
PIERCE

M
icrosoft

O
ffice

team
 collaboration

Business/Microsoft Office

ISBN: 978-0-7356-6962-8

U.S.A.	 $24.99
Canada 	$26.99

[Recommended ]

team collaboration

Combine the power of team dynamics and team-based tools

•	Review core concepts for team effectiveness—from brainstorming 	
		  and conflict resolution to empowering great ideas

•	Set up a Microsoft SharePoint® site to manage team content,  
		  communications, and workflows

•	Work better together using the collaboration features in  
		  Microsoft Word, Excel®, PowerPoint®, Outlook®, and OneNote® 

•	Create templates and processes for repeatable results

•	Manage team deliverables and day-to-day work with Microsoft  
		  Outlook and Lync®

•	Use cloud-based services to make working remotely, on the run,  
		  or in the office even more flexible  

Whether leading a workgroup, special project, or your own business— 
set the stage for more effective collaboration using Microsoft Office.  
This pragmatic guide shares best practices for enabling your team’s  
best work—while exploiting the built-in collaboration features in your 
favorite Office programs.

About the Author
John Pierce, a former managing 
editor and writer at Microsoft, is  
an expert on the business produc-
tivity features in Microsoft Office. 
He has written numerous books, 
including the official MOS Study 
Guide for the Microsoft Office 365,  
Word 2010 Expert, Excel 2010 
Expert, and OneNote 2010 
certification exams.

B U S I N E S S  S K I L L S  S E R I E S

BUSINESS 
SKILLS  
SERIES

B U S I N E S S  S K I L L S  S E R I E S

J O H N  P I E R C E

Using  
Microsoft® Office  
for more  
effective  
teamwork

microsoft.com/mspress

team 
collaboration

spine = .65”



Team Collaboration
Using Microsoft® Offi ce for 
More Effective Teamwork

JOHN PIERCE

A01T669628.indd   iA01T669628.indd   i 11/5/2012   5:15:33 AM11/5/2012   5:15:33 AM



PUBLISHED BY
Microsoft Press
A Division of Microsoft Corporation
One Microsoft Way
Redmond, Washington 98052-6399

Copyright © 2012 by John Pierce

All rights reserved. No part of the contents of this book may be reproduced or transmitted in any form or by any 
means without the written permission of the publisher.

Library of Congress Control Number: 2012950443
ISBN: 978-0-7356-6962-8

Printed and bound in the United States of America.

Second Printing: July 2014

Microsoft Press books are available through booksellers and distributors worldwide. If you need support related 
to this book, email Microsoft Press Book Support at mspinput@microsoft.com. Please tell us what you think of 
this book at http://www.microsoft.com/learning/booksurvey.

Microsoft and the trademarks listed at http://www.microsoft.com/about/legal/en/us/IntellectualProperty/
Trademarks/EN-US.aspx are trademarks of the Microsoft group of companies.  All other marks are property of 
their respective owners.

The example companies, organizations, products, domain names, email addresses, logos, people, places, and 
events depicted herein are fi ctitious. No association with any real company, organization, product, domain name, 
email address, logo, person, place, or event is intended or should be inferred.

This book expresses the author’s views and opinions. The information contained in this book is provided without 
any express, statutory, or implied warranties. Neither the authors, Microsoft Corporation, nor its resellers, or 
distributors will be held liable for any damages caused or alleged to be caused either directly or indirectly by 
this book.

Acquisitions Editor: Rosemary Caperton
Developmental Editor: Rosemary Caperton
Project Editor: Valerie Woolley
Editorial Production: Megan Smith-Creed
Technical Reviewer: Jorge Diaz; Technical Review services provided by Content Master, a member of 
CM Group, Ltd.
Copyeditor: Megan Smith-Creed
Indexer: Perri Weinberg Schenker
Cover: Twist Creative ∙ Seattle

A02L669628.indd   iiA02L669628.indd   ii 6/24/14   8:26 AM6/24/14   8:26 AM



iii

Contents

Introduction ix

Part 1 Concepts and basic tools 1
Chapter 1 Collaboration basics 3

■ Team dynamics and leadership 4
■ The importance of dissent 6
■ Generating and evaluating ideas 8
■ The needs of virtual teams 11
■ Working alone and together 13
■ Collaborative tools in Microsoft Offi ce 14

Managing content and history 16
Using templates 17
Communication and sharing 17
Keeping records 17
Document collaboration 18
Mobility and fl exibility 18

■ A real example 18

Chapter 2 Building a SharePoint team site 19
■ Getting started on the home page 20
■ Working with groups and permissions 23

Adding users to the site or a group 23
Managing permissions for users and groups 24
Defi ning a permission level 26
Creating a group 27

■ Working on the team site 28
Adding a slide library 28

What do you think of this book? We want to hear from you! 
Microsoft is interested in hearing your feedback so we can continually improve our 
books and learning resources for you. To participate in a brief online survey, please visit: 

microsoft.com/learning/booksurvey

A03C669628.indd   iiiA03C669628.indd   iii 11/5/2012   11:21:18 AM11/5/2012   11:21:18 AM



iv Contents

Adding list apps 30
Tracking tasks 31
Holding a team discussion 33
Scheduling and managing events 34
Working with documents 38
Setting up alerts 41
Connecting with Offi ce and exporting items 43

■ Creating and modifying views 44
■ Developing the team site 49

Managing document approval with a workfl ow 49
Breaking permission inheritance 51
Creating pages 53
Using a wiki page library 54

■ Classifying and searching for content 56
Searching 58
Using advanced search 59
Working with search results 61

Chapter 3 Managing access and preserving history  63
■ Protecting Offi ce documents 64

Using rights management 65
Using a password 67
Protecting workbooks and worksheets 69

■ Managing versions 73
■ Working with document properties 77

Setting properties in an Offi ce program 77
Defi ning properties for a list or library 80

Chapter 4 Building team templates 85
■ Using Excel templates 87

Looking at the inventory list template 87
Creating a simple tracking template 
   with data validation  92

■ Developing a PowerPoint template 97
Elements of a PowerPoint template 98
Creating your own PowerPoint template 100

A03C669628.indd   ivA03C669628.indd   iv 11/5/2012   11:21:26 AM11/5/2012   11:21:26 AM



vContents

■ Designing a Word template 106
Creating building blocks and Quick Parts 113
Adding content controls 116
Protecting a template 118

■ Adding custom templates to your team site 119

Part 2 Working day to day as a team 121
Chapter 5 An integrated Outlook 123

■ Working with the team site from Outlook 124
Connecting to a document library 125
Managing team discussions from Outlook 128
Using Outlook to add and update the 
   team site task list 129

■ Linking Outlook items to OneNote 130
Adding e-mail to OneNote 131
Using meeting notes 132
Working with Outlook tasks in OneNote 133

■ Sharing and publishing calendars 133
Sending a calendar by e-mail 134
Sharing a calendar 138
Publishing a calendar online 139
Avoiding scheduling confl icts 141

Chapter 6 Working together in Lync 143
■ Contacts and presence 145

Sharing status information with your team 145
Getting in touch 146
Viewing and managing your status 147

■ Instant messages, video calls, and online meetings 149
Exchanging instant messages 149
Holding a video conference 151
Using your conversation history 152
Holding meetings online 153

■ Collaboration tools 157
Sharing your desktop 157
Sharing a PowerPoint presentation 158

A03C669628.indd   vA03C669628.indd   v 11/5/2012   11:21:26 AM11/5/2012   11:21:26 AM



vi Contents

Sharing a program 161
Conducting an online poll 162
Working together on a whiteboard 163

■ Recordings and meeting notes 164
Making and managing recordings 164
Taking notes in OneNote 166

Chapter 7 Keeping track of discussions and ideas 169
■ Sharing OneNote notebooks 171
■ Synchronizing notebooks 173
■ Adding content to a notebook 174

Inserting fi les and printouts 175
Inserting a spreadsheet 178
Adding images and drawings 178
Working with pen input 181
Adding audio and video recordings 182
Working with tables 184
Editing and formatting text in OneNote 185

■ Adding links and linked notes 185
Linking pages to other OneNote pages 186
Linking notes to pages, sections, and notebooks 186
Working with linked notes 187
Linking notes to other applications 188

■ Managing changes and additions to shared notebooks 190
Marking coauthor edits as read or unread 191
Viewing recent edits 192
Finding notes by author 193
Hiding author initials 193
Working with page versions 193

■ Searching notebooks 194
Searching notebooks, sections, and pages 195
Displaying the Search Results pane 196

■ Tagging notes 196
Setting up a group of common tags 196
Finding tagged notes 198
Creating a tag summary page 198

A03C669628.indd   viA03C669628.indd   vi 11/5/2012   11:21:26 AM11/5/2012   11:21:26 AM



viiContents

■ Doing more with OneNote 199
Saving the current page as a template 199
Research and references 200
Sending pages in shareable formats 200
Using the notebook Recycle Bin 202
Opening backup notebooks 202

