SharePoint 2010 Workspace

The SharePoint Workspace is essentially a way for a user to organize and work on their
files on a local basis and thus if desired synchronize files with a SharePoint
environment. The SharePoint Workspace is available out of the box if a user is running
the Office 2010 Professional edition.

1. To access the | Microsoft Office
workspace for [A] Microsoft Access 2010
the first time (] Microsoft Excel 2010
from Start -> (1] Microsoft InfoPath Designer 2010
Microsoft Office (] Microsoft InfoPath Filler 2010
'>_ select @I Microsoft OneMote 2010
Microsoft 10] Microsoft Outlook 2010
SharePoint Microsoft PowerPoint 2010
\Z’\é()lr(‘)(SPace Microsoft Publisher 2010

Microsoft SharePoint Workspace 201
(V] Microsoft Visio 2010

Microsoft Word 2010

. Microsoft Office 2010 Tools
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| Search programs and files P |
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select Create
the account
using your e-
mail address
and then enter
in the Name:
and E-mail
Address: fields
as desired and
check Allow me
to recover my
account later
and then select
Finish.

Mame:

@ Create the sccoant using your e mail addeen

2. Select fromthe | & Acoun Configuation Wiams .
menu Create a Wk s ShasePoint Workipace!
new account _—
and click Next R
Reslote an exivting scount
Privacy Stakement
Help
Mgt > | 1 Candel J
The accountis | create Account |
created
Creating account...
. This may take a minute.
e J
At the Create 5 Recount Configuration Wizard ——
Account screen Create Asvount , Z
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1) Create the sccoiant using an Assunt Configueation Code
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5. The Create
Account screen
is shown.

T )

Create Account

Creating account...
. This may take a minute,

6. The Launchbar
is displayed.

(8]l G = launchbar- M. |0 ]
Home | View = i@

W Delete

i Ldd Conta

—
|
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. & hbark Piad =

Workspaeel EqEinng

| » Unread
. Read

Thi list shows your workspaces. To creste
workspace, chick New,

ﬁ Centacts

-.12

7. Select from the
File menu ->
SharePoint
Workspace

|§]| &4 |+ Launchbar - M. =R

3 :K Delete

g Add Contact
Search
&4 Mark Read - |

SharePoint Workspace
Create a copy of a SharePoint site on your local computer
that is automatically synchronized with the server,

Groove Workspace

Create a new workspace with tools to share content with
workspace members.

Shared Folder

Create a folder in your file system to be shared with
other people or computers.
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8. Enter in the URL
of the desired
SharePoint
environment
site(example
http://myfirmintr
anet.myfirm.com
/dept/myteam

Mew SharePoint Workspace g 1

sync to SharePoint Workspace
Create a synchronized copy of a SharePoint site on your computer.

You should only sync from sources that you trust.

Learn mare about what you can do with a SharePoint workspace

[ Tor-1o sy M- Enter the location of a SharePoint site -

o) e

9. Click Configure

Microsoft SharePoint Workspace

Contacting the server, this may take a moment.
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10.Click OK so that
the desired site
is synced to the
workspace.

|5 Sync to SharePoint Workspace - Microsoft SharePoint Wurksp.-EléE

Syncing the site '"Home' to your computer

when you are offline,
Learn mare about what you can do with a SharePoint workspace

SharePoint Workspace is creating a local cached copy of your SharePoint site that will
automatically sync with the site. This allows you to access your SharePoint content even

4%

Sync Progress | Errors

Mame Progress it
Initialization -—
Content and Structure Reports Mot yet started =
Customized Reports Mot yet started
Documents Mot yet started
Form Templates Mot yet started
Images Mot yet started
KMO_Test Mot yet started

&Pages Mot supported -

Close this dialog when sync completes

[ COpen Waorkspace ] [ Cancel Sync ] I

11.Select the
directory where
the files(s)
should be
synced into.

Bl Home - Customized Repors - Miomscht SharePoint Worksprce:

n Home | Tme  View
D D& B& R X 8o
ew &dd  Wew | Fate D e it

Documerd = Documents Fabder a2 link * TR 22 Disand Chiesk
Plarws Cliphoard Diocumerd Shaa efgind

Conlent | Homes Curtomized Repesty
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12.Select File->Add tome | Sme | View
Documents i —— : o —
ol B CIERE
g
Mew Add MNeaw Paste Cop
Document = Documents| Folder ds Lir
MNew | Clipboard
content | Add Documents (Ctrl+M)
4 Docun 2dd an existing document to the
e~ workspace,
([ Cus
[ Dog a Press F1 for more help.
o
13.Browse to the | Add Files
directory of the
file that should @©v| |« OSDisk (C:) » kevin b yates_blvd e
be synced into _
the Workspace Organize « Mew folder
from the ':i-:l_ Recent Places = LR AT
SharePoint Mgt R
server and click 5§ Libraries B
OK.
@ Documents
JI Music =
[=]| Pictures
E Videos
1M Computer N ’ as | ltem type: IPEG iae
- ! e & Rating: Unrated
&, 0sDisk (C) Dimensions: 400 x 300
L. inetpub
L. Intel
}i kevin
\ Perflogs il R i 4 ;
File name: 124475433 M |*-*
14 The flle di3p|ay5 Content Home = Customized Reports
in the . 4 Documents Folders MName
workspace in [ Customized Reports e = 124475433.jp
the directory e -
chosen.
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15. Select File -> m
Sync -> Sync
Workspace. @ =

Sync | Change Sync  Sync
Settings = Status

i ﬁl sync Tool
rFﬁ' Sync Workspace
NOTE: Lower right hand side of workspace tells one the
status:
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16.In this case, itis | 1w Name Hoddied
a good idea to w 124475433 Erew 11/25/2011 10:27 PM
go to the
SharePoint site
— Access Site
Actions -> View
All Site Content
and in this case
| selected
Customized
Report since
that is where |
uploaded the
item to in my
workspace.
Note it was
uploaded to the
SharePoint
environment.

17.0nce afile is
synced into a

[l

| = = Home - Customized Reports

Workspace _if Home sync View

one wants to [ Open _

work on the file . Information about Home
while off the Cd Close

Change Online Connection

Change communication settin
workspaces,

network
home) then they .2,
can select File - New Connection

> Info select . FEcisy This workspace synchronizes w
Con_nection Print Pause Workspace il
Shectlt(Ir\]/?/z rind cave & Send Work Offline 2011 10:28 PM
Offline. @ Communications Manager..,
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