viewer Web Part:  

If you select Web Page earlier in this section, you must enter a valid 
hyperlink. The two valid hyperlink protocols that you can use are as follows: 

Hypertext Transfer Protocol (http://) 

Hypertext Transfer Protocol with privacy, which uses Secure Sockets Layer 
(SSL) encryption (https://) 

You can use an absolute URL or a relative URL. However, you cannot use a 
file path. 

If you select Folder earlier in this section, you must enter a valid local or 
network folder. Displaying a folder requires Microsoft Internet Explorer. 

If you select File earlier in this section, you must enter a valid file path. 
Displaying a file requires Microsoft Internet Explorer. You can also click 
Browse to locate the file. 

8.3.4 Configure the common properties of a Web Part 

Web parts share a common set of properties that control their appearance, layout, and advanced 
characteristics. You change Web Part properties in the tool pane. 
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8.3.4.1 Appearance 

Property Description 

Title  Specifies the title of the Web Part that appears in the Web Part title bar. 

Height  Specifies the height of the Web Part. 

Width  Specifies the width of the Web Part. 

Chrome 
State  

Specifies whether the whole Web Part appears on the page when a user opens 
the page. By default, the chrome state setting is Normal and the whole Web Part 
appears. Only the title bar appears when the state is set to Minimized. 

Chrome 
Type  

Specifies whether the title bar and border of the Web Part frame are displayed. 

8.3.4.2 Layout 

Property Description 

Hidden  Specifies whether the Web Part is visible when a user opens the page. If the check 
box is selected, the Web Part is visible only when you are designing the page and 
has the suffix (Hidden) appended to the title. 

You can hide a Web Part. For example, you might want to use it to provide data 
to another Web Part through a Web Part connection, but you do not want to 
display the Web Part. 

Direction  Specifies the direction of the text in the Web Part content. For example, Arabic is 
a right-to-left language; English and most other European languages are left-to-
right languages. This setting may not be available for all kinds of Web Parts. 

Zone  Specifies the zone on the page where the Web Part is located. 

Zones on the page are not listed in the list when you do not have permission to 
modify the zone. 

Zone 
Index  

Specifies the position of the Web Part in a zone when the zone contains more 
than one Web Part.  

To specify the order, type a positive integer in the text box.  

If the Web Parts in the zone are ordered from top to bottom, a value of 1 means 
that the Web Part appears at the top of the zone. If the Web Parts in the zone are 
ordered from left to right, a value of 1 means that the Web Part appears on the 
left of the zone.  

For example, when you add a Web Part to an empty zone that is ordered from top 
to bottom, the Zone Index is 0. When you add a second Web Part to the bottom 
of the zone, its Zone Index is 1. To move the second Web Part to the top of the 
zone, type 0, and then type 1 for the first Web Part. 

Note Each Web Part in the zone must have a unique Zone Index value. Therefore, 

changing the Zone Index value for the current Web Part can also change the Zone 
Index value for other Web Parts in the zone. 
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8.3.4.3 Advanced 

Property Description 

Allow Minimize  Specifies whether the Web Part can be minimized.  

Allow Close  Specifies whether the Web Part can be removed from the page. 

Allow Hide  Specifies whether the Web Part can be hidden. 

Allow Zone 
Change  

Specifies whether the Web Part can be moved to a different zone.  

Allow 
Connections  

Specifies whether the Web Part can participate in connections with other 
Web Parts. 

Allow Editing in 
Personal View  

Specifies whether the Web Part properties can be modified in a personal 
view. 

Export Mode  Specifies the level of data that is permitted to be exported for this Web 
Part. Depending on your configuration, this setting may not be available. 

Title URL  Specifies the URL of a file that contains additional information about the 
Web Part. The file is displayed in a separate browser window when you 
click the Web Part title. 

Description  Specifies the ScreenTip that appears when you rest the mouse pointer on 
the Web Part title or Web Part icon. The value of this property is used 
when you search for Web Parts by using the Search command on the Find 
Web Parts menu of the tool pane. 