Chapter 8 Working on shared documents in Word 203
■ Controlling the editing of a document 204
■ Basic collaboration tools: comments and 

revision marks 210
Annotating a document 210
Tracking changes 212

■ Comparing and combining documents 218
Comparing documents 218
Combining documents 220

■ Coauthoring documents in Word 223
Word coauthoring basics 223
Blocking authors 225
Resolving confl icts 226
Comparing versions 228

Chapter 9 Collaborating in Excel 231
■ Making use of fi le formats and annotations 232

Distributing Excel fi les in other formats 233
Annotating and reviewing worksheets 
   by using comments 237

■ Distributing and merging multiple workbooks 241
■ Sharing workbooks on a network 243

Protecting a shared workbook 246
Tracking changes in a workbook 246
Resolving confl icts 247
Viewing change history 248
Clearing the sharing option 250

■ Sharing Excel fi les on SkyDrive or SharePoint 250
Setting browser view options 251

A03C669628.indd   viiA03C669628.indd   vii 11/5/2012   11:21:26 AM11/5/2012   11:21:26 AM



viii Contents

Chapter 10 Preparing a presentation as a group  255
■ Working with a slide library 256

Building the library 257
Reusing library slides 259
Inserting slides from SharePoint 260
Updating slides 262

■ Coauthoring a presentation 264
■ Adding annotations and comments 268
■ Comparing presentations 269
■ A few fi nal steps 271

Chapter 11 Working with Offi ce Web Apps on SkyDrive 273
■ The SkyDrive landscape 274

SkyDrive commands 275
Sharing documents 276
Sharing SkyDrive folders 279
Using the SkyDrive Application 279

■ Using Mail, People, and Calendar apps 281
Mail 282
People 283
Calendar 284

■ Creating and editing documents in Offi ce Web Apps 287
Using Word Web App 287
Taking notes in OneNote Web App 290
Working together in Excel Web App 291
Building and editing presentations in 
   PowerPoint Web App 293

Index 295
About the Author 305

What do you think of this book? We want to hear from you! 
Microsoft is interested in hearing your feedback so we can continually improve our 
books and learning resources for you. To participate in a brief online survey, please visit: 

microsoft.com/learning/booksurvey

A03C669628.indd   viiiA03C669628.indd   viii 11/5/2012   11:21:26 AM11/5/2012   11:21:26 AM



ix

Introduction

THE EXPERIENCE OF  working on a team can be deeply rewarding and 

deeply frustrating—and sometimes both at the same time. Team members 

can leave a meeting feeling good about themselves when they’ve solved a 

particularly diffi cult issue or seen the results of a new process that alleviated 

redundant work or reduced the number of errors. On the other hand, the 

imperative of getting work done on schedule can lead to miscommunications 

and misunderstandings, undocumented shortcuts, abbreviated reviews, or 

just sloppy preparation—experiences that can damage a team’s spirit and its 

reputation. In these cases, team members need to have a system in place that 

allows them to do more than promise to avoid similar mistakes in the future.

On its own, Microsoft Offi ce can’t ensure that a team works together effec-
tively. Team dynamics, leadership, clarity of goals, and other mostly intan-
gible factors play a large role in that. But having a tool such as Offi ce at the 
center of how a team produces its work does provide support for important 
needs, including access to information, ease of communication, and content 
management (such as document versions, reviews, workfl ows, and approved 
publishing).

In Team Collaboration: Using Microsoft Offi ce for More Effective Teamwork, 
you’ll learn about these and other capabilities in Offi ce—and also receive 
some advice about the nature and goals of teamwork. 

The nature of work in general has changed as the result of worker mobility, 
the use of mobile computing devices, cloud computing and services, and the 
predominance of teamwork of all sorts. To meet these needs, the programs 
in Offi ce have steadily evolved to facilitate collaboration. As you’ll see as you 
read this book, Offi ce is no longer designed with the assumption that you’ll 
use it all on your own—at least for very long. At times, of course, you’ll be at 
your PC, typing a document, preparing a presentation, or crunching numbers. 
But in most cases, the results of these activities will soon be shared with your 
coworkers, not to mention with managers, partners, vendors, and others. 
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x Introduction

And sharing work is often just the beginning of effective collaboration. What 
I hope you gain from this book is an understanding of how the capabilities 
in Offi ce let teams share work in context—to help gather opinions, set goals, 
manage time, and facilitate decisions. 

Who this book is for
Team Collaboration: Using Microsoft Offi ce for More Effective Teamwork is 
intended for individuals and groups who want to know how to use Offi ce to 
facilitate the work they do as a team. In this context, “team” could mean a 
small business (say, 5 to 12 people), a department within a larger organization,  
a project team made up of individuals from several different departments, 
or a group of independent contractors working together on one or more 
projects. 

I use the term “project” frequently in this book to refer to the work teams 
do together. In many cases, this might be a true project (an activity with a 
defi ned set of goals and with specifi c start and end dates), but I also intend 
“project” to refer to the ongoing work of a team—work that is structured by 
tasks and the creation, review, and approval of documents and information.

And, of course, this book is intended for teams that create content in Offi ce as 
one of their principal activities. This covers a broad spectrum of job roles and 
industries, including (but not limited to) sales, marketing, legal work, insurance, 
publishing, retail, engineering, government and public policy, nonprofi ts, and 
education. 

Assumptions
This book contains both descriptive information that highlights capabilities in 
Offi ce and some step-by-step procedures that lead you through a series of 
commands to execute a particular task. I’ve written this book assuming that 
readers are familiar with the general Offi ce user interface or are learning it by 
consulting another source. You should at a minimum understand the structure 
of the Offi ce ribbon and how it is organized in tabs and groups of commands. 

Advanced users of Offi ce will likely already work with many of the features 
described in the book. This book also does not cover any Offi ce administra-
tion tasks. It does not describe how to centrally administer a SharePoint site 
collection, for example, or how to confi gure Lync Server or Exchange Server. 
Readers who need this information should turn to Microsoft TechNet 
(www.microsoft.com/technet) or other books from Microsoft Press. 
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How this book is organized
This book is organized in two parts. Part 1, “Concepts and basic tools,” 
includes the book’s fi rst four chapters. It provides background information 
about how people work as a team and describes steps teams can take in 
Offi ce to set up the tools they use to manage their work over time.

■ Chapter 1, “Collaboration basics,” describes factors that infl uence team 
dynamics, how teams can avoid groupthink, the use of brainstorming 
techniques, and other aspects of working as a group. This chapter also 
introduces some of the collaboration capabilities in Offi ce.

■ Chapter 2, “Building a SharePoint team site,” covers details of how a 
team site can facilitate collaborative work, including how to work with a 
document library, how to track and manage tasks, and how to conduct 
a team discussion in SharePoint. This chapter also covers how to set up 
a workfl ow to manage document approval as well as other capabilities 
in SharePoint.

■ Chapter 3, “Managing access and preserving history,” details why and 
how teams need to control access to at least some of the information 
and content that they produce. You’ll learn about the digital rights 
service in Offi ce, document passwords, and how you can inspect a 
document to detect information that is best not to share. Chapter 3 
also returns to the discussion of SharePoint to cover how to implement 
versions and approved publishing on a team site.

■ Chapter 4, “Building team templates,” explains why templates are use-
ful in coordinating the work a team does. It covers how to fi nd and 
work with the templates that come with Offi ce; describes elements and 
features that make up templates in Excel, PowerPoint, and Word; and 
offers examples of how to build templates from scratch.

Part 2, “Working day to day as a team,” includes Chapters 5 through 11. The 
majority of these chapters examine how teams can use specifi c programs in 
Offi ce to collaborate. They also describe how the programs work together—
for example, how you can manage a SharePoint task list from Outlook (Chap-
ter 5, “An integrated Outlook”), make a PowerPoint presentation in Microsoft 
Lync (Chapter 6, “Working together in Lync”), or link notes in a OneNote 
notebook to a document in Word (Chapter 7, “Keeping track of discussions 
and ideas”). Chapters 8 through 10, respectively, cover collaborative features 
in Word, Excel, and PowerPoint. In these chapters you’ll learn about coauthor-
ing, a feature that enables more than one person to work on a fi le at the same 
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xii Introduction

time, in addition to more conventional collaborative features such as com-
ments, revision marks, and combining and comparing fi les.

Chapter 11, “Working with Offi ce Web Apps on SkyDrive,” provides an over-
view of the capabilities available on SkyDrive, Microsoft’s cloud service that 
provides storage, versioning, e-mail (under most circumstances), a calendar, 
and a contact list. You’ll also learn more about Offi ce Web Apps, which are 
web-based versions of the desktop programs that let you work with docu-
ments in a web browser.

Reading this book in chapter order is not necessary, but the book is designed 
(especially in Part 1) to add layers to the descriptions of features and capabili-
ties as chapters progress. Readers just starting out working on a team will 
benefi t from reading and working through the examples in the chapters in 
Part 1 before moving on to the specifi c program features covered in Part 2. 

