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s Putting the Share
CS_C‘)phicity in SharePoint

Tips on Implementing League-wide
Collaboration and Document
Management Processes o




Introduction

Dave Mims, President
davemims@sophicity.com
770-670-6940 x110

We will cover:

* Briefly Microsoft on SharePoint
 Sophicity on SharePoint

* Food for thought

 Closing remarks and questions
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So, what is it?
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Microsoft on SharePoint

(Highlights)
* Collaboration
* Portal
» Search
* Content Management
* Forms
 Business Intelligence

 Management
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Sophicity Pains

* Access from anywhere
 Centralization
 Document Management
* Operations

* My Documents

 Collaborative Task Management
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Sophicity on SharePoint
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@-u- = |-é.;. https://sharepoint.mig —1_ g
) -
@-U-v| . & personal » davemims » Searc b
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& https:/fsharept| [l My SharePoint Sites
- | ErT'IFI'I:I'_‘,."EE Hz T Documents
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Sophicity on SharePoint

Portal
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i Accounting  Biz Dev Marketing sDC Site Actions ~

View All Site Content
Documents

Welcome Dave Mims = | My Site | MyLinks ~ | @ i

This Site: - | [P

Sophicity: We put the IT in city

Welcome to the Sophicity corporate intranet: v Lunch and Learn Sessions v
= Emplayes Handbook Mavigation E!Icmg the top provides sv._ec:urec_l access to d_epartment data. Mavigation along the left provides access to There are currently no active announcements. To add a
= Forms corporate wide documents, forms, lists, discussions, sites, etc. new announcement, dick “Add new announcement” below,
i ; : & &dd new announcement

. ) If vou have a support need, email helpdesk@mimsware.com or call 770-670-6940 x108.
= Operations Guide

Lists Additional References:

= Sophicity Book List

® BICBS of Georgia (Dental Insurance Provider)

Discussions * Employee Handbook
Sites » Greater Life of Georgia (LTD Insurance Frowvider)
People and Groups » HD Invest and Van Kampen (Retirement / Simple [RA)

Humana (Medical Insurance Prawvider)

|2/ Recycle Bin

L ]

» Operations Guide

* Quickbooks Timesheets

# Paszsword Manager (Change your Network Password)

Below you will find forms for Mileage, Expenses, Evaluations, Incidents, etc: -
Type Mame () Modified By
| _Templates Dave Mims

= Add new document

Below you will find documents for Letterhead, Powerpoint template, ... v
Type Mame () Modified By
L@  OCrganization Chart Dave Mims
_Templates Dave Mims

1
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4  Sophicity on SharePoint

My Site

Dave Mims Welcome Dave Mims « | My Site | My Links = |

I} .
ﬂ'“ My Site This Site: Dave Mims - | }3|
E My Profile Site Actions -

Dave M Ims Set as default My Site = Create Elog

Personal Documents v

Mew & Upload & Actions - Settings -

VWiew All Site Content

My Profile Type Name ) Modified By
= Details | Pictures Dave Mims
= Links | InterviewQuestions Diawve Mims
= Colleagues 3 vmail Dawve Mims

= Memberships

Documents

» Personal Documents

» Shared Documents

Pictures
» Shared Pictures

Lists
Discussions
Surveys
Sites

ﬁ- ] Recycle Bin
Csf:phigity
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Sophicity on SharePoint

Collaboration

Welcome Dave Mims = | My Site | My Links = @

This Site: - [ 2]

Sophicity

= Employee Handbook > Home = Edit Item

Homey Accounting | Biz Dew Marketing = MIC = SDC
B Employee Handbook: Home

— = Employee Handbook > Home
L,j Home
ok ||

Cancel
View Al Site Content
11 ' 1 1 Delete It Spelling... *indicate ired field
Documents Sophicity's Employment Practices Policy [ %oslernem | T seeling pdcisaranadis
= Employee Handbook Sophicity has a policy of providing equal opportunity to its employees and applicanty .o «
» Faorms sexual orientation, parental or marital status, disability, veteran status, sex, or age.
= Library compensation, benefits, education, social and recreational programs are administere{ Wiki Content
= Operations Guide . . o , . ) A9 i | 2 3EE
The Americans with Disabilities Act Policy, Equal Employment Opportunity Act Policy, A A.J . I U | === i A B0 v e

Lists Policy, and any other personnel-related policies adopted by the Board of Directors o

»

Sophicity's Employment Practices Policy r

Sophicity has a policy of providing equal opportunity to its employees and applicants for employment without

Sophicity Book List . . . . .
e Inquiries about open positions are strongly encouraged from qualified internal candid

Discussions department for further information and consideration. All internal inquiries will be tres e g s ! ! ! T
. . . . regard to race, color, religion, national origin, sexual orientation, parental or marital status, disability, veteran
Sites encouraged to refer external applicants for appropriate job openings. status, sex, or age. It is the policy of Sophicity to ensure that all personnel actions including compensation,
People and Groups ) ) . . benefits, education, social and recreational programs are administered in a nondiscriminatory manner along
Refer to the following sections for Sophicity policies related to: with all other aspects of employment. 3

5] Recycle Bin

The Americans with Disabilities Act Policy, Equal Employment Opportunity Act Policy, Sexual Harassment Policy,
Substance Abuse and Testing Policy, Training Policy, and any other personnel-related policies adopted by the
Board of Directors of Sophicity will be used in conjunction with this policy.

Inquiries about open positions are strongly encouraged from qualified internal candidates, and interested
parties should contact the Human Resources department for further information and consideration. All internal
inquiries will be treated confidentially. Sophicity directors, officers, and employees are also encouraged to refer
external applicants for appropriate job openings.

Refer to the following sections for Sophicity policies related to:

[[Alcohol and Drugs]]
[[Affirmative Action]]
[[Annual Employee Review]]
[[Computer and Internet Use Policy]]
[[Conference Room]]
[[Dress Codel]l
+ [[Employee Development]] -
To link to another wiki page in this library, type [[Page Name]]

Sophicity =T
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Sophicity on SharePoint

Accountability

=1

|
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A::counhng Biz Dev