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1 Legends 
 

 
This is a tool tip  to easy your daily work 

 

 
Warning alert about pitalls 

 

 Training resolve this to check what you  have learned 
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Introduction to Wizdom 
Wizdom is an intranet Product which uses Microsoft Sharepoint 2010 as platform. Wizdom makes the 

employees in a company able to share knowledge, read news, co-operate and blog 

Concepts in a Wizdom intranet 
A Wizdom intranet consists of the following main elements: 

Element One element of Wizdom, is a very general concept. An element could be a page, news, a 
calendar appointment or something else. 

Site A special type of element, which is typically the end user is viewing. Site can contain Web 
Parts and site content (text editing in an editor) 

Webpart A Web Part is a general concept of components which can display different content. There is 
in particular Wizdom Web Parts to display RSS feeds, list content, news, directory search, 
activity stream, recent documents and more. 

Lists A list in Wizdom is a simple database, which can contain any type of elements. A list can have 
different views, so you can see different contents from the elements. Every list has an 
associated webpart that can display the contents of this list on a page. 

Document 
Library 

A document library in Wizdom is a special type of list that can contain documents. The library 
can in principle include all types of files, but have special additional features to Office 
Documents. 

Image 
library 

An image library in Wizdom is a special type of list, which has additional features to contain 
and display images. Among other things, an image list display a slideshow of pictures in it, and 
automatically generates thumbnails for less views. 

Websted - A site in Wizdom is a collection of information. A site may include the following: 
- Document Libraries 
-Image  Libraries 
- Other types of lists 
- Sites 
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1.1 Structures of a Wizdom intranet 

A Wizdom intranet always consists of a root Web on the upper level. A root site always contains a cover. In 

addition, a root Web contains multiple sites and multiple pages. All sites always include a cover page and as 

root sites contain more sites and pages. This is seen from the end user's point  

of view: 

Rod websted
 

Websted
 

Websted
 

Side
 

Websted
 

Side
 

Side
 

Side
 

Forside

ForsideForside

Forside

 

 

The root site is identified by the fact that typically is the place you come to when you click on the 
logo in the top banner. Both pages and websites are displayed as menu items in either the top 
menu or left menu. 
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1.2 Wizdom front page 

 

A Wizdom front page after a default installation, the following Web Parts: 

Internal news Showing editorial  news with uploaded image 

Webtop RSS Feed Displaying RSS feed from Webtop.dk ; it is possible to customize to your rss feed 

Short news Showing short news / messages in a personal view. 

News feed Showing updates from colleagues and update of things from the intranet you are 
interested in (from interests on "My Profile"). 

Company calendar Displaying events for the entire company. These may personalized. 

Phone book  Quick search among employees. 

My status Write here what you are doing now. Then this will be shown in your colleagues' news 
feed  

Overview links Showing relevant links to content on or outside the intranet. 

What is news Can be configured for example to show the latest documents on the intranet, or 
recently edited pages on the intranet. 

 

 
Note that the configuration of Wizdom of the individual business may be changed in the Web page 
contains, based on the company wants. 
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2 News 
In Wizdom there are two ways to separate news.; The internal news and short news (messages).

 

Figur 1 – Short news 

These are the fundamental differences between these two ways of disseminating news. 

First The short news can be divided into news channels / bulletin board 

Second The short news can be personalized by the end user 

3rd The internal news may contain an "uplifting image" that appears on the front 

Briefly, the internal news intended to be editorially created news, while the short news works more like 

news / messages all (with rights thereto) can create. 

2.1 Create short news 

Click on "Create entry" can be seen in Figure 1 - Short news.

 

Show news channel and click next.  
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Write headline on the news, and edit content with the built-in editor. 

 
Note that you can insert images, attachments etc. to a news by clicking on the "Insert" tab in the 
editor. 

 

 
Note that if you have selected several news channels, creates a copy of the news to each channel. 
That is, changes to such news to be made in all copies. 