Offi ce versions and requirements
The screen shots and procedures in this book are based on the Offi ce 2013 
Preview available during the summer and early fall of 2012. Keep in mind that 
the appearance of Offi ce and the steps you follow to complete a task might 
be different in the fi nal version that is released.

Some of the programs discussed in this book require server systems to run. 
These include SharePoint and Lync. In addition, some of the features de-
scribed for Outlook are tied to using Outlook on Exchange Server. You can 
fi nd information about online hosting services for SharePoint and Lync on 
Microsoft’s website. You can also fi nd information about third-party hosting 
solutions on the web.

Acknowledgments
Thanks to Rosemary Caperton, Valerie Woolley, Megan Smith-Creed, and 
Jorge Diaz for their help organizing, editing, and producing this book. Thanks 
also to Charles Schwenk for his conversations over the years, especially re-
garding the nature of groups and organizations, and to Lucinda Rowley, who 
exemplifi es a collaborative spirit. On the home front, gratitude to MC, Fox, 
and Holly.
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How to get support & provide feedback
The following sections provide information on errata, book support, feedback, 
and contact information. 

Errata & book support
We’ve made every effort to ensure the accuracy of this book and its compan-
ion content. Any errors that have been reported since this book was published 

http://go.microsoft.com/FWLink/?Linkid=263537

If you fi nd an error that is not already listed, you can report it to us through 
the same page.

If you need additional support, e-mail Microsoft Press Book Support at 

mspinput@microsoft.com

Please note that product support for Microsoft software is not offered 
through the addresses above.

We want to hear from you
At Microsoft Press, your satisfaction is our top priority and your feedback our 
most valuable asset. Please tell us what you think of this book at

http://www.microsoft.com/learning/booksurvey

The survey is short, and we read every one of your comments and ideas. 
Thanks in advance for your input!

Stay in touch
Let’s keep the conversation going! We’re on Twitter: 

http://twitter.com/MicrosoftPress
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63

CHAPTER 3

COLLABORATIVE WORK IS  often facilitated through approaches 

that don’t enforce rigorous structures. Brainstorming sessions serve this 

purpose, of course, where some or all of a team’s members gather to 

generate ideas about future work, exchange ideas about what processes 

can be improved, or outline solutions to particularly diffi cult problems 

that keep coming up. In Part 2 of this book, you’ll learn how Microsoft 

Lync supports various types of informal (and formal) communication 

that let teams exchange ideas in these ways and how teams can use a 

Microsoft OneNote notebook as a kind of ad hoc repository for recording 

all types of content and ideas.

See Also For more details, see Chapter 6, “Working together in 
Lync,” and Chapter 7, “Keeping track of discussions and ideas.”

In this chapter, you’ll learn more about procedures and controls 
that teams can put in place to manage content they produce. Pro-
cedures such as these ensure that the formal processes, decisions, 
and fi nalized content that are born from practices such as brain-
storming are applied and retained. Although the idea of applying 
“controls” can sometimes sound exclusionary (even punitive), that 
isn’t the intent. The types of restrictions and controls described in 
this chapter help protect sensitive and potentially valuable infor-
mation, set up processes to ensure that team members work with 
content that’s complete, and help teams track and classify the fi les 
they use. In addition, restricting access to fi les and allowing only 

Managing acce ss and 
preserving history

IN THIS CHAPTER

■ Protecting Offi ce 
documents 64

■ Managing versions 73

■ Working with document 
properties 77
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 64 Chapter 3 Managing acce ss and preserving history

some team members to view documents that are still in draft form helps team mem-
bers with expertise in certain areas (legal, fi nancial, sales, engineering, and others) work 
without concern that the information they are preparing will be mistakenly distributed or 
modifi ed before fi nal versions are reviewed and approved.

This chapter also builds on some of the concepts you learned about in Chapter 2, “Build-
ing a SharePoint team site.” In the last two major sections of this chapter, I’ll expand 
on how you can use a document library to keep track of and manage content. To start 
the chapter, I’ll describe some of the basic ways in which you can control access to and 
protect Offi ce documents. You saw in Chapter 2 how to use groups and permission levels 
to manage a team site in SharePoint. Those permissions go a long way toward manag-
ing which team members can work on documents and what they can do, but some of 
a team’s work will inevitably take place on documents that don’t take advantage of the 
structure of the team site. In these cases, you can use tools like passwords and rights 
management to control access to documents.

Protecting Offi ce documents
When teams work with sensitive and confi dential information, they can use rights man-
agement to manage access to fi les and e-mail messages and to control what users can 
do with a fi le.

Rights management restricts permissions to a fi le to prevent unauthorized access and 
distribution. For example, you can apply rights management to documents that you 
don’t want everyone on your team to forward, copy, or print. Permissions you set up by 
using rights management are stored with the fi le, which means that the restrictions you 
apply are in effect whether the fi le is stored in a SharePoint document library, in an Out-
look message store, or on a network drive, for example.

A simpler approach to protecting documents—but one without the degree of control 
offered by rights management—is to protect fi les with a password. In Microsoft Word, 
Excel, and PowerPoint, you can defi ne a password that’s required to open a fi le and a dif-
ferent password that’s needed to modify it.

Specifi c applications also include capabilities for protecting the data and formatting 
in fi les. In Chapter 8, “Working on shared documents in Word,” you’ll learn the steps 
involved when you want to restrict the formatting and editing of a document. Later in 
this section, I’ll describe similar steps you can take to protect workbooks and worksheets 
in Excel.

First, I’ll describe the protections offered by rights management.
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 Protecting Offi ce documents Chapter 3 65

Using rights management
Rights management helps teams and organizations enforce policies that control the 
copying and distribution of confi dential or proprietary information. Rights are assigned 
to content when it is published, and the content is distributed in an encrypted form that 
provides protection wherever the content resides. In other words, a document that’s 
protected with rights management carries that protection whether it is opened from 
SharePoint, SkyDrive, a network share, or as an e-mail attachment. 

 NOTE Rights management isn’t a complete solution for protecting information. 
Rights management can’t prevent the theft, accidental deletion, or 
corruption of data, and rights management is not the same as an 
antimalware program. People with keen intent to hand over restricted 
content can still type it in a new document or copy important informa-
tion by hand.

Some of the restrictions you can impose by applying rights management are the 
following:

■ Prevent an authorized recipient of restricted content from forwarding, copying, 
modifying, printing, faxing, or pasting the content

■ Prevent restricted content from being copied by using the Print Screen key

■ Defi ne a fi le expiration date so that content in documents, workbooks, or presen-
tations can no longer be viewed after the specifi ed period of time

You can apply rights management by using a template or through user-defi ned rights. 
For the Offi ce 2013 Preview, Microsoft provided templates such as the Company Confi -
dential template and the Company Confi dential Read Only template. With the Company 
Confi dential template, users of the content are allowed all rights needed to work with 
and modify the content but are not permitted to copy and print the content. With the 
Company Confi dential Read Only template, users can only read or view the content but 
are not permitted to modify the content from its original published form. If you need a 
higher degree of control, you can apply permissions manually by defi ning user-defi ned 
rights.

To apply rights management to a fi le you are working with in PowerPoint, Excel, or Word, 
you work on the Info page in Backstage view. Use the Protect Presentation, Protect 
Workbook, or Protect Document command, depending on which program you’re work-
ing with. In a message item in Outlook, click Set Permissions on the Info page.

Rights management isn’t a complete solution for protecting information.
Rights management can’t prevent the theft, accidental deletion, or 
corruption of data, and rights management is not the same as an 
antimalware program. People with keen intent to hand over restricted
content can still type it in a new document or copy important informa-
tion by hand.

 NOTE 
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You can also enable rights management for a list or library on your SharePoint team site. 
You might take this step to protect the content in a document library that’s set up to 
store the specifi cations for new products or other valuable intellectual property. When 
rights management is applied to a library, it applies to all the fi les in that library. For a 
list, rights management applies only to fi les that are attached to list items, not to the list 
items themselves.

When a team member downloads a fi le from a list or library protected with rights 
management, the fi le is encrypted so that only authorized people can view it. Additional 
restrictions can be applied to users who can view the fi le. For documents in lists and 
libraries (as for documents you apply rights management to directly), these restrictions 
include making a fi le read-only, disabling the copying of text, preventing people from 
saving a local copy, and preventing people from printing the fi le.  

The restrictions that are applied to a fi le when it is downloaded are based on the indi-
vidual user’s permissions on the site that contains the fi le. For example, a site owner can 
generally work with a fi le to edit it, copy it, or modify how rights management is applied. 
A team member with Edit Items permission for a library can edit, save, and copy the fi le, 
but these users cannot print the fi le unless specifi cally granted that permission.

 NOTE Before you apply rights management to a list or library it must be 
enabled by an administrator for your site. Additionally, a server admin-
istrator must install protectors on all front-end web servers for every fi le 
type that the people in your organization want to protect by using rights 
management.