Help URL  Specifies the location of a file that contains Help information about the 
Web Part. The Help information is displayed in a separate browser window 
when you click the Help command on the Web Part menu. 

Help Mode  Specifies how a browser will display Help content for a Web Part. 

Select one of the following: 

Modal Opens a separate browser window, if the browser has this 
capability. A user must close the window before they return to the Web 
page. 

Modeless Opens a separate browser window, if the browser has this 
capability. A user does not have to close the window before they return to 
the Web page. This is the default value. 

Navigate Opens the Web page in the current browser window.. 

Catalog Icon 
Image URL  

Specifies the location of a file that contains an image to be used as the 
Web Part icon in the Web Part List. The image size must be 16 by 16 pixels. 

Title Icon Image 
URL  

Specifies the location of a file that contains an image to be used in the Web 
Part title bar. The image size must be 16 by 16 pixels. 

Import Error 
Message  

Specifies a message that appears if there is a problem importing the Web 
Part. 
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8.4 Use the XML Viewer Web Part  

You can use the XML Viewer Web Part to display Extensible Markup Language (XML) and apply 
Extensible Stylesheet Language Transformations (XSLT) to the XML before the content is 
displayed.  

8.4.1 Ways you can use the Web Part 

You can use the XML Web Part to display: 

• Structured data from database tables or queries. 

• XML-based documents. 

• XML forms that combine structured and unstructured data, such as weekly status reports 
or travel expense reports. 

8.4.2 Ways to add content to the Web Part 

There are two ways you can add content to the XML Viewer Web Part: 

• XML and XSL Editors You can use these editors to enter or modify XML and XSLT source 
code. The XML and XSL source editors are plain text editors that are intended for users 
who have knowledge of XML and XSLT syntax. 

• XML and XSL Links Instead of editing the XML and XSLT, you can enter a hyperlink to a 
text file that contains XML and XSLT source code. The two valid hyperlink protocols that 
you can use are: 

o Hypertext Transfer Protocol (http://) 

o Hypertext Transfer Protocol with privacy, which uses Secure Sockets Layer (SSL) 
encryption (https://) 

You can use an absolute URL or a relative URL. However, you cannot use a file path. 

8.4.3 Add a Web Part to a page 

• From a page, in the ribbon, click the Page tab, and then click the Edit command. 

 

• Click on the page where you want to add a Web Part, click the Insert tab, and then click 
Web Part. 
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• Under Categories, select a category, such as Content Rollup, select the Web Part that 
you want to add to the page and then click Add. 

 

When you select a Web Part, information about the Web Part is displayed in About the Web 
Part. 

• When you have finished editing the page, click the Page tab, and then click Save. 

8.4.4 Edit the properties of a Web Part 

1. To edit the properties of the Web Part, point to the Web Part, and then click the down arrow. 

2. Click Edit Web Part. 

The Web Part properties display in the tool pane. 
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XML Editor model 

 

8.4.5 Configure the custom properties of the Web Part 

Following are the properties that are unique to the XML Web Part: 
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Property Description 

XML 
Editor 

Use to enter XML source code into a plain text editor. Knowledge of XML syntax 
is required to use this editor. 

XML Link Use to enter a hyperlink to a text file that contains XML source code. The two 
valid hyperlink protocols that you can use are as follows: 

Hypertext Transfer Protocol (http://) 

Hypertext Transfer Protocol with privacy, which uses Secure Sockets Layer (SSL) 
encryption (https://) 

You can use an absolute URL or a relative URL. However, you cannot use a file 
path. 

XSL Editor Use to enter XSLT source code into a plain text editor. Knowledge of XSLT syntax 
is required to use this editor. 

XSL Link Use to enter a hyperlink to a text file that contains XSLT source code. The two 
valid hyperlink protocols that you can use are as follows: 

Hypertext Transfer Protocol (http://) 

Hypertext Transfer Protocol with privacy, which uses Secure Sockets Layer (SSL) 
encryption (https://) 

You can use an absolute URL or a relative URL. However, you cannot use a file 
path. 

