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1Introduction

In this manual we will describe the basic operations that are necessary to add or view
information in the Sharepoint portal of Belden. Many operations are also described in
the help option of the site. SharePoint is an intranet portal with the advantage of
indexing data without copying it locally. We recommend using MS-Office 2003
products for optimal functionality of the site.

There are two different parts on the site, the main page and the project sites. Both are
going to be discussed in this manual. The URL of the site is:
http://portal.avensus.nl/sites/belden/default.aspx.

1.1 Basic directions

We already made clear that there are two different sites: The home (or main) page
and the projects sites. There is a project site dedicated to each project. The
information on those sites only concerns the specific project. The main page is for
general information only. On both sites you have two kinds of users: a reader and a
contributor. On the main page everybody is a reader, when you’re a reader your
rights are limited. If you try to perform an action that is not permitted you can get two
different error messages.

Access deniced.

Errar
Aooess denied. Tou do not have permisson by perform this sobon or acoess this resource. You can recuest below that the owesr give you acosss o the
(g2 g -

Reguest Access

Wou are curmently logged in as:!
SRAVOBY S A

Four rquast and than cick Send Baguest.

S REquAti |

If you get the last error message you can fill in the form if you want to request permission to
perform this action. When you click “Send Request” an e-mail with your request will be send to
the administrator. The administrator then decides if you're entitled to perform that action.

On the projects sites you can be a reader or contributor. If you're a reader on a project site you
only have rights to read documents on the site. If you're a contributor you also can edit or
upload documents on the site. This will be explained further in chapter 3 “Project sites portal”.
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Some of the basic directions:

Change the default password on your first visit.

Access for a specific project site can be applied for to the project manager.
The project manager is responsible for the content of the project site.

Project member are held responsible for using the document templates.
Finalized documents are stored under “Shared documents” in the PDF-format.

Minutes and reports are stored in the “Project reports” folder.

Shared documents which are editable should get the status “checked out to” by the

person who is editing the document.

Portal improvements and questions can be added in the “portal improvement” list on the

Portal home page.

Every Project team member is held responsible for the tasks and issues which are

assigned to his/her name.
Use MS-Office 2003 product for optimal functionality.

2Homepage Belden portal

In sharepoint there are many methods to manage the content.

In this chapter the most common methods are explained with some help of
examples. The homepage is used to share general information and documents and
the project sites are used for project specific information and documents. This chapter

explains how to use the homepage of the Belden portal.
The subjects that are discussed in this chapter are:

Global overview

First Login
Documents

o Shared documents
Pictures

0 Belden corporate
Lists

o Contacts

o Portal Improvement and FAQ

0 Announcements

0 Overall task list
Discussions

o Project

o Management
o0 Improvement
Surveys
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2.1 Global overview

Below you see how the homepage looks like.
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The page is split up in to three frames. In the left frame you will find the quick launch,
with this frame you can navigate through the portal.

In the main frame an overview of the announcements, contacts and shared
documents module is displayed. To go to the complete module with all options you
can click the link in the quick launch.

In the right frame below “links” you will find some shortcuts to important or often used
sites. Below “Project links” the projects you’re subscribed to are displayed. For every
project there is a specific project site. More about project sites will be discussed in
chapter 3.

At the top of the page there is another button bar. As a normal user the only thing you
use is the home button and the help button. With the home button you can always go
back to the home page. With the remaining buttons you can see the settings of the
site but you can’t change them although it seems that you can. You must have
administrator rights.
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2.2 First login

If it is the first time that you login to the Belden portal, you should change your
password. Normally the standard for your username is the first letter of your first name
and the first two letters of your last name. Your default password is
belden<username>.

@ To change your default password you must click the link “change password” as
shown in the picture below.

ﬂ

R Belien COT

ttronic archiving and
ed. The autarization

L1/17/2004 11:46 AM Nk
Belden DT Home page

al time line. In the n sy
Hocurnent folder. WEMNSUS pag

ﬁ Change Password
11/17/2004 11:46 AM L T
List of IS projects

@ A new window appears (as showed below), here you must insert your old
password. Then type your new password and retype it for confirmation.

