Searching

SharePoint 2013 offers a much improved search function, making it easier
to find what you are looking for.

e You can preview documents, pages, and other contents in the search
results before opening them.

e Includes options along the top that allow users to narrow search results
by Everything, MyContent, People, and Policies
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e It also includes refiners on the left,
which lets you to narrow searches by: c;dle,,n1 -
o result type (to show only SharePoint
sites, Word docs, PDFs, etc.)
o author
o modified date, and more

Result type
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Author

o Search results are shown for only what
you have access to

Modified date
o Search gets smarter to display the
content most searched for and most

viewed
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What’s New in SharePoint 2013

Documents and Search
Ul Health Care Information Systems

SharePoint 2013, a new and improved version of the current
SharePoint (The Point), allows for better collaboration among
employees, teams, and groups across Ul Health Care and its
surrounding community. SharePoint 2013 encourages engagement
of people, sharing of ideas, and reinvention of the way teams work
together. It helps you organize information, people, and projects. This
guide includes high level changes and features of SharePoint 2013.

Overall Look and Feel

The overall look and feel of SharePoint 2013 has changed in conjunction
with Microsoft’s metro style. SharePoint 2013 offers a more professional
and clean look to web pages, document libraries, and lists.

No greetings on main page. Your name and personal options are now in the
upper-right corner of the screen.
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Welcome to SharePoint 2013

You can reach us 24 hours a day

room number).

Please contact Eddie Etsey with questions and concerns regarding SharePoint 2013 Traning




Working with Documents oLD
. . er | E)Edit in Datasheet Cycle Bin
SharePoint 2013 moved from using s
. RI-ETH-04.17 . 10/9
drop down menus to ribbon style B _wenosin] J ver rosetes B2
. . B]  Sexual Harass| 3| Edit Properties 27
menus, just like the most current ] ot e s

version of Microsoft Office programs. *

)| version History
Add to My Links

Submit to Portal Area

=#| Send Link 8y Email

Alert Me

SharePoint

® new document
Al Documents salie o

g Adding Document Libearies

ablag

Creating a list

Viewing Documents

With the availability of document preview, you can see what a
document looks like and view its properties before opening or editing
the document.
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Editing Documents

Editing documents has been made
easier with Microsoft’s in-browser
Office applications, called Web
App. (This does, however, lack
some functions of the full Microsoft
Office programs.)

For example, you can now edit a
Word document in Internet Explorer
instead of opening it in Microsoft
Word. This allows you to view and edit documents from devices that
don’t have Microsoft Office installed.
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Office Web App Ribbon How do 1 find a document library?

1 Goto your department Intranet site

2 Locate the document library name on the left column or dick on "site contents” link If library is not located there.
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documents with Office Web pcers @ new document | g
Apps (available for Word, Excel, | e 8
PowerPoint, and OneNote). ¢ a
Co-Authoring allows multiple . '
users to edit the same document at ¢ e
the same time while using the Web
App. This can be disabled by checking out the document.
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How do | delete 3 document from a library?
£ Navigate 10 the Marary where the fie s located. CAck an the elipses next 10 & file you want 10 delete] and then chck the elipses on the callout.