To apply rights management to a list or library, you must have at least the Design per-
mission level for that list or library. If you have that level of permission, follow these steps:

 1. Open the list or library.

 2. On the Library tab (or List tab for a list), click Library Settings ( or List Settings).

 3. Under Permissions and Management, click Information Rights Management.

 NOTE If the Information Rights Management link does not appear, rights man-
agement might not be enabled for your site. Contact your server adminis-
trator to see if it is possible to enable rights management for your site. 

 4. On the Information Rights Management Settings page, select the Restrict Per-
mission To Documents In This Library On Download option.

Before you apply rights management to a list or library it must be
enabled by an administrator for your site. Additionally, a server admin-
istrator must install protectors on all front-end web servers for every fi le
type that the people in your organization want to protect by using rights
management.

 NOTE 

If the Information Rights Management link does not appear, rights man-
agement might not be enabled for your site. Contact your server adminis-
trator to see if it is possible to enable rights management for your site.

NOTE 
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 5. In the Create A Permission Policy Title box, type a descriptive name. For example, 
you might use the name Team Confi dential for a policy that applies to a list or 
library that will contain documents that are confi dential within your team.

 6. In the Add A Permission Policy Description box, type a description that explains 
to team members who use this list or library how they should handle protected 
content. For example, use a description such as “Only discuss with members of the 
team.” 

 7. To apply additional restrictions to the documents in this list or library, click Show 
Options. You can then select exceptions such as allowing some team members to 
print a document. You can also set an option that prevents team members from 
uploading documents that don’t support rights management to the list or library.

Using a password
When you save a fi le in Word, Excel, or PowerPoint, you can assign a password that other 
users need to enter to open or modify the document. In all three programs, open the 
Tools menu in the Save As dialog box and then click General Options to open the dialog 
box where you defi ne the passwords. 

Some additional options are included for each program:

■ In Excel, you can select an option to always create a backup of the workbook or an 
option to prompt users to open the fi le as read-only.

■ In Word, you also have the Read-Only Recommended option. The Protect Docu-
ment button opens the Restrict Formatting And Editing pane, which you'll learn 
about in detail in Chapter 8.

■ In PowerPoint, the General Options dialog box includes the Privacy Options area. 
The option Remove Automatically Created Personal Information From This File On 
Save controls whether PowerPoint removes or retains information such as the pre-
sentation author and other properties. You'll learn more about document proper-
ties later in this chapter.

The Info page also provides an option for applying a password that encrypts the con-
tents of the current fi le. To encrypt an Excel workbook with a password, follow these 
steps (the steps in Word and PowerPoint are similar):

 1. Click File, Info.

 2. On the Info page, click Protect Workbook and then click Encrypt With 
Password. 

 3. In the Encrypt Document dialog box, type the password you want to use and 
then click OK.
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 4. Reenter the password. 

Be sure to take note of the warning in the dialog box about lost passwords: you 
can’t recover them. Be sure to record the password in a safe place so that you can 
provide it to other users or refer to it yourself in the event you forget the pass-
word.

 5. Click OK, and then save the workbook.

 TIP Not all fi le formats are compatible with passwords. For example, Excel 
fi les stored in the .csv format do not accept a password.

PREPARING TO SHARE A FILE

The Inspect Workbook area on the Info page provides three commands on the 
Check For Issues menu. The Check For Accessibility and Check For Compatibility 
commands apply in specifi c situations—when you want to know which elements 
of a document, workbook, or presentation could pose issues for people with 
disabilities, and when you want to know whether any features in a fi le aren’t sup-
ported in earlier versions of a program.

You should make regular use of the third command—Inspect Document—before 
you distribute fi les to customers or partners, for example, or share a fi le with 
colleagues who aren’t regular members of your team. You’ll see an example of 
how you use the Document Inspector in PowerPoint in Chapter 10, “Preparing a 
presentation as a group.” Figure 3-1 shows the Document Inspector for Excel.

In general, you can use the Document Inspector to detect elements in a fi le that 
you might want to remove or revise before you share the fi le. As you can see, 
one category for Excel is Hidden Rows And Columns. Imagine that you enter 
worksheet formulas that calculate the markup on a set of products or services or 
formulas related to performance bonuses or new salary ranges. If you hide these 
cells to focus on the results of the formulas—which users of Excel often do—it’s 
easy to overlook the fact that you hid them later, or someone else getting ready 
to post the fi le might not realize that the formulas are contained in a hidden col-
umn or row. Inspecting a document will indicate that the workbook has hidden 
rows or columns. If you don’t want to share the formulas with other users, you 
can return to the worksheet and convert the calculated values to static values, for 
example, or you might decide to keep the rows or columns hidden and save the 

Not all fi le formats are compatible with passwords. For example, Excel 
fi les stored in the .csv format do not accept a password.

 TIP 

PREPARING TO SHARE A FILE

The Inspect Workbook area on the Info page provides three commands on the 
Check For Issues menu. The Check For Accessibility and Check For Compatibility
commands apply in specifi c situations—when you want to know which elements 
of a document, workbook, or presentation could pose issues for people with
disabilities, and when you want to know whether any features in a fi le aren’t sup-
ported in earlier versions of a program.

You should make regular use of the third command—Inspect Document—before 
you distribute fi les to customers or partners, for example, or share a fi le with
colleagues who aren’t regular members of your team. You’ll see an example of 
how you use the Document Inspector in PowerPoint in Chapter 10, “Preparing a
presentation as a group.” Figure 3-1 shows the Document Inspector for Excel.

In general, you can use the Document Inspector to detect elements in a fi le that
you might want to remove or revise before you share the fi le. As you can see, 
one category for Excel is Hidden Rows And Columns. Imagine that you enter 
worksheet formulas that calculate the markup on a set of products or services or 
formulas related to performance bonuses or new salary ranges. If you hide these
cells to focus on the results of the formulas—which users of Excel often do—it’s 
easy to overlook the fact that you hid them later, or someone else getting ready
to post the fi le might not realize that the formulas are contained in a hidden col-
umn or row. Inspecting a document will indicate that the workbook has hidden 
rows or columns. If you don’t want to share the formulas with other users, you
can return to the worksheet and convert the calculated values to static values, for
example, or you might decide to keep the rows or columns hidden and save the
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workbook as a PDF fi le. For more details about saving a workbook as a PDF fi le, 
see “Creating a PDF/XPS document” in Chapter 9, “Collaborating in Excel.”

FIGURE 3-1 The Document Inspector can find content and properties 
you don’t necessarily want to share.

Protecting workbooks and worksheets
In this section, I’ll cover some specifi c steps you can take to protect the data and struc-
ture of Excel workbooks and worksheets. Because teams use Excel to compile and ana-
lyze fi nancial data, these procedures are often applicable. These protections serve several 
purposes: they can retain the structure of a workbook, for example, or restrict which 
operations some users can perform. You can also specify editable cell ranges and protect 
the rest of a worksheet so that it is read-only. The intent of applying these restrictions 
has as much to do with preserving the work that team members did to construct specifi c 
fi nancial scenarios or complex formulas as it does with limiting what other team mem-
bers can do. 

To apply permissions and protection to a workbook or a specifi c worksheet, you can use 
a menu of commands on the Info page in Backstage view, as shown in Figure 3-2.

workbook as a PDF fi le. For more details about saving a workbook as a PDF fi le, 
see “Creating a PDF/XPS document” in Chapter 9, “Collaborating in Excel.”

FIGURE 3-1 The Document Inspector can find content and properties
you don’t necessarily want to share.
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FIGURE 3-2 Select Protect Current Sheet or Protect Workbook Structure to manage how other users can 
interact with an Excel file.

To protect the structure of a workbook, follow these steps:

 1. On the Info page, click Protect Workbook, and then click Protect Workbook 
Structure. (Or click Protect Workbook in the Changes group on the Review tab.)

 2. In the Protect Structure And Windows dialog box, shown below, select the options 
you want and then enter an optional password.
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When you protect a workbook’s structure, users cannot insert, delete, or rename 
worksheets or display worksheets that are hidden. When you protect a workbook’s 
window, users can’t change the size or position of windows.

You can also restrict the operations users can perform on specifi c worksheets—for exam-
ple, you might restrict what users can do to worksheets that contain summary formulas 
that are referenced in other worksheets designed for entering data.

To protect the current worksheet, follow these steps:

 1. On the Info page in Backstage view, click Protect Workbook, and then click 
Protect Current Sheet. Or, on the Review tab, click Protect Sheet in the Changes 
group.

You’ll see the Protect Sheet dialog box, shown here:

You protect worksheets by selecting the specifi c operations users are allowed to 
perform. By keeping a check box clear, you prevent users from performing that 
task. The operations you can control include formatting cells, columns, and rows; 
inserting columns, rows, and hyperlinks; deleting columns and rows; sorting data; 
making use of automatic fi lters; using PivotTable reports; editing objects such as 
charts or illustrations; and editing scenarios, a feature related to the Excel Scenario 
Manager. The options Select Locked Cells and Select Unlocked Cells are selected 
by default. 