8.4.6 Configure the common properties of a Web Part 

Web parts share a common set of properties that control their appearance, layout, and advanced 
characteristics. You change Web Part properties in the tool pane. 
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8.4.6.1 Appearance 

Property Description 

Title  Specifies the title of the Web Part that appears in the Web Part title bar. 

Height  Specifies the height of the Web Part. 

Width  Specifies the width of the Web Part. 

Chrome 
State  

Specifies whether the entire Web Part appears on the page when a user opens 
the page. By default, the chrome state is set to Normal and the entire Web Part 
appears. Only the title bar appears when the state is set to Minimized. 

Chrome 
Type  

Specifies whether the title bar and border of the Web Part frame are displayed. 

8.4.6.2 Layout 

Property Description 

Hidden  Specifies whether the Web Part is visible when a user opens the page. If the check 
box is selected, the Web Part is visible only when you are designing the page and 
has the suffix (Hidden) appended to the title. 

You can hide a Web Part if you want to use it to provide data to another Web Part 
through a Web Part connection, but you do not want to display the Web Part. 

Direction  Specifies the direction of the text in the Web Part content. For example, Arabic is 
a right-to-left language; English and most other European languages are left-to-
right languages. This setting may not be available for all types of Web Parts. 

Zone  Specifies the zone on the page where the Web Part is located. 

Note Zones on the page are not listed in the list box when you do not have 

permission to modify the zone. 

Zone 
Index  

Specifies the position of the Web Part in a zone when the zone contains more 
than one Web Part.  

To specify the order, type a positive integer in the text box.  

If the Web Parts in the zone are ordered from top to bottom, a value of 1 means 
that the Web Part appears at the top of the zone. If the Web Parts in the zone are 
ordered from left to right, a value of 1 means that the Web Part appears on the 
left of the zone.  

For example, when you add a Web Part to an empty zone that is ordered from top 
to bottom, the Zone Index is 0. When you add a second Web Part to the bottom 
of the zone, its Zone Index is 1. To move the second Web Part to the top of the 
zone, type 0, and then type 1 for the first Web Part. 

Note Each Web Part in the zone must have a unique Zone Index value. Therefore, 

changing the Zone Index value for the current Web Part can also change the Zone 
Index value for other Web Parts in the zone. 

8.4.6.3 Advanced 
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Property Description 

Allow Minimize  Specifies whether the Web Part can be minimized.  

Allow Close  Specifies whether the Web Part can be removed from the page. 

Allow Hide  Specifies whether the Web Part can be hidden. 

Allow Zone 
Change  

Specifies whether the Web Part can be moved to a different zone.  

Allow 
Connections  

Specifies whether the Web Part can participate in connections with other 
Web Parts. 

Allow Editing in 
Personal View  

Specifies whether the Web Part properties can be modified in a personal 
view. 

Export Mode  Specifies the level of data that is permitted to be exported for this Web 
Part. Depending on your configuration, this setting may not be available. 

Title URL  Specifies the URL of a file containing additional information about the Web 
Part. The file is displayed in a separate browser window when you click the 
Web Part title. 

Description  Specifies the ScreenTip that appears when you rest the mouse pointer on 
the Web Part title or Web Part icon. The value of this property is used 
when you search for Web Parts by using the Search command on the Find 
Web Parts menu of the tool pane. 

Help URL  Specifies the location of a file containing Help information about the Web 
Part. The Help information is displayed in a separate browser window 
when you click the Help command on the Web Part menu. 

Help Mode  Specifies how a browser will display Help content for a Web Part. 

Select one of the following: 

• Modal Opens a separate browser window, if the browser has this 
capability. A user must close the window before returning to the Web 
page. 

• Modeless Opens a separate browser window, if the browser has this 
capability. A user does not have to close the window before returning to 
the Web page. This is the default value. 