 

2.2  

Start date and end date indicates the time when the news is published. Before this time, the news will not 

be displayed. After this time, the news simply appear in the news archive. 

Click ok, and the news is published. Your personal display of short news (Read / unread) 

When you read a news item in the component with the short news, it is automatically marked as read and 

disappear from the personal view of the component. 

 
Some of you do not want to open the news, you can just click in the square next to the news. It will 
be marked as read, and disappear from view. 

 

To find the read news again, you can click the "Show unread" as shown on the picture below, and select 

"Show all". 

 
To mark a news not read, click in the white square again (which now has a red check mark) 
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Press the "View my research," to see all the entries you've created. 

 

2.3 Your personal display of short news (my subscriptions) 
By clicking  "My Subscriptions" as shown on the picture below, you can edit the news channels you want 

displayed in your personal view of the component.

 

Here you can select and deselect the desired newsfeeds, and get just those shown in your personal view of 

internal news. 

 

.  

 
The news channels are dimmed, you can not opt out when an administrator has made these 
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mandatory for that user. 

 

2.4 News archive short news 

By clicking on "Archives" in the component with internal news, you can search all news as free text or by 

displaying each news channel. In both cases you can also select the year. 

 

 

 

.  

 
Note that an announcement will only be available in the Search service has crawled (typically 
occurs every half hour). 

2.5 Comment news 

It is possible to comment on an internal news, by clicking on "Add comment" as illustrated below.
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Comments will be shown with the newest at the top, as shown below:

 

 
It is possible to edit and delete your own comments. 

 

2.6 Administration of news channels 

2.6.1 News channels position in the structure 

News and news channels for the short news live site "Noticeboard". This site is hidden from the navigation 

menu but accessed via the "Manage Content and Structure". 

The main elements of the Site Noticeboard is the "Noticeboard" containing news structured in news 

channels, and a number of discussion lists that contain comments on the individual news channels. 

 

.  

New channels position in the structure. 
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2.6.2 Creating news channels 

News channels created in the list Noticeboard. The list opens from the "Manage Content and Structure" as 

shown below. 

 

In the list view select the “element” 
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The "New Item" allows you to create news channels and elements (news).

 

Creating news channels from the list Noticeboard. 

News channels specified as shown below. Only the title field.

 

2.6.3 Administration of right to news channels 

Rights for news channels (read and write access) to news channels in the list Noticeboard through standard 

SharePoint features. 
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From Noticeboard list selected news channel and the function menu is available from the list.

 

NoticeBoard list. 

 

From the menu option select manage permissions 
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From administration rights in the normal SharePoint. That first stopped inheritance rights, after which new 

rights are deleted and / or added.

 

Administration of rights in SharePoint. 

2.6.4 Connecting the comment option 

Comments on the news in the news channels controlled via discussion lists in the site Noticeboard. If this 

site is a discussion list with the same name as a news channel, allows users to comment on the news on the 

channel. Discussion Lists created from within "Manage Content and Structure". Select New -> List as shown 

below.  
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Then select list type "Discussion Forum".

 

When creating discussion list, it is important to list the name exactly the same as the name of the news 

channel in order to be able to comment. 

 

 

2.7 Create internal news 

Click on "News" , or click on an internal news. When you are in the news archive, as shown in  the 

breadcrumb, you can create an internal news.Click site actions new page. 
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Write the name of the news and click create. 

 

 

In the news following fields are required:  
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- - Target group: If the news is only applicable to a specific target group (AD-group/sharepoint groups 

or audiences) 

- Uploaded Image: The image will be displayed at the news on the front page 

The size of uploade image should be 100px * 60px (WxH) 

- Site image: The image that appears on the page with the news 

The site view is shown in its original size,  there is not a specific format. However, works well in high 

definition approx. 150px * 200px (WxH) and widescreen images for about 250px * 200 (WxH). 