 2. Enter a password that allows you to remove sheet protection.

The next step in protecting a worksheet is to defi ne cell ranges that specifi c users can 
edit after providing a password that you defi ne. You can also grant specifi c users permis-
sion to edit ranges without a password.
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Follow these steps to defi ne editable cell ranges:

 1. In the Changes group on the Review tab, click Allow Users To Edit Ranges.

 2. In the Allow Users To Edit Ranges dialog box, click New.

 3. In the New Range dialog box, shown in the following screen shot, enter a name for 
the cell range. (You can also accept the name Excel provides.) In the Refers To Cells 
box, enter the cell range you want to protect. You can also click in the Refers To 
Cells box and then drag through the range to defi ne it.

 4. In the Range Password box, type a password that a user must provide to edit data 
in this range.

 5. To grant permission to specifi c users to edit a range without a password, click 
Permissions.

 6. In the Permission dialog box, click Add.

 7. In the Select Users Or Groups dialog box, type the names of the persons or group 
you want to give permission to, and then click OK.

 8. In the Permission dialog box, keep the Allow option selected in the Permissions 
area.

 9. Click OK to close the Permission dialog box, and then click OK in the New Range 
dialog box.

 10. When prompted, type the password again to confi rm it, and then click OK in the 
Allow Users To Edit Ranges dialog box.

You can open the Allow Users To Edit Ranges dialog box again to modify or delete a 
range, add another range, set permissions for other users, and to set or change options 
for how the worksheet is protected. Select the option Paste Permissions Information Into 
A New Workbook to keep a record of the permissions you granted to the editable ranges 
that were defi ned. 
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Managing versions
Teams often need to be very deliberate about the information they produce and distrib-
ute. In addition to controlling access to fi les and placing restrictions on sensitive content, 
teams can use features on their team site to maintain a history of their work and to man-
age when content is approved and made generally available.

See Also As you’ll see in Chapter 4, “Building team templates,” you can also use a tem-
plate to help control the formatting and content of a document.

When you set up a document library, a slide library, or another type of library or list on 
your team site, you can select an option to track versions of the items the library or list 
will contain. Versioning settings let you manage how content is added to and edited 
in a list or library, and versioning also helps teams track the history of a document. For 
example, you can specify the number of versions you want to retain and choose to create 
and track both major and minor versions of a document. By maintaining this history, you 
can see how the team developed important documents and view previous versions if 
questions arise about why the fi nal content ended up as it did. 

For tight control, you can select an option that requires an authorized user (a user with 
at least Edit Item permission) to approve content that is submitted to a list or library and 
also specify a permission level at which users can view draft items. Users without the 
permissions you specify won’t see draft items in the library until a team member with 
permissions publishes a draft. The set of versioning options also includes an option by 
which you can require that users check out a document before the document is edited.

■ IMPORTANT Only team members who are site owners or have full control of the site can set up version-
ing. For more information about site permissions, see “Working with groups and permissions” in Chapter 2.

To set up versioning and specify versioning options for a document library, follow these 
steps:

 1. Open the library, and click the Library tab on the ribbon.

 2. In the Settings group, click Library Settings.

 3. In the General Settings area of the Library Settings page, click Versioning 
Settings.

 4. On the Versioning Settings page, set the following options:
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■ In the Content Approval area, select Yes if you want items to be approved 
before they can be submitted to this library. (Items uploaded to the library are 
listed with a status of Draft until they are published and a status of Pending 
until an authorized user approves them.) If you select this option, you can then 
select options in the Draft Item Security area to specify who can view items that 
are pending approval in the library.)

■ In the Document Version History area, specify how to manage versioning. You 
can choose not to use versioning, to create major versions, or to create major 
and minor versions. You can also indicate how many major versions and drafts 
of major versions to retain. 

■ If you select Yes under Content Approval, under Draft Item Security, you 
indicate who can see draft items. The default option is Only Users Who Can 
Approve Items. You can broaden the scope for who has access to draft items by 
choosing Any User Who Can Read Items or Only Users Who Can Edit Items.

■ In the Require Check Out section, change the setting to Yes if you want to make 
it mandatory that users of the library check out a document before it can be 
edited.

When versioning and content approval are enabled for a library and you require that 
users check out and check in a document, the steps required to publish and approve a 
major version will go something like this:

 1. A team member who is part of the team site’s Members group uploads a docu-
ment to the library. SharePoint recognizes that users are required to check in fi les 
and fl ags the fi le as checked out. Even authorized users will not see this item in the 
library until the user who uploads it checks it in.

 2. When the team member checks in a fi le, SharePoint displays the Check In dialog 
box. As shown in the following screen shot, you can specify whether to check in 
a major or a minor version, keep the fi le checked out, and add a comment about 
the fi le and version. Checking in a minor version creates a draft item in the library. 
Checking in a major version sets the item’s status to Pending (assuming that con-
tent approval is enabled). An authorized user needs to approve the item before it 
becomes accessible to all users of the library.
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 3. At this point, a draft item has been added to the library. To publish a draft item, 
a user with at least Edit Item permission (a site owner, a team member with full 
control, or a member of the Members group) selects the document and then clicks 
the Publish button on the Documents tab (in the Workfl ows group). In the Publish 
Major Version dialog box, shown here, add a comment about the version you are 
publishing before you click OK. 

Because content approval is enabled for this library, publishing a draft document 
sets its status to Pending. A user with approval authority now needs to approve 
the document to change its status. 

 4. In the library, select the document that’s pending approval.

 5. In the Workfl ows group on the Documents tab, click Approve/Reject.
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 6. In the Approve/Reject dialog box, shown below, select the Approved option (or 
select Rejected, if necessary), add a comment about the action, and then click OK.

The Workfl ows group on the Documents tab provides the following additional commands:

■ Unpublish Click this command to unpublish the current version, which returns 
an approved item to Draft status.

■ Cancel Approval Click this command to cancel the submission of an item for 
approval. Cancel Approval returns a pending item to Draft status.

You can manage versions in the Version History dialog box, shown in Figure 3-3. To open 
the Version History dialog box, select the document you want to work with, and then 
click Version History in the Manage group.

FIGURE 3-3 Select a version in the Version History dialog box to view it. You can also unpublish major 
versions if you have permission.
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The Version History dialog box shows major versions of a document (and minor versions 
if you have permission to view draft items and you are tracking minor versions) and a 
version’s status. In the Version History dialog box, point to a version you want to exam-
ine, and then click the arrow to open a menu you can use to view, restore, or unpublish 
the current version or to view, restore, or delete a previous version. If you retained draft 
versions of the document, use the link at the top of the dialog box to delete these ver-
sions. (They are moved to the site’s Recycle Bin.) Use the Delete All Versions link to send 
previous versions of the document to the site’s Recycle Bin.

Working with document properties
In the fi nal section of this chapter, I’ll describe how to work with document properties. 
Properties provide facts about a document. For example, when you create, fi ll in, and 
later edit a workbook in Excel, Excel sets and tracks properties such as the fi le’s size, the 
dates on which the workbook was created and last modifi ed, and the name of the work-
book’s author. Properties such as these are read-only. Other properties, including many 
advanced properties and custom properties you defi ne, can be set in the program and 
updated by team members as needed.

Document properties aren’t in themselves an aspect of collaboration. People who work 
all on their own might fi nd properties a helpful device for categorizing and identifying 
content, and while teams gain the same organizational benefi ts from using properties, 
they can also use properties to require specifi c information—the due date for a proposal, 
for example, or the prospective revenue associated with a contract or service agreement, 
or who the lead attorney is on a pending case.

You can set some document properties when you work in Word or Excel, for example, 
and these programs (as well as PowerPoint) let you defi ne custom properties. You can 
also set up a list or library on your team site to track properties in addition to those that 
the list or library contains by default. You do this by adding columns to a view or by de-
fi ning a custom column, which you’ll learn how to do in this section.

See Also For details about list and library views, see “Creating and modifying views” in 
Chapter 2.

Setting properties in an Offi ce program
Many of the basic document properties are listed on the Info page in Backstage view. 
In PowerPoint, for example, the list shows the number of slides, the title, the date the 
presentation was created, and the date it was last modifi ed. You’ll see similar information 
for workbooks in Excel and for Word documents. 
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You can fi ll in or update some properties on the Info page. In PowerPoint, click Add 
A Category and then type a term you want to use—a project or customer name, for 
example. You can also specify properties such as an additional author. To see the full list 
of properties available on the Info page, click Show All Properties at the bottom of the 
list. In Excel, the list expands to display the properties shown in Figure 3-4. Several of the 
properties that are not fi lled in automatically, such as Title, Tags, Status, and Categories, 
have been fi lled in here. 

FIGURE 3-4 This screen shot shows the expanded list of properties on the Info page in Excel. You can add 
information for properties such as Tags and Title on this page.

To work with additional properties, click Properties at the top of the list, and then click 
Advanced Properties. You’ll see the Properties dialog box. Figure 3-5 shows the Summary 
tab and the Custom tab.