• Navigate Opens the Web page in the current browser window. 

Note Even though custom Microsoft ASP.NET Web Parts support this 

property, default SharePoint Help topics open only in a separate browser 
window. 

Catalog Icon 
Image URL  

Specifies the location of a file containing an image to be used as the Web 
Part icon in the Web Part List. The image size must be 16 by 16 pixels. 

Title Icon Image 
URL  

Specifies the location of a file containing an image to be used in the Web 
Part title bar. The image size must be 16 by 16 pixels. 
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Import Error 
Message  

Specifies a message that appears if there is a problem importing the Web 
Part. 

8.5 Use the HTML Form Web Part  

You can use the HTML Form Web Part to connect to and pass data to another Web Part, such as 
the List view Web Part. 

8.5.1 Using the Form Web Part 

You can use the HTML Form Web Part to connect and pass data to another Web Part. For 
example, you can use the default HTML Form Web Part to type a region name, pass the value to 
a List View Web Part of customer data, and filter the data by that region. You can also customize 
the HTML Form Web Part to enable a user to, for example, select the region name from a drop-
down list. You can use text boxes, drop-down lists, multi-line text boxes, check boxes, or option 
buttons in the HTML Form Web Part.  

The way you connect fields to the other Web Part depends on how the other Web Part has been 
defined to use Web Part connections.  

Although you can have more than one element (text box, radio buttons, and so on) on your form, 
only one field can be connected to a List View Web Part. However, different fields can be 
connected to different Web Parts at the same time. For example, you can have an HTML Form 
Web Part with a text box and a set of option buttons. The text box can be connected to one List 
View Web Part and the option buttons to another. When the user clicks the Go button, both List 
View Web Parts are filtered according to the information entered on the HTML Form Web Part. 

You can connect two or more fields in the HTML Form Web Part to another Web Part, if that Web 
Part can accept multiple parameters. In this case, you may need a SharePoint-compatible Web 
design program, such as SharePoint Designer 2010 to complete the connections. 

8.5.2 Add a Web Part to a page 

• From a page, in the ribbon, click the Page tab, and then click the Edit command. 

 

• Click on the page where you want to add a Web Part, click the Insert tab, and then click 
Web Part. 
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• Under Categories, select a category, such as Forms, select the Web Part that you want 
to add to the page and then click Add. 

 

8.5.3 Connect the HTML Form Web Part to another Web Part 

• Browse to the page containing the Web Part you want to filter. 

• In the ribbon, click the Page tab, and then click the Edit command. 

• Point to the HTML Form Web Part, click the down arrow, click Connections, point to 
Provide Form Value To, and then click the name of the Web Part to which you want to 
link.  

 

• In the Choose Connection dialog box, click the Configure Connection tab. 

• From the Connection Type menu, select the field that matches the information from the 
HTML Form Web Part. 
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• Click Finish, and then click Exit Edit Mode at the top of the page.  

By default, you can enter text in the text box and then click Go or press ENTER. The other Web 
Part will display only the data that matches the text you entered. To clear the text box so that 
you can enter new text, select the current text, and then delete it.  

8.5.4 Configure the common properties of a Web Part 

Web parts share a common set of properties that control their appearance, layout, and advanced 
characteristics. You change Web Part properties in the tool pane. 
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8.5.4.1 Appearance 

Property Description 

Title  Specifies the title of the Web Part that appears in the Web Part title bar. 

Height  Specifies the height of the Web Part. 

Width  Specifies the width of the Web Part. 

Chrome 
State  

Specifies whether the entire Web Part appears on the page when a user opens 
the page. By default, the chrome state is set to Normal and the entire Web Part 
appears. Only the title bar appears when the state is set to Minimized. 

Chrome 
Type  

Specifies whether the title bar and border of the Web Part frame are displayed. 