- Title: News title 

- News Date: News date 

- Site Content: News content. Note that here we can use the editing tools from the tabs in the top 

 
When inserting images in the news, you can set the size. 

Publicer nyheden 

 

 
If you want the news to automatically expire (or start late), you can select "Schedule" tab "Publish" 
before publishing the news. 

2.8 Archieve of internal news 

Click archive below internal news on the front page. 

Here it is possible to search text and filter on year and month.

 

2.9 Training 
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 Create a short news, which is valid for today and tomorrow. Include an attachment to the news. 

 

 
Edit your personal viewing of short news by selecting and deselecting news channels in the view 
and mark a few news as read. 

 

 
Create a new news channel, set rights on this and create an opportunity to comment on the 
channel 

 

 
Create an internal news that is valid today and 2 weeks ahead. Upload an image on the news. 
Adjust the size of the image. 

 

 How many internal news was created in 2011? 

 

Notes 
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3 Web sites 
As previously described, a website is a collection of information (lists, pages, etc.). If you want an item in its 

menu structure either with additional sub-menu items or special content which is only valid for this menu 

item, you should create a website instead of a page. 

3.1 Create web site 

Click web site actions -> New web site. 

 

 
To get the best user experience in creating websites, you should install Silverlight on your 
computer. Otherwise you get another view than the above. 

 

You can choose among the following web sites:  

Webtop Wizdom site A standard Wizdom site 

Webtop Wizdom site with 
timed release 

A standard Wizdom site, with the ability to time manage the publishing of 
sites. It is on the individual sites controlled when they want to publish, and 
when they turn to "unpublished". 

 

In addition, the administrator can turn more site types on and off. 

Enter a title and a URL (only the part of the url to characterize the site you are creating) and press Create. 

 
The URL should be short and meaningful and NOT contain spaces and special characters. 

Once the site is created, you will come to a default front page of the new site. 
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When you have to create a website, it is important to be at the site you want as parent site. If one 
wishes to create a department "HR" under "Departments", you have to stand on the front page of 
the website "Affiliates" when you choose to create site "HR". 

 

3.2 Display all content on the web site 

To view all content on the site, click on Site Actions -> View All Site Content.
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Then you come to the content page, which is divided into categories as shown below.

 

From this page you can get an overview of content on the site and create new lists, websites, etc. by 

clicking "Create". 
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3.3 Training 

 Create a site with your own name as title 

 

 Create a site below the site you have just created 

Notes 
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4 Sites 
As previously described, a site is the “lowest” level in the menu structure. If one therefore wants an item 

that just displays text or content that exists elsewhere on the intranet (possibly in the same site as the 

page) and do not want further sub-menu item, you should create a page. 

4.1 Create a site 

Click website actions -> New site 

 

Type in a name on the front page in the typed in name on the site in the dialogue box. This name will 

appear in the top of the browser. 

 

The new site is checked out and editable. 
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4.1.1  For further information about creating sites, see Section 4.1.1.1 Keywords on sites 

 

4.1.1.1 The tab generally 

 

Fieldname Description  

Date for revision Date when the site needs revison. Before the revision date a work flow notifies the 
contact person on the site. If the revision date is exceeded a warning is displayed on 
the site. 
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Hide site 
information 

Show or hide site information 

 
 

Hide comments Show or hide comments 

 
 

 

4.1.1.2 The tab contact information 

 

Field name Description 

Contact person Shows the contact information for the site 

 
 
 

Use department 
contact 
information 

Gives the opportunity to choose a contact department instead of a person. 

 
 

Hide contact 
information 

Show or hide contact information. 

 

 
 Administrator has the option to turn off the ability for contact information, so this option does not 
exist on the pages 
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4.1.1.3 The tab relations 

 

Field name Description 

Key word Here you write / select the keywords that describe the page. On the basis of these 
tags are searched related documents, news pages and people.

 
Hide related  Shows/hides related documents, news, sites and persons. 