The General and Statistics tabs display information about the fi le, including the creation 
and modifi cation dates and when the fi le was printed. The Contents tab shows informa-
tion such as the name of a document template, named ranges in a worksheet, or slide 
titles and themes. On the Summary tab, you can type values for properties such as Title 
and Subject. (Many of the properties listed on the Summary tab also appear in the list on 
the Info page.)
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FIGURE 3-5 You can also view properties and document statistics in the Properties dialog box. Use the 
Custom tab to define properties of your own.

The Custom tab shows a list of properties designed for more specifi c purposes—Checked 
By, Client, Project, and Typist among them. These properties let you identify additional 
attributes about a workbook, document, or presentation. You can use the properties 
listed as a starting point for a custom property or defi ne a custom property that refl ects 
specifi c information your team wants to collect—a property that records who approved 
an estimate for a new project, for example.

To set the value for a property listed on the Custom tab, select the property in the list, 
type the value for the property, and then click Add. To defi ne a custom property, follow 
these steps:

 1. On the Custom tab, type the name of the property in the Name box.

 2. From the Type list, select the data type for this property. You can choose from 
Text, Date, Number, and Yes/No.

 3. In the Value box, type the value for the property.

 4. Click Add.

The name, value, or type of an advanced or custom property can be modifi ed by select-
ing the property in the Properties list at the bottom of the Custom tab, and then updat-
ing the property by using the Name, Type, and Value boxes. Click Modify, and then click 
OK to complete the steps. 
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Defi ning properties for a list or library
To provide additional information about the items in a list or library on your team site, 
you can create your own column and add it to one or more views. Custom columns then 
serve as additional properties for the items stored in the list or library. By specifying that 
a column is required to contain a value, you can collect information about a document 
or a list item when it is added to your team site. For example, you might create a column 
named Due Date to use in a library where you store sales proposals. When a team mem-
ber uploads a document, he or she has to fi ll in the due date, which helps you track when 
each proposal must be complete.

To create a column, a team member must be a team site owner or have Full Control per-
mission. Follow these steps to defi ne a column:

 1. In the Manage Views group on the Library tab, click Create Column.

 2. In the Create Column dialog box, shown below, type a name for the column and 
then select the column type.

The options for the type of column include Single Line Of Text, Multiple Lines of 
Text, Number, Currency, Date And Time, Lookup (which you can tie to another 
fi eld on your site), and others. 

 3. In the Additional Column Settings area, type a description for the column and then 
specify other settings as required for the column.
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Options in the Additional Column Settings area of the dialog box change depend-
ing on the type of column. These options give you a high degree of control over 
the properties of a column you create. In the preceding screen shot, you can see 
some of the options for a Choice column. For the Number type, you use this area 
to specify the following:

■ Whether the column is required (so that it must contain data)

■ Whether the column must contain unique values

■ A minimum and maximum value

■ The number of decimal places

■ A default value

■ Whether to show the value as a percentage

■ Whether to add this column to all content types in the library

■ Whether to add this column to the default view

 4. Set up a validation formula if necessary.

In a Date And Time column, for example, you could create a formula so that only 
dates later than today are valid in the column.

 5. Click OK.

 TIP Custom columns are added to the library’s default view if you keep that 
option selected in the Create Column dialog box. They are not added au-
tomatically to other views defi ned for the library, but you can add them 
by modifying a view.

When a document is uploaded to a list or library with required columns, SharePoint dis-
plays a dialog box such as the one shown in Figure 3-6. Notice that, even though check-
out and check-in are not required for this library, SharePoint uploads the document and 
checks it out to the person uploading the fi le. That person needs to fi ll in the required 
fi elds and then check in the document to make it accessible to other members using the 
team site.

Custom columns are added to the library’s default view if you keep that
option selected in the Create Column dialog box. They are not added au-
tomatically to other views defi ned for the library, but you can add them
by modifying a view.

TIP 
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FIGURE 3-6 In a list or library with required columns, you can’t add an item or check in a document until 
you fill in those properties. This screen shot also shows notifications you see for a library in which con-
tent approval is required.

For documents stored in the library—or for documents you create by using the New 
Document command in the library (or the New Item command for a list)—mandatory 
properties you defi ne for a list or library are also accessible on the Document Panel in the 
related Offi ce program. For a new document, the team member creating the document 
can fi ll in values for required properties before saving the fi le to the team site.

To view the Document Panel, fi rst display the Info page in Backstage view. Click Prop-
erties at the top of the list of properties, and then click Show Document Panel. (If the 
Developer tab is displayed on the ribbon, you can also click Document Panel in the 
Templates group.) Figure 3-7 shows a blank Document Panel in a new Word document 
created from a document library. Filling in required properties at this point saves a step 
when the fi le is saved to the team site.
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FIGURE 3-7 An asterisk indicates required fields in the document panel.

Another advantage of using properties is that SharePoint includes some properties in 
its search results. For example, SharePoint searches the text included in the Comments 
property in Word, Excel, or PowerPoint, and also searches the Title property. As you 
can with other columns in a list or library, you can sort and fi lter by a custom column to 
locate specifi c items of interest.
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A
access

blocking, 224–226
limits on, workbook, 245, 292
managing, introduction to, 63–64
and password protection, 64, 67–68, 118, 246
See also sharing fi les

Add Lists, Libraries, And Other Apps tile, 22
Advanced Search page, 59–60
Agenda list, 37
alerts

setting up, 41–43
for task list changes, 33

Alignment tab, for comments, 240
All Day Event fi eld, 35
All Mark view, 216
All Of These Words fi eld, 60
Alt Text tab, for comments, 241
Always Ask Where To Send option, 178
Animations tab, 99
annotations

adding to coauthored presentation, 268–269
deleting, 159
Lync tools, 256
in worksheets, 232, 237–241
See also comments, notes, tags

Any Of These Words fi eld, 60
Appear Away status, 148
apps. See Offi ce Web Apps
archives, for messages, 124
Arrange command, 181
Asset Library, 29
Assigned To fi eld, 31
Attendees list , 37
audio recordings, adding to OneNote, 182–183
author initials, hiding, 193

authority, 4
authors

blocking, 224–226
fi nding notes by, 193
See also coauthoring

AutoText entry, in Quick Parts, 115
Availability Only option, 134–135
Available status, 148

B
background, setting for template, 102
Backstage view, PowerPoint, 263
backup notebooks, 202
Balloons option, 216
Basic Meeting Workspace template, 37
Be Right Back status, 148
Blank Meeting Workspace template, 37
blocking authors, 224–226
brainstorming sessions, pros and cons, 8–9
browser view options, 251–252
building blocks, 113–115

control, 117
in templates, 106–107

Busy status, 148

C
calendar

managing, 136–137
permissions, 136–137
publishing online, 139–141
sending by e-mail, 134–136
sharing, 124, 138–139
subscribing to, 284–285

Calendar app, 284–286
Category fi eld, 35, 114
cells, making editable, 71–72, 252–253
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change history. See editing, history, tracked 
  changes, versioning
Changed Lines list, 214
character styles, 111
check box control, 117
Check Permissions, 25
coauthoring, 43

in Excel Web App, 291–293
and marking edits as read or unread, 191
presentation, 264–268
resolving confl icts with, 226–227
in Word, 204, 223–229
in Word Web app, 288–290
See also collaborating, comments, sharing fi les, 
tracked changes, versioning

collaborating
and Backstage view, 263–264
on document, 13–14, 18

collaborating, tools for
commen ts and revision marks, 210–217
in Lync, 157–163
in Offi ce, 14–18
in Word, introduction, 203–204
See also coauthoring, comments, 
   communication, sharing fi les, tracked 
   changes, versioning

colleagues privacy relationship, 145–146
color, setting for template, 101
Color list, 214
Colors And Lines tab, for comments, 240
columns, 184–185

creating, 48
as properties, 80–81

Combine command, 220–222
combo box control, 117
comments, 207, 210–212

in coauthored presentation, 268–269
in Excel worksheets, 237–241
formatting, 238–241
showing or hiding, 216

communication
focusing on situation vs. person, 6
open, 5
and sharing, with Lync, 17
within virtual teams, 12

Company Confi dential template, 65

Compare command, 218–220
competition, and performance, 10–11
conditional formatting, 90–92
conference calls, 146. See also online meetings, 
  video conference
confi dential information

protecting. See documents, protecting
in workbook, 231

confl ict resolution
during coauthoring, 226–227
in Excel, 247–248
interpersonal, 5

Confl icting Changes Between Users option, 245
Confl icts tab, 226–227
Connect & Export group, 43–44
connection, remote, from SkyDrive, 281
contact items, 130–131
contacts

creating group in Lync, 145
See also People app

content
adding controls, 116–118
adding to notebook, 174–185
approval, and versioning, 73–75
controlling, in templates, 107
managing, 16–17

controls
content, 107, 116–118
on document editing, 204–209
See also Editing Restrictions area, password 
   protections, permissions

conversation history, 152–153
Conversations scope, 58–59
Create a Video command, 263
Create Both Handwriting and Drawings 
  option, 182
Create Drawings Only option, 182
Create Handouts command, 263
Create Handwriting Only option, 182
custom layout, 104–105
Custom option, in Data Validation, 95
Custom tab, setting properties, 79