8.5.4.2 Layout 

Property Description 

Hidden  Specifies whether the Web Part is visible when a user opens the page. If the check 
box is selected, the Web Part is visible only when you are designing the page and 
has the suffix (Hidden) appended to the title. 

You can hide a Web Part if you want to use it to provide data to another Web Part 
through a Web Part connection, but you do not want to display the Web Part. 

Direction  Specifies the direction of the text in the Web Part content. For example, Arabic is 
a right-to-left language; English and most other European languages are left-to-
right languages. This setting may not be available for all types of Web Parts. 

Zone  Specifies the zone on the page where the Web Part is located. 

Note Zones on the page are not listed in the list box when you do not have 

permission to modify the zone. 

Zone 
Index  

Specifies the position of the Web Part in a zone when the zone contains more 
than one Web Part.  

To specify the order, type a positive integer in the text box.  

If the Web Parts in the zone are ordered from top to bottom, a value of 1 means 
that the Web Part appears at the top of the zone. If the Web Parts in the zone are 
ordered from left to right, a value of 1 means that the Web Part appears on the 
left of the zone.  

For example, when you add a Web Part to an empty zone that is ordered from top 
to bottom, the Zone Index is 0. When you add a second Web Part to the bottom 
of the zone, its Zone Index is 1. To move the second Web Part to the top of the 
zone, type 0, and then type 1 for the first Web Part. 

Note Each Web Part in the zone must have a unique Zone Index value. Therefore, 

changing the Zone Index value for the current Web Part can also change the Zone 
Index value for other Web Parts in the zone. 

8.5.4.3 Advanced 
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Property Description 

Allow Minimize  Specifies whether the Web Part can be minimized.  

Allow Close  Specifies whether the Web Part can be removed from the page. 

Allow Hide  Specifies whether the Web Part can be hidden. 

Allow Zone 
Change  

Specifies whether the Web Part can be moved to a different zone.  

Allow 
Connections  

Specifies whether the Web Part can participate in connections with other 
Web Parts. 

Allow Editing in 
Personal View  

Specifies whether the Web Part properties can be modified in a personal 
view. 

Export Mode  Specifies the level of data that is permitted to be exported for this Web 
Part. Depending on your configuration, this setting may not be available. 

Title URL  Specifies the URL of a file containing additional information about the Web 
Part. The file is displayed in a separate browser window when you click the 
Web Part title. 

Description  Specifies the ScreenTip that appears when you rest the mouse pointer on 
the Web Part title or Web Part icon. The value of this property is used 
when you search for Web Parts by using the Search command on the Find 
Web Parts menu of the tool pane. 

Help URL  Specifies the location of a file containing Help information about the Web 
Part. The Help information is displayed in a separate browser window 
when you click the Help command on the Web Part menu. 

Help Mode  Specifies how a browser will display Help content for a Web Part. 

Select one of the following: 

• Modal Opens a separate browser window, if the browser has this 
capability. A user must close the window before returning to the Web 
page. 

• Modeless Opens a separate browser window, if the browser has this 
capability. A user does not have to close the window before returning to 
the Web page. This is the default value. 

• Navigate Opens the Web page in the current browser window. 

Note Even though custom Microsoft ASP.NET Web Parts support this 

property, default SharePoint Help topics open only in a separate browser 
window. 

Catalog Icon 
Image URL  

Specifies the location of a file containing an image to be used as the Web 
Part icon in the Web Part List. The image size must be 16 by 16 pixels. 

Title Icon Image 
URL  

Specifies the location of a file containing an image to be used in the Web 
Part title bar. The image size must be 16 by 16 pixels. 
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Import Error 
Message  

Specifies a message that appears if there is a problem importing the Web 
Part. 
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9 Managing workflow 

Workflows help people to collaborate on documents and manage project tasks by implementing 
specific business processes on documents and items in a site. Workflows help organizations to 
adhere to consistent business processes. Workflows can also improve organizational efficiency 
and productivity by managing the tasks and steps that are involved in specific business processes. 
This enables the people who perform these tasks to concentrate on performing the work rather 
than managing the workflow. 