 

 
 The administrator has the possibility to deselect the related information. 

 

 
Note that a newly created site will not appear in related sites when running a crawl. 

 

4.2 Edit site 

In order to edit a site  click web site actions Edit site 
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The site is now editable 

4.2.1 Metadata on sites 

 

 

4.2.1.1 The tab contact information 

 

4.2.2 Edit text 

On the site  
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The site indicated a title and a page where you can add content with the built-in editing tools that appears 

when you click in the page content.

 

Figure 2 Format Text tab editing tools 

 

Figure 2  Insert tab editing tools

4.2.3 Insert image 

If you would like to add an image there is 3 different ways to do so: 

 

You can insert a picture from Wizdom , which will provide a dialog box from which you can 

navigate to an image already uploaded to Wizdom 

.  

You can insert a picture from the address at which there would be a dialog from which you can 

enter the URL to the image, and an alternative text. 

 

You can insert an image from the computer where there would be a dialogue with an upload field 

and the ability to choose which directory to save the image in the website. Here one should 

typically choose Image Library. 
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After pressing OK, you will be presented with a dialog where you can enter some additional 

information about the image. This will make it easier to reuse the image later. 

 

After the image is inserted, you can move it and resize it as in Word. 

4.2.4 Insert a video 

To insert a video, click on the "Video and Audio" tab, paste. 

 

This automatically inserts a webpart (see section 6 Web Parts) in the text box that you can configure by 

clicking on the text. 
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Next comes a new tab "Media" page, where you can press the "Change Media". 

 

This provides the same options as the insert image, and the process is exactly the same. 

In addition, you can change "startup screen" on the video, click the "Change picture". 

4.3 Change site layout 

In order to change the site layout, click Sitelayout under the tab ”site” and choose the layout you want. 

 

4.4 Check out and publish 

When a site is being edited, will happen following things before it becomes visible to end user. 

The site must be saved When the site is saved, the amended version is only visible to the person who 
edited the site. Anyone else see the previously published version..  

The site must be 
checked in 

When the page is checked in, it is visible to all who have permission to edit the 
page. Anyone else sees the previously published version. 
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The site needs to be 
published 

When the site is published it is visible to all. 
 

 

If you do not want to perform all three steps, it is possible to simply check the site, or simply publish the 

page. The previous step is then automatically executed. 

To save or check in the side, use the buttons "Save and Close" and "Check In" respectively., Both under the 

Page tab and tab format the text 

 

To publish the page, use the tab "Publish".

 

If you have chosen to create a site such as "Webtop Wizdom site with timed release", it will be possible to 

use the "schedule". 

 

This button opens a dialog from which you can select the start and end publishing date (and time) of the 

page. 
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4.5 Delete a site 

In order to delete a site you have to make sure that the ribbon is displayed. If the site is  If the page is being 

edited, this occurs automatically. Otherwise, click on Site Actions -> View ribbon. 

 

Hereafter you have to click”delete site” beneath the tab ”site” 

 
Before you delete a site, you should ensure that you stand on the right site. Check breadcrumb. 

 

 

 
 Note, it is not possible to delete the front site of a website 

 

 
 A deleted site can be recreated from the recycle bin. 
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4.6 Training 

 Create a page in one of the previously created sites 

 

  Edit the site and insert relevant keywords 

 

  Write text and insert a few images or videos in the text 

 

 Create another site in the same level 

 

  Change the layout on the site 

 

  Delete the last updated site 

Notes 
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5 Web parts 
Webpart in Wizdom is a way of creating dynamic content on the sites. 

5.1 Insert web parts 

It is possible to insert a webpart on a site in two ways: 

1. Insert a web part in a web part zone 

 

 
 

To insert a Web Part in a Web Part zone, click the "Add a Web Part". 

 

2. Place it in the area site content 

 

 

 

To insert a Web Part in area page content, press the button "Web Part" tab Insert Web Part zone, 

press the "Add a Web Part". 