[ Arws FreyA=s S
Change Fasmwend
cn==eemgn b eergy ot rpaecsomd,

ChAnE s

e un wandpese ol oeapieen v Tiwid [

pm el SR
BTN

e

LR

e

el 1 aea

i

Q- L

@ Your password is now changed; you should use it the next time you logon to
the site.
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2.3 Documents

2.3.1 Shared documents

Here you can find all documents that are published.

[ R R e e Al i~ e @
&= fine Sniage  Help
_ Hedders B ro{ars Hatal P - |
_._-,} Shared Docaments
— 2
Sulact o Ui Shars a documank moh the man by aldirg i ba thin docurent [brary.
G| Y femss Cictsarnnd | Widpicons Excummnt | | Haw Dol | friiar | (26K i Dstatiak
’ T TrE it A M t Type
e o] 3 Geraal INforTraticn
T M A Garaal Informabicn
& i
i B e 3 Genarsl NN
F H e B4 Eobertaen B Gar-sl Informraticn
1 iy art i i Cracunreut Temialuie
&y 3 Cnvnmsl Tomlake
g w~ 3 Ciacumast Temalrks
[ "] | Dacasres it Termi by
& e 3 Cincumart Temalats
o e 3 Digiares it Termalyts
# | reenvanee ] [T 502 R0 4 Sibersha : o)

A normal user can’t do much on the shared documents page of the Belden portal
homepage. Because a normal user doesn’t have the rights to publish documents on

the main page. A user can only view or save the documents by double clicking on
them.

= In the navigate frame you have several options.
Select a View “Select a view” gives you 2 options for the layout of the page:
§ All Documents - Shows all the documents available on one
Explorer Miew page.
8 Explorer view - Shows the documents divided in maps of
Actions different document types.
@ Alert me “Actions” gives you three options:
m Export to 8 Alert me - With this option you can be notified with an e-mail
SHFeat b when something has changed on a part of this site.
= g"nﬂs"glzer;tn'ggs § Export to spreadsheet — Exports the list of documents to an

excel web query sheet.

8 Modify settings and columns — Here an administrator can
change the settings and columns that are displayed. A user
can see those settings but cannot change them.
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2.4 Pictures

2.4.1 Belden Corporate

Here you can find all the logo’s and pictures of Belden CDT.

2.5 Lists

2.5.1 Contacts

In the “contacts” you can find al list of information about people that your team works
with.
Adding a new contact:

0 You can add a contact by clicking on the button “New item”.

o Fillin at least the required fields.

o Click on save and close, and your contact is saved.

2.5.2 Portal improvement and FAQ

All Frequently Asked Questions and there answers are displayed in this section. Ideas
for portal improvements and new questions can be added here.
Adding a new item:

0 You can add a contact by clicking on the button “New item”.

o Fillin at least the required fields.

o Click on save and close, and your contact is saved.

2.5.3 Announcements

All announcements are displayed here, also the announcements that are expired.
A normal user with rights does not have the ability to add a new announcement.

2.5.4 Overall task list

All the tasks of all project and users can be found here. A normal user doesn’t have
the rights to add a task.
In the navigate frame you have several options.
“Select a view” gives you one option for the layout of the page:
0 My tasks — Displays all your tasks.
“Actions” gives one new option:
o View reports — You can view and create reports with the status of tasks.
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2.6 Discussions

2.6.1 Project management improvement

Here you can discuss improvements concerning the project management.
To add a new thread, you must click on “New item”.

The following windows appears, here you fill in the subject and the message.
If you’re finished click the “Save and Close” button to submit your thread.

Belden Projects Portal
Project management improvement: New Item

|HSave and Close | (] Attach File | Go Back to Discussion Board

Subject * ||

Text

* indicates a required field

2.7 Surveys

This option is not active.
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3 Project sites portal

The project sites work the same as the main portal. Here you can haven two kinds of
users: the readers and the contributors. If you’re a reader on a project site you can
only view the documents on the site. If you’re a contributor you can also add or edit
documents on the site. The following subjects are explained in this chapter:

Global overview
Documents
o Shared documents
o Projectreports

Pictures

o0 Project pictures
Lists

o Contacts

0 Issue list
Discussions

0 General discussion
Surveys

0 Lessonslearned

3.1 Global overview

Below you see an example of a project site.
G"‘D'.‘.‘E ;:1 sl PR . Al

® Hame Doremests and Lists Create GSite Seitings Halp

Tachrica Dasign BEW

&)