Workflows can streamline the cost and time required to coordinate common business processes, 
such as project approval or document review, by managing and tracking the human tasks 
involved with these processes. For example, an organization can create and deploy a basic 
custom workflow to manage the approval process for drafts of documents in a document library. 

9.1 Use a Three-state workflow 

The Three-state workflow tracks the status of a list item through three states (phases). It can be 
used to manage business processes that require organizations to track a high volume of issues 
or items, such as customer support issues, sales leads, or project tasks. For example, the three 
states for a project task could be, Not Started, In Progress, and Finished. 

9.1.1 How does the Three-state workflow work? 

The Three-state workflow supports business processes that require organizations to track the 
status of an issue or item through three states and two transitions between the states. With each 
transition between states, the workflow assigns a task to a person and sends that person an e-
mail alert about the task. When this task is completed, the workflow updates the status of the 
item and progresses to the next state. The Three-state workflow works with the Issue Tracking 
list template. However, it can be used with any list that is set up to contain a Choice column with 
three or more values. The values in this Choice column serve as the states that the workflow 
tracks.  

A list can have more than one choice column and the choice column can have more than three 
values. However, the Three-state workflow can only be configured to use one of the choice 
columns and only three of the values in the selected choice column. When you add a Three-state 
workflow to list or library, you select a choice column and three of the values provide by the 
column. 

9.1.2 Set up a list to use with a Three-state workflow 

Before you can use a Three-state workflow, you must set up a list to use the workflow. This list 
must contain the items that you plan to track or manage by using the workflow. The Issue 
Tracking list template works with the Three-state workflow. However, you can also create a 
custom list to use with these workflows. If you create a custom list to use with the Three-state 
workflow, you must make sure that the list contains at least one Choice column that includes 
three or more choice values. When you set up a three-state workflow for use with the list, you 
must specify the Choice column that contains the state values that the workflow will track. 
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9.1.3 Create an issue-tracking list for use with a Three-state workflow 

By default, you can use a Three-state workflow with any list that you create from the Issue 
Tracking list template. 

1. In the Settings menu, click Add an App.  

 

2. In the Create dialog box type a name for the list. The list name is required. 

3. If you want to provide a description for the list or specify if a link to the list is displayed 
in the Quick Launch, the default is yes, click Advanced Options. 

4. In the Description box, type a description of the purpose of the list. The description is 
optional. 

5. At the bottom of the Create dialog, click Create. 

9.1.4 Create a custom list for use with a Three-state workflow 

If you want to create a custom list for use with a Three-state workflow, you must add at least 
one Choice column that contains at least three state values that the workflow will track. 

1. In the Settings menu, click Add an App.  

2. Select Custom List 

 

3. In the Create dialog, click Custom List, and type a name for the list. The list name is 
required. 
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4. If you want to provide a description for the list or specify if a link to the list is displayed 
in the Quick Launch, the default is yes, click Advanced Options. 

5. In the Description box, type a description of the purpose of the list. The description is 
optional. 

6. To add a link to this list on the Quick Launch, click Yes in the Navigation section. 

7. At the bottom of the Create dialog, click Create. 

9.1.5 Customize a custom list for use with a Three-state workflow 

1. From the custom list, in the ribbon, click the List tab and then click List Settings. 

2. Under Columns, click Create Column. 

3. In the Name and Type section, under Column name, type the name of column that you 
want to use to specify the state values for the workflow. 

4. Under The type of information in this column is, select Choice (menu to choose from). 

5. In the Additional Column Settings section, under Description, type an optional 
description for the column. 

6. Under Require that this column contains information, click Yes. 

7. In the list box under Type each choice on a separate line, type three or more choice 
values that you want for this column. These values will become the states for the 
workflow. 
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8. Under Display choices using, select either Drop-Down Menu or Radio Buttons. 

9. Under Allow 'Fill-in' choices, click No. 

10. Specify whether you want a specific default value for this column or if you want to add 
it to the default view for the list. 