 

In both cases, there will be a dialogue at the top of the page, where you can select the Web Part you want 

to insert and which zone you want to add it. 
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5.2 Edit webpart 

To edit the properties of a Web Part, you must click the triangle in the upper right corner of the Web Part, 

and then click "Edit Web Part" 

 

Appears as a dialogue on the right side of the screen where you can choose to edit the properties of the 

Web Part under each category. 

 

All web parts have different features.  

5.2.1 Web parts lists 

 

All have a common ability to be able to edit the display to be used, and the type of toolbar to be used. 
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5.3 Move the web part 

It is possible to move between Web Web Parts by dragging them with the mouse. It is not possible, 

however, to move to and from the Web page content. Note that the Web Parts on Wizdom front pages 

have different graphics depending on which site they are placed. 

5.4 Delete web parts 

If you want to delete a Web Part from the page again, click on the Delete button in the Web Part menu. 

 

 

 
If you wish to hide the web part and use it later again then click close. 

 

5.5 Training 

 Insert a Web Part on a page in your site that shows all pages on the site 

 

 Insert a web part on a page in your site  that show all images on the site 

 

 

 
Edit the web part, so it hides the toolbar and thus does not allow to add a new item to the list 
through this web part 

 

 Delete one of the web parts 

Notes 
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6 Lists 
As mentioned previously, Wizdom is a simple generic database that contain any elements. 

6.1 List types 

The following default list types in Wizdom divided into categories: 

Libraries 

Libraries is the type of list that may include a file 

Library type Description 
 

Activity library A place where rich media assets such as images, audio and video files can be 
shared, browsed and managed. 
 

Image library A place for transferring and sharing photos 
 

Document library A place to store documents and other files you want to share. Document libraries 
allow folders, version control and check-out 

Form library A place to manage business forms such as status reports or purchase orders. You 
will need a compatible XML editor, such as Microsoft InfoPath for form libraries. 
 

Wiki-site library  
A related set of web pages that can be easily edited and which can contain text, 
images and web parts. These web pages are NOT as part of the menu structure. 

 

 
 
Before embarking with a form library, you should look at the Wizdom Web Part web form. 

 

Lists 

Library type Description 
 

Announcements A list of news items, status and other short information. 
 

User defined list 
 

An empty list where you can add your own columns and views. Use this if none of 
the built-in list types correspond to the list you want to create. 
 

Discussion Forums A place for discussions similar to news groups. Discussion Forums makes it easy to 
manage discussion threads, and can be configured to require approval of all posts. 
 

Hyperlinks  
A list of links to Web pages or other resources. 
 

Calendar A calendar of upcoming meetings, deadlines, and other events. Calendar 
information can be synchronized with Microsoft Outlook. 

Contact persons A list of persons, your team works with customers or partners. Contact lists can be 
synchronized with Microsoft Outlook. 
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Assignments A place for team or personal tasks 

Issue tracking A list of problems associated with a project or item. You can assign, prioritize and 
track the status of issues. 
 

Project tasks A place for team or personal tasks. Project Task Lists contains a Gantt Chart view 
and can only be opened with Microsoft Project or other compatible applications 
 

Investigation A list of the questions you'd like others to answer. You can use surveys to quickly 
create questions and view graphical summaries of the responses 

6.2 Create list 

To create a list, you must stand on the site where you want to create the list. 

Click Site Actions -> View All Site Content. 

 

Click create. 
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Choose a list type and name it in the dialogue box. 

 

 

When you click create, you will be redirected to the front of the list. 

6.3 Create edit items in the list 

In order to create items in the list, you can either click on the "Add new item" in the list view 

 

or you can click on "New Item" tab "Elements". 
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To edit an item, click on "Edit Item" in item's context menu, 

 

or select the item and click the "Edit Item" tab elements. 