Home
D LN £ 1o
E
Ehered Docaments ik .
Projfect Reports Z A o
Fictures 1 " o i e :
Labur Notes ap E-mail Fletlorm ooty Flareerg Bcbert van Somment LA 0l &l
Propsst Pickures and ovbena Bazraeslondm
Lizts E-Fall design remeceed froms peoj ot K dhs Bruljn off-zpen  LEALW 200 Dl
ot
B L new ksm
e dd naw kx
Disrussineg
Project Buporty =
General Cipoussinn & nodified

Surveyrs
Leg=ors Lesmed

Thibti Er fiels B ta Eham in Ehil Siai oF tha Prajacs Raperts” Sssumant ibeary. To S §
nen e, ohok “add nen dooumant” biekow

® Add naw documend
Shared Docaments *

£ Decsment tyge | Fresentation (5)

* Decwmeet typwe ; Praduct Infarmation (5}
* Dacimment type | Praject Document (5]

+ Deciment type | Werking Document (&)

LR LT R LT o

Modify My Pags =

Links ol
Beriden Proqects Portsl

H kgd newm link

Hanabars -
Abert van Weass|
Dhard d Shodees
Han Saft
Hirk Dsarbamn
Henk Jan wan Exberik
Huub K npgeentergh
las Hed s
Inup Puljgrak
Jun ‘Wenrnl
Keps or Bnary
Laarie Rose
Larr Howifc x|

B A NEA amb e

Anmguscrmonts -
W TE

Project Started 11-3-2004
o Ak Nl S A T
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The page is split up in to three frames. In the left frame you will find the quick launch,
with this frame you can navigate through the portal.

In the main frame an overview of the issue log, project reports and shared documents
module is displayed. To go to the complete module with all options you can click the
link in the quick launch.

In the right frame below “links” you will find some shortcuts to important or often used
sites. Below “Project links” the members who subscribed to this project site are
displayed. To get more information about a person you can click his name in the
members list.

At the top of the page there is another button bar. As a normal user the only thing you
use is the home button and the help button. With the home button you can always go
back to the home page. With the remaining buttons you can see the settings of the
site but you can’t change them although it seems that you can. You must have
administrator rights.

3.2 Documents

3.2.1 Shared documents

When you click on the “Shared documents” link in the quick launch a new window wiill
appear. Here you can view all shared documents for this specific project.

Q-2 BN e - . ¥ ---
W Home Docements and Lisfs Croakte Sike Selings  Help
Texhakzal Dasign BEN o ﬂ
Ih) Shared Documents
= |
Sabaih 5 Wi Shsre o dement pith the team by sading itha this dooursnk Ebrary

............... _] Har Dpoumant | Upiosd Dacsmank | (ghar Foidar | #grikar | THEdk in Dxtahet
Explarar Wiem

i & Hodfied Fila
i m Doy rramnt-Tuchn ical Deagn-IP Burmber Plan Han Satt ¥ KB Froject O ccumaent
Ak e q -
el H] Wl trbaerp-Basi Rabeart wan ek KB Working
m ilart s Basrigkinm Dxmcnirresnd.
= Exppit o H] Tuchnisch Dasign BEN - Praxy Sarvars Rabart wan I KB Workirg
e 3 et Bainwiknim Dicpcai o nd
m Widify seitinge ﬂ I dmcng reav =T achan b | i sigre Bk rifios Rkt wary 178 & KB Projeor D oo et
ard columng EBarnskom
B Ocoumeni-Teohn ksl Deskan- Global Desgn and Nensienran ook Anbes wary 10F KB Frojeor Dsument
Barmnskom
m Peeamant-Teshn el Barign-waAK Peabanrt war 37T KB Frejesk B esumant
Barnskom
n D ooy et Tuchin ici | Dwnign- Warkplacs Standa rds Pabart war 1083 KB Froject O ccumaent
Batrieknnn
¥ SacursDac®_deisshest_wab Tan Wams| =34 KB Product
Erfoa vyt oan
B Tehmoall e prlEH-LAHUe kil a Fbesim wiahy 253 KB Workirg
Earnskam Casurrarnk
8 Ocoument-Techn il DeskanLAK wanlo Aaabesit wan 135 KB Project O oot
Bannigkiom
ﬂ Prasemtatan - Techracad desipn - LAH Yenio Axbeart wan 151 KB Presenistion
Barnekom
ﬂ FOGERR-WEID-PATCH CABIHET S DETALL Aabesit war 114 B KB Workirg
Banrnskom Cacurraink
ﬂ POSEAN-Patch Cabmat Phokas Rabart wan 1482 KB Working
Barnisknm [t S
m POEEaR-A-Hebaark [nfrestructure Bakien Wanle-041109- 2128 Aabert wan 11 KB Workirg
Barnekaom Daurrant
W Posze-A-Toohrioel Despn Belden Burapean Mebaork Fropsct [nititan Akt wah Bl KB Fvo)ek Dngument
Doy et - (L 0ES-1 30 3 Basnnigkiom
.I'| Temhird ol DeHign IF Riirmbssr Plan e it wary 1dB KB Wowrking
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When you are a contributor on this project site you can add or edit documents here.
To add a document click “Upload Document”. The following window will appear.