11. Click OK. 

9.1.6 Add a Three-state workflow to a list 

You must add a Three-state workflow to a list before you can use it on items in that list. When 
you add a Three-state workflow to a list, you specify which column in the list contains the state 
values that you want the workflow to track. You also specify information about what you want 
to occur at each stage of the workflow. For example, you can specify the subject and text for the 
e-mail alerts that task recipients receive. 

The Three-state workflow is enabled by default on most types of sites. However, a site collection 
administrator can disable the feature. If the Three-state workflow is not available, contact your 
site collection administrator. 
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1. Open the list to which you want to add a Three-state workflow. From the custom list, in 
the ribbon, click the List tab and then click List Settings, or click the settings for the type 
of library that you are opening. For example, in a document library, click Document 
Library Settings.  

2. Under Permissions and Management, click Workflow settings. 

 

3. If a workflow already exists for the list, on the Change Workflow Settings page, click Add 
a workflow. 

4. On the Add a Workflow page in the Workflow section, click Three-state under Select a 
workflow template. 
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5. In the Name section, type a unique name for the workflow. 

6. In the Task List section, specify a task list to use with the workflow. 

7. In the History List section, select a history list to use with this workflow. The history list 
displays all of the events that occur during each instance of the workflow. 

8. In the Start Options section, do either of the following: 

o If you want to allow the workflow to be started manually, select the Allow this 
workflow to be manually started by an authenticated user with Participate 
permissions check box. Select the Require Manage Lists permissions to start the 
workflow check box if you want to require additional permissions to start the 
workflow. 

o If you want the workflow to start automatically when new items are created, 
select the Start this workflow when a new item is created check box. 

9. Click Next. 

10. In the Workflow states section, under Select a 'Choice' field, select the Choice column 
from the list that contains the values that you want to use for the states in your workflow, 
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and then select the column values that you want for the Initial state, Middle state, and 
Final state of the workflow. 

 

11. In the two sections Specify what you want to happen when a workflow is initiated 
(options for the first task in the workflow) and Specify what you want to happen when 
a workflow changes to its middle state (options for the second task in the workflow) 
specify the following information: 

Task Details 

Task 
Description: 

Type any information that you want to include in the description of the task. 
If you select the Include list field check box, the field that you select is added 
to the end of the message. If you select the Insert link to List item check box, 
a link to the list item is included in the description. 

Task Due 
Date: 

If you want to specify a due date for the task, select the Include list field check 
box, and then select the date column from the list that contains the date 
information that you want to use for the due date. 

Task 
Assigned To: 

To assign the task to a person who is specified in the list, click Include list field, 
and then select the column from the list that contains the user information 
that you want to use. When this workflow is started, the first task is assigned 
to the person whose name appears in this column for the workflow item. 
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To assign this task in all instances of this workflow to a person that you specify, 
click Custom, and then type or select the name of the person to whom you 
want to assign the task. 

12. Select the Send e-mail message check box if you want the workflow participants to 
receive e-mail alerts about their workflow tasks. 

If you want to make sure that workflow participants receive e-mail alerts and reminders about 
their workflow tasks after workflows are started, contact your site collection administrator to 
verify that e-mail is enabled for your site. 

E-mail Message Details 

To Type the name of the person to whom you want an e-mail alert about the workflow 
task to be sent. Select the Include Task Assigned To check box if you want to send 
the e-mail alert to the task owner. 

Subject Type the subject line that you want to use for the e-mail alert. Select the Use Task 
Title check box if you want to add the Task title to the subject line of the e-mail 
message. 

Body Type the information that you want to appear in the message body of the e-mail 
alert. Select the Insert link to List item check box if you want to include a link to the 
list item in the message. 

9.1.7 Manually Start a Three-state workflow on an item 

A Three-state workflow first must be added to a list to make it available for use on items in that 
list. See the previous sections for more information. 