D
data, using tables to manage, 88–90
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E
Edit group, 181
Edit Offl ine, 126–127
editing

document, 204–209
home page, 22
marking as read or unread, 191
in OneNote, 185
presentations in PowerPoint Web App, 293–294
restricted. See permissions
simultaneous, on networks, 244–245
viewing recent, 192–193
in Word Web App, 287–288
See also comments, tracked changes

Editing Restrictions area, 207–209
elements. See template elements
e-mail

adding to OneNote, 130–131
sending calendar by, 134–136
sending Excel fi le, 237
See also instant messages, Mail app

eraser tool, 159
events

adding, 35–36
scheduling and managing, 34–38
template for tracking, 92–97

Everything scope, 58
The Exact Phrase, fi eld, 60
Excel

adding annotations and comments to 
   presentation, 268–269
assigning password, 66–67
coauthoring presentation, 264–268
collaborating in, introduction, 231–232
comparing presentations, 269–270
distributing fi les in other formats, 232–237
e-mailing fi le, 237
expanded list of properties, 78
protecting fi les, 69–72
sharing fi les on SkyDrive, 250–253
sharing workbook on network, 243–250
templates, 87–97
using comments with, 237–241
See also workbooks

Excel Web App, 291–293
Export page, in Word, 224
External Contacts privacy relationship, 146

Data Connection Library, 30
data validation, adding to template, 94–97
date picker control, 117
Decision Meeting Workspace template, 37
Decisions list, 37
Delete command, 181
Delete Selected Annotations tool, 159
deletions, specifying formatting for, 214
Description fi eld, 31, 35, 114
desktop, sharing, 157–158
Developer tab, 116–117
devil’s advocate, role for, 7–8
discussion boards

SharePoint team site, 33–34
managing from Outlook, 128

Disposition Approval workfl ow, 49
dissent, constructive, 6–8
Do Not Disturb status, 148
document(s)

annotating, 210–212
approval, with workfl ow, 49–51
checking in and out, 39–41
coauthoring, 223–229
collaborative, 13–14, 18. See also coauthoring
comparing and combining, 218–222
creating and uploading, 39
editing, control of, 204–209
heavily revised, 215–217
options for sharing and exporting, 223
protecting, 64–72
reviewing, 215
sharing, 161–162. See also sharing fi les
working with properties, 77–83
See also fi le(s), notebook(s), presentation(s), 
workbooks

Document Inspector, 68–69
document library. See library(ies)
Document Panel, viewing, 82
document properties, 77–83, 115–116
document references in templates, 106
draft items, publishing, 75–76

See also versioning
drawings, adding to OneNote, 178–181
drawing tools, 180–181
“drive theory,” 10
drop-down list control, 117
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F
fi le(s)

attaching, 176
distributing in different formats, 232–237
inserting into notebook, 175–178
linking, 175–176
managing in SkyDrive, 275–276
Offi ce applications, sharing across, 14–16
preparing to share, 68–69
preserving history of, 63–64, 73–77
printing to OneNote, 177
requiring check out and check in, 74–75
saving in different formats, 235
sharing. See sharing fi les
See also document(s), notebook(s), 
   presentation(s), workbooks

fi le formats, making use of, 232–237
Filling In Forms option, 207
Find By Author command, 193
fl exibility, within virtual teams, 12
folders

managing in SkyDrive, 275–276
renaming, 126
sharing from SkyDrive, 279
storing messages in, 124

Folders fi eld, 47
font, setting for template, 102
footers

creating, 111–113
in templates, 106

Form Library, 29
formatting

in OneNote, 185
option, 216
restricting, 206–207
specifying in tracked changes, 214
See also styles, template(s)

forms, content controls for, 116–118
formulas, structured references, 90
Full Details option, 134–135

G
Gallery fi eld, 114
Getting Started tiles, 21–22
Give Group Permission To This Site option, 27

group
creating, 27–28
distraction and confl ict created within, 11
working with, in SharePoint, 23–28

Group By fi eld, 47
Group Settings option, 27
group tasks, 13
groupthink, lessening, 7–8

H
handout masters, 105
headers

creating, 111–113
in templates, 106

hierarchy, 4
highlighter tool, 159
history

conversation, 152–153
managing in SharePoint, 16
of fi le, managing, 73–77
preserving, 63–64
viewing changes in, 248–249

home page, SharePoint, 20–22

I
ideas, discussing and evaluating, 5–11
images

adding to OneNote, 178–181
in templates, 106

Include In Personal View options, 245
individual tasks, 13
information, sharing

collecting and reviewing, 5–6
and privacy relationships, 145–146

Information Rights Management, 16
inheritance, breaking, 51–52
initiative, and respect, 6
Input Message tab, in Data Validation, 95
Insert command, 112
insertions, specifying formatting for, 214
Insertions And Deletions option, 216
insert picture tool, 159
Insert Space command, 181
instant messages, 149–151
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Internet Explorer, linking notes in, 190
inventory list template, 87–92
invitation, to share calendar, 286
Invite People command, 15–16, 250
Item Limit fi eld, 47
items. See Outlook

K
Keep Email In Context tile, 22
keywords. See tags, adding

L
layouts

custom, 104–105
PowerPoint, 99

leadership
and dissent, 8
team dynamics and, 4–6

library(ies)
applying rights management to, 66
associating template with, 119
connecting in Outlook, 123, 125–128
controlling permissions through, 241
creating and modifying views in, 44–48
defi ning properties in, 80–83
document, 37, 38–41
slide, 255–264
sorting and fi ltering, 33
types, 29–30
wiki page, 54–56
See also list(s)

Limited Details option, 134–135
Link command, 175–176
linked notes, 187–188
links

adding in OneNote, 185–190
wiki, 55–56, 187

list(s)
applying rights management to, 66–67
connecting to Outlook, 123
creating and modifying views in, 44–48
defi ning properties in, 80–83
sorting and fi ltering, 33
See also tables

list apps, adding, 30–31

list templates, 52–53
Location fi eld, 35
Lync

annotation tools for PowerPoint, 256
collaboration tools, 157–163
for communication and sharing, 17
contacts and presence, 145–148
instant messages, video calls, and online 
   meetings with, 149–156
introduction to, 143–144
and need for server, 143
sharing presentation in, 269–270
sharing workbook with, 236–237

Lync Recording Manager, 164–165

M
macros, 107
Mail app, 282–283
Manage Presentable Content option, 160
Margins tab, for comments, 241
Mark As Read menu, 191
meetings

notes, 132–133, 164, 166–167
online, 153–156
recording, 164–166
workspace, 36

Membership Requests option, 27
merging documents

coauthored presentations, 268
workbooks, 241–243
See also Combine command

messages, organizing in Outlook, 124
Microsoft Offi ce. See Offi ce applications
Mobile fi eld, 47
mobility, and fl exibility, 18
Modify Style dialog box, 108–109
More Shape tools, 159
Multipage Meeting Workspace template, 37

N
Name And About Me Description, 27
Navigation group, 113
network, shared

putting workbook on, 244–245
See also SharePoint team site
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No Changes (Read Only) option, 207
No Markup view, 216
None Of These Words fi eld, 60
notebook(s)

backup, 202
creating in OneNote Web App, 290–291
linking to notes, 186–187
Recycle Bin, 202
searching, 194–196
shared, managing changes and additions to, 
   190–194
See also OneNote

note masters, 105
notes

adding, 57
fi nding, 198
linked, 185–190
meeting, 132–133, 164, 166–167
tagging, 196–199

Number option, in custom column, 81

O
Objectives list, 37
Offi ce applications

applying rights management to, 65–66
building and using templates in, 85–86
collaborative tools in, 14–18
connecting various programs and exporting 
   items, 43–44
setting properties in, 77–79
web. See Offi ce Web Apps
See also Excel, Lync, OneNote, Outlook, 
   PowerPoint, Skydrive, SharePoint, Word

Offi ce Web Apps, 18 
creating and editing documents, 287–294
mail, people, and calendar, 281–286
SkyDrive, 273–274, 279–281

Off Work status, 148
OneNote

adding content to notebook, 174–185
adding links and linked notes, 185–190
adding web content to, 190
additional features, 199–202
keeping records in, 17
linking Outlook items to notebooks, 123, 
   130–133

searching notebooks, 194–196
sharing notebooks, 172–173
synchronizing notebooks, 173–174
tagging notes, 196–199
taking notes in, 166–167
team activities using, 169–170
working with Outlook tasks in, 133

OneNote Web App, 290–291
online meetings, 153–156
online poll, conducting, 162–163
Options fi eld, 115
Options group, 113
Organizer, 110
Original view, 216
Outlook

connecting libraries and lists to, 123
linking to OneNote, 130–133
and Lync, for online meetings, 154–156
organizing work in, 124
working with team site from, 124–130