 

6.4 Edit list 

6.4.1 Create column 

If you have created a list where you want an extra column, one can tab List,click the "Create column. 
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Then you must type a name for the column, select a column type and specify the settings for the selected 

column type. 

 

When you click ok, the new column appears in the view. 

 

 

 

6.4.2 Delete/edit column 

To delete a column, click on "List Settings" tab List. 

 

 

Then click on the desired column under the heading "Columns". 

Here columns can either be edited or completely deleted. 
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6.5 List views 

To view the existing list views in a list, you can click on the dropdown box below "Current View". 

 

6.5.1 Edit list views 

To edit the list view that is  being used, click "Edit View" below the tab list. 

 

Here you can edit the display name, which columns should be included (and order) in the view, sorting and 

filtering of view, etc. 
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6.5.2 Create list view 

If you want to create a new list view, click on "Create View" in the tab list. 

 

You must select either a view, or start viewing from an existing view. 

 

Then you come to a page where you can name and edit the view. 

6.6 Insert a list in a web part 

See section 6.1 Insert Web Part in order to see how to insert a web part. 

6.7 List settings 

To get to the list settings, click  "List Settings" in the tab List. 

 

On the page settings you can include title and description, version, settings and validation settings for the 

list. 
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In the advanced settings you can, among other things specify whether it should be possible to attach files 

to an item and whether it should be possible to read all elements in the list, or only the elements you have 

created. 
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6.8 Training 

 

 Create a list of the "Announcements" on the previously created site 

 

 Create an element in the list 

 

 
Modify the list, so there will be an extra column "Contact" of type "Person or Group". Set column 
to be mandatory. 

 

 Edit the created element 

 

 Adjust the current view so that contacts do not appear in the list, but only when opening an item 

Notes 
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7 Documents 
Document Libraries operates largely as lists, so this section assumes general knowledge about lists. 

There are four things that make document libraries in Wizdom different than a directory structure in 

Windows Explorer. 

1.  The option to have meta data on documents 

2.  The option to have versioning on documents 

3. The option to have check in /out functionality ont your documents 

4. Significant improvements in document searches 

7.1 Metadata on documents 

In a standard document library is the title field as metadata in the document. It is possible to add extra 

metadata to these items 

 

However you can edit them in Word. 

 

Creating new metadata to a document library, made similar creating new columns in lists. Therefore see 

section Error! Reference source not found. Edit list. 

7.2 Versioning check in and check out  

To set options for versioning and check in / out of the document library, click on "Settings library" under 

the Library tab and then click "Settings versions". 
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You have the following options: 

Approval of content Hvis man vælger ja her, kræves der efter publicering godkendelse af en bruger 
med godkenderrettigheder på dokumentet. 
If you choose yes here, authentication is required for publishing of a user with 
approval rights on the document. 
 

Version history for 
documents 

Here you can choose between 
- No versioning 
- Superior versions (1, 2, 3, …) 
- Superior and minor  versions (0.1, 0.2, …, 1.0, 1.1, …) 

 

Security for draft item Here you can specify who can read minor versions (0.1, 0.2, 1.1, 1.2, …) 

Require check out If you choose yes here, the document is checked out before you can edit it. It 
prevents concurrent editing of documents 
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7.3 Create new document 

For at oprette et nyt dokument, klik på ”Nyt dokument” under fanen Dokumenter. In order to create a new 

document click ”new document”.  

 

Here you can choose between the types of content present in the document library. When you click on a 

content type, open the template directly in the appropriate Office program. 

7.4 Upload a document 

In order to upload a document, click  

For at uploade et dokument, klik på ”upload document” click document. 
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Here you can choose to upload one or several documents. 

 
Note that the "Upload multiple documents" are subject to at least Office 2007 on the client 
machine 

 

 
If you choose to upload multiple documents, you can drag and drop documents from its 
pathfinder. 

 

 
Note that when a document is uploaded, it will not be checked-in. If Check-In/Check-Out is 
enabled. 