A Three-state workflow can be configured to start automatically when new items are added to a 
list, or it can be configured to allow users who have specific permissions to start the workflow 
manually. Some workflows could allow both options.  

To manually start a Three-state workflow on a list item, follow these steps. You must have Edit 
Items permission for the list. Some workflows may require you to have the Manage Lists 
permission. 

If you want to make sure that workflow participants receive e-mail alerts and reminders about 
their workflow tasks after you start a workflow, contact your site collection administrator to 
verify that e-mail is enabled for your site. 

1. Open the list that contains the item on which you want to start a Three-state workflow. 

2. Point to the item on which you want to start a workflow, click the arrow that appears, 
and then click Workflows. 

The Workflows command is available only when the item is in a list or library that has at least 
one workflow associated with it. 

3. In the Site Actions menu, click View All Site Content. 

4. Under Start a New Workflow, click the name of the Three-state workflow that you want 
to start. 
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The workflow starts immediately. 

 

9.1.8 Complete a workflow task in a Three-state workflow 

To complete a workflow task in a Three-state workflow you must have at least the Edit Items 
permission for the tasks lists where the workflow tasks are recorded. 

1. Open the Tasks list for the site, and then select My Tasks on the View menu to locate 
your workflow task. 

If the workflow does not use the default Tasks list, your workflow task may not appear in the 
Tasks list. To locate your workflow task, go to the list or library where the workflow item is saved. 
Point to the name of the item that you want to complete, click the arrow that appears, and then 
click Workflows. On the Workflow Status page, under Running Workflows, click the name of the 
workflow in which you are a participant. Under Tasks, locate your workflow task. 

2. Open the list that contains the item on which you want to mark as complete. 

3. Point to the name of the task that you want to complete, click the arrow that appears, 
and then click Edit Item. 

4. In the Tasks dialog box, type or select the information that is requested to complete the 
task and then click Save 

9.2 View workflow tasks 

All of the tasks involved with a workflow are recorded in the tasks list that is associated with the 
workflow. The tasks list for a workflow is designated when the workflow is added to a list, library, 
or content type. A workflow can use the default Tasks list for the site, or it can use a custom tasks 
list that is unique to the workflow. 

In some cases, an organization may restrict users' permission to view a workflow tasks list, 
especially if workflow tasks involve sensitive or confidential information. 

9.2.1 View workflow tasks in the Tasks list 

If a workflow records all workflow tasks in the default Tasks list for a site, you can use the My 
Tasks filter to locate and view your workflow tasks. 

You can use a task list for both workflow and non-workflow tasks. If you expect a large number 
of tasks or there are different permissions requirements, you may find it easier to use one task 
list exclusively for workflow task and another task list for non-workflow task. 

1. On the Quick Launch, click Tasks to view the tasks for the site. 
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If Tasks does not appear on the Quick Launch, on Settings menu, click View All Site Content, and 
then click Tasks. 

2. In the ribbon, click the List tab. 

3. In the Manage Views group, click the Current View down arrow and select the view that 
you want, such as My Tasks. 

9.2.2 Locate a custom tasks list and view all the tasks for a workflow in progress 

If the workflow for which you want to view tasks does not record workflow tasks in the default 
Tasks list, you can locate the custom tasks list for the workflow by going to the Workflow Status 
page for the workflow item. 

1. Go to the list or library where the workflow item is saved. 

2. Point to the document or item that is involved in the workflow, click the arrow that 
appears, and then click Workflows. 

3. Under Running Workflows, click the name of the workflow for which you want to view 
tasks. 

4. On the Workflow Status page, under Tasks, click the link to the tasks list for this 
workflow. 

5. The link is at the end of the text immediately after the Tasks section title. 

6. In the ribbon, click the List tab. 

7. In the Manage Views group, click the Current View down arrow and select the view that 
you want, such as My Tasks. 

If you already know the name for the custom tasks list for a workflow, you can click Settings, click 
View All Site Content, and then click the name of the list. 

 