Overlay command, 141
Owner option, 27

P
Package Presentation for CD command, 263
page(s)

creating, 53–54
current, saving as template, 199–200
linking one to another, 186
linking to notes, 186–187
searching, 195
sending in shareable formats, 200–202
tag summary, 198–199
versions, working with, 193–194

page layout, in templates, 106
paragraph styles, 107–109
password protections, 64, 67–68

and Restrict Editing command, 118 
for workbook, 246

PDF document, creating, 233–235
pen input, 181–182
pen tool, 159
People app, 283–284
People scope, 58–59
Percent (%) Complete fi eld, 31
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performance, with and without competition, 
  10–11
permissions

applying to Excel fi les, 69–72
breaking inheritance, 51–52
calendar, 136–137
controlling through library, 241
to create custom column, 80
defi ning level, 26
inheriting, 28
managing, 24–25
for versioning, 73
working with, in SharePoint, 23–28

picture, inserting, 159
picture control, 117
Picture Library, 29
Pictures command, 178–179
placeholders, 98

text in templates, 106
working with, 103–104

plain text control, 117
poll, online, 162–163
Position command, 113
PowerPoint

assigning password, 66–67
creating custom template, 100–105
fi nalizing presentation, 271–272
linking notes in, 188–189
sharing presentation, 158–161
templates, 97–105
working independently and collaboratively, 255
working with slide library, 255–264
See also presentation(s)

PowerPoint Web App, 293–294
Predecessors fi eld, 31
Preferred Width list, 215
presentation(s)

adding annotations and comments, 268–269
coauthoring, 264–268
comparing, 269–271
marking as fi nal, 271–272
in PowerPoint Web App, 293–294
team, steps to facilitate, 255–256
See also PowerPoint, slide(s)

presenters, in online meetings, 153

printing, heavily revised document, 215
printouts, adding to notebook, 175, 177–178
Priority fi eld, 31
privacy relationships, 145–146
program, sharing, 161–162
properties

for building blocks, 115
for comments, 240
content control, 118
working with, 77–83

proprietary information, in workbook, 231
protections

for comments, 240
document, 64–72. See also controls, on 
   document editing
password. See password protections
for shared workbook, 246
template, 118
See also permissions

Publish Online, calendar, 139–141
Publish Slides option, 257–258

Q
Quick Parts, 113, 115–118

R
Recent Edits menu, 192–193
recognition, of team members, 5
recordings

adding audio and video, 182–183
making and managing, 164–166

recordkeeping, 17
Recurrence fi eld, 35
Recycle Bin, notebook, 202
references, in OneNote, 200
remote connection, from SkyDrive, 281
Report Library, 30
research, in OneNote, 200
responsibilities, fulfi lling, 6
Restrict Editing options, 118, 205, 208–209
reviewing. See coauthoring, collaborating, 
  comments, editing, sharing fi les, tracked 
  changes
revision marks. See tracked changes
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revisions
accepting and rejecting, 217 
and comparing documents, 219–220
See also comments, editing, tracked changes

rich text control, 117
rights management, 65–67
Rotate command, 181
rows, 184–185
rules

data validation, 94–97
for managing Mail app, 282–283

S
Save In fi eld, 114–115
schedules

avoiding confl icts, 141
See also calendar

Screen Clipping command, 179
searching

notebooks, sections, and pages, 195
results, 61, 196
SharePoint team site, 58–61

sections
blocked while coauthoring, 224–226
linking to notes, 186–187
notebook, 170–171
searching, 195

select and type tool, 158–159
self-management, within virtual teams, 12
Send To options, 177–178
Set Default Location option, 178
Shapes group, 181
Share page, in Word, 224
SharePoint, 14–15

including properties in search results, 83
inserting slides from, 260–261
for managing content and history, 16

SharePoint Designer, creating workfl ows in, 51
SharePoint team site

adding custom templates to, 119–120
adding notebook to, 171
adding slides from, 258–259
classifying and searching for content, 56–61
developing, 49–56
groups and permissions, 23–28
home page, 20–22

introduction, 19–20
resistance to, 124–125
sharing notebook on, 171–173
working on, 28–44
working with Outlook, 124–130

Share Workbook Window, 236
Share Your Site tile, 21
sharing fi les, 68–69, 161–162

calendars, 124, 138–139, 285–286
clearing option, 250
desktop, 157–158
Excel and Lync, 236–237
formats for, 200–202
limits on workbook, 245, 292
Lync, 17
notebooks, 172–173, 190–194
in Offi ce, 14–16
presentation, 158–161
putting workbook on network, 244–245
and SkyDrive, 250–253, 276–279
from web app, 279
Word, 224
workbooks, 241–242
See also coauthoring, collaborating, 
   comments, editing, information sharing, 
   reviewing, tracked changes

shortcut, through Outlook, 123
Simple Markup view, 216
site pages, creating, 53–54
site templates, 52
Size tab, for comments, 240
skills, new, encouraging development of, 5
SkyDrive, 14–15

adding notebook to, 171
landscape, 274–281
and Offi ce Web Apps, 18, 273–274
sharing Excel fi les on, 250–253
using app, 279–281

slide(s)
adding from PowerPoint, 257–258
custom layout, 104–105
reusing, 259–260
setting size, 103
updating, 262–263

slide library, 255–264
adding, 28–29
building, 257–259
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slide master, 97–98
Slide Master view, 100
SmartArt elements, 99
social media, sharing fi les from SkyDrive, 278
Social Meeting Workspace template, 37
Sort fi eld, 46
Specifi c People option, 216
spreadsheet. See workbooks
stamp tool, 159
Start Date and Due Date fi eld, 31
status

sharing information with team, 145–146
Sync, 173–174
viewing and managing, 147–148

structured references, 90
Style fi eld, 47
styles

character, 111
paragraph, 107–109
in templates, 106

Subscribe command, for calendar, 284–285
summary page, 198–199
Sync Status, 173–174

T
tables, 184–185

Excel templates for, 88–90
in templates, 106

Tabular View fi eld, 47
tagging notes, 196–199
tags

adding, 57
common, setting up group, 196–198

tag summary page, 198–199
task(s)

adding and updating list in Outlook, 129–130
individual, group, and team, 13–14
tracking, 31–33
working with in OneNote, 133

task list, 37
Task Name fi eld, 31
Task Status fi eld, 31
team discussion

encouraging, 5
managing from Outlook, 128
See also discussion boards 

team members
and constructive dissent, 6–8
positive ways to lead, 4–5
ways to create effective dynamic, 6

teams
dynamics, 4–6
virtual, 11–12
working within vs. independently, 10–11
See also group

team tasks, 13
team templates, building, introduction to, 85–87
team website. See SharePoint team site
technology, and virtual teams, 11–12
telepointer tool, 158
template(s), 17

adding to team site, 119–120
Excel, 87–97
inventory list, 87–92
for meeting workspace, 36–37
PowerPoint, 97–105
protecting, 118
replacing generic with custom, 119
and rights management, 65
saving current page as, in OneNote, 199–200
saving fi le, 105
site and list, 52–53
team, 85–87
tracking, with data validation, 92–97
Word, 106–118

template elements
customizing design, 101–103
PowerPoint, 98–99
Word, 106–107

text
content controls for, 117–118
editing and formatting in OneNote, 185
effects, setting for template, 102

theme, 101
Three-State workfl ow, 49–50
To Current Page option, 178
To New Page in Current Section option, 178
Tools group, 180–181
Totals fi eld, 47
tracked changes, 210, 212–217

accepting and rejecting, 217, 271
in Excel, 246–247
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and merging documents, 242–243
setting options, 207, 212–215, 245
See also annotation; documents, comparing 
   and combining

tracking template, with data validation, 92–97
Track Moves list, 214
Transitions tab, 99

U
Update Changes option, 245
updating slides, 262–263
Use Pen As Pointer option, 182
users, adding to site or group, 23–24

V
versioning

comparing, 228–229
managing, 73–77
page, 193–194
See also documents, comparing and combining;
   history; tracked changes; updating slides 

video conference, 151
video recordings, adding to OneNote, 182–183
views

Backstage, 263
browser options, 251–252
creating and modifying, 44–48
revised document, 215–217

virtual teams, 11–12

W
web app. See Excel Web App, Offi ce Web Apps, 
  OneNote Web App, PowerPoint Web App, 
  Word Web App
web content, adding to OneNote, 190 
What’s Your Style tile, 22
whiteboard, working together on, 163
wikilinks, 55–56, 187
wiki page library, 29, 54–56
Word

assigning password, 66–67
basic collaborative tools, 210–217
coauthoring documents in, 223–229
comparing and combining documents, 218–222

designing templates in, 106–118
linking notes in, 188–189
See also document(s)

Word Web App, 287–290
work, in team vs. independent, research on, 10–11
workbooks

clearing share option, 250
coauthoring in Excel Web App, 291–293
deciding which collaborative tools to use, 231
inserting, 178
multiple, distributing and merging, 241–243
sharing on network, 243–250
using comments with, 237–241
and worksheets, protecting, 69–72

workfl ow, managing document approval with, 
  49–51
Working On A Deadline tile, 21
worksheet. See workbooks

X
XPS document, creating,  233–235

Y
Your Site. Your Brand tile, 22
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