 

 
 If you wish to upload one document use the link, add document.  

 

7.5 Create a new version 

To create a new version of a document, the document opens in Word, click the document name. Then you 

can check out by using Word's built-in functions. 

 

Alternatively you can check out the document by clicking check out in the top menu. 
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 When you close the document from Word, you are prompted as to whether the document must 
be checked in again. 
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7.6 Training 

 
Find the document library on the site set up and make sure that check in / out is enabled, and both 
child and parent versions are enabled 

 

 Create a word document in the library, write text in it and save it.  

 

 Create a new Word document, open it in Word, edit it and check it in. 

Notes 
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8 Images 
When creating a site, make an automatic a picture library named "Images". This library can be used to 

upload images, video and audio files that you want to use the pages of its website. This can be done either 

when you want to use them on the site (see Section 5.2.3 and 5.2.4 for inserting images and video on a 

page), or it can be done ahead. 

8.1 Upload an image, video or audio file 

In order to upload photos, video or audio files to library "Pictures", click on "Upload Document" on the 

Documents tab. 

 

Hereafter you can choose to upload to one or more files. 
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8.2 Training 

 Upload an image or a video to an image library 

Notes 
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9 Site settings 

To change the settings for the site, click Site Actions -> Site Settings  

Following screen is shown 
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9.1 Change site title, description and icon 

Click on "Title, description and icon" below "User Interface". 

The title of the site include the navigation structure while the description and icon for the site is in the 

search results. 

 

9.2 Change the navigation 

Click on the "Navigation" below "User Interface". 

The main feature on this page, is "Navigation Editing and Sorting

 

Here, it is possible to hide / delete the elements do not want to be included in the navigation structure, 

respectively. Global navigation (top menu) and current navigation (left menu). Furthermore, you can add 

new menu items, and sort the items in the menu. 
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9.3 Web site permission 

 

Click on the link below the ”users and permissions”. 

 

On this page you can see who has access, whether it is a user, sharepoint group or AD group and the 

permission levels they have. 

Since the site in this example inherits rights from its parent site, you can choose to manage permissions of 

the parent or to stop inheriting of permits for this site. The latter will copy the permissions of this site, and 
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make them editable.

 

Here I have the option to delete the existing user permissions or granting permissions to a new user / 

group. I also have the opportunity to create a new group and assign permissions to this. 

 
Click the "Check permissions" to examine what permissions a specific user / group have to this site. 

  

By default, the following permission levels (this can be changed during configuration of Wizdom)
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9.4 Delete website 

Click the link below "Site Actions" Delete site.

 

 
When you delete a site, it is important to stand on the site you want to delete! 

 

 
It is not possible to delete a site that has subsites. These must be deleted first. 
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9.5 Training 

  Change the website title and see the changes in the navigation pane 

 

  Add a menu item in the navigation pane and change the order 

 

  Change the permissions on the website – only you must have write permissions 

 

 Delete the website 

Notes 
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10 My web site 
My Site is a personal site, one single location to manage all the documents, content, and tasks you have at 

any site in your organization. 

You can also present content and documents for other people create their own workspaces, provide 

information about themselves to others and get the status of one's colleagues. 

10.1 My profile 

On the "My Profile" you can get an overview of its information and edit their profile information.  

 

10.2 My content 
On the "My Content" displays the content you have on your own site. It is possible to create new sites, lists, 

libraries, blog posts and more. This functionality works as the intranet. The content will only be displayed 

on your own site. 
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10.3 My news feed 

In "My news feed", a collection of information. Among other things, displayed colleagues' status updates 

and new sites / documents. 
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10.4 Training 

 Edit "My Profile" and paste the "About Me" Telephone, Interests and "Ask me about". 

 

 Create a blog  

 

 Change site title, and see the change in the navigation 

 

 Add a document into the "Personal documents" below My Content 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