Technical Design BEN
Shared Documents: Upload Document
-

| Save and Close | Go Back to Documnent Library

Overwrite existing file(s)? M

Marne * || Browse... l

Docurnent typs |Project Cocurnent ;l

* indicates a required field

Click “Browse” to select the document you want to upload. For “Document type” you
select the type of document you’re going to upload. When you’re finished click “Save
and close” and your document will be uploaded.

When you want to edit an existing document, you must first “check out” the
document to prevent that two people at the same time are editing it. To check out a
document you hover over the flename with the mouse pointer and left click the
downwards arrow that will appear.

Type Mame pi 1
'E |D|:u:ument-TEn:hni|:aI Design-IP Mumber Plan bt
Iﬂﬂ WaM Ontwerp-Basic Wigw Properties

L4 Edit Properties

B Technisch Design BEM - Proxy Servers
2 ) ) K Delste

E Documnent-Technical Design-Back Of‘ﬁu:e|._u_] Check Out
3] Wersion History

'E Dacumnent-Technical Design-Glabal Des
alert Me

'E Docurnent-Technical Design-waM Discluss

Create Document Worlispace

'E Document-Technical Design-workplace

Then click “Check out” and the document will be checked out to your name.
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When you click on the document name this document will open as read-only by
default. To edit the document you hover over the filename with the mouse pointer
and left click the downwards arrow that will appear.

Praject Beports
; X
-_ii_-'l ;-_-,-_._.,-.. 5 WPOWS w10 = By

E] Softwars Vi View Properhes Hi
B Project meel | Edit Propertes Al
'!l-J Yenlo FODR E::ll:j- I-,‘..l-lz ; F-'I.lrr;-:..‘i-'l;- "-';"-l.l:F E:'i:rl. -. B
@] venlo FODR % Dalets A
B Add Aew docum| | Chedk Out
_|J Vilrdnghi FIEhSery

Project Shared | it M

DHECUEE

- Dacemianl Typd
“raats Doogment Warkdpaca
A  Fasfibalil

Select the option “Editin .....” Application name depends on type of document.

3.2.2 Project reports

All minutes and reports are stored here.

3.3 Pictures

3.3.1 Project pictures

All project related pictures can be stored here.

3.4 Lists

3.4.1 Contacts

In the “contacts” you can find al list of information about people that your team works
with.
Adding a new contact:

0 You can add a contact by clicking on the button “New item”.

o Fillin at least the required fields.

o Click on save and close, and your contact is saved.

3.4.2 lIssue list

In the *“issue list” you can find all former issues. To add an issue:
0 You can add an issue by clicking on the button “New item”.
o Fillin at least the required fields.
o Click on “save and close”, and your issue is saved.
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3.5 Discussions

3.5.1 General discussions

Here you can start or follow discussions about subjects related to the project.
To start a new discussion:
0 You can add a discussion by clicking on the button “New discussion”.
o Fillin at least the required fields.
o Click on “save and close”, and your discussion is saved.

3.6 Surveys

3.6.1 Lesson learned

You can let a message behind what your team have learned from this project,
or what your team could do better next time.
To leave a message:

o Toleave a message behind click “respond to this survey” .

o Fillin the required fields.

o Click on “Save and close”, and your response is saved.
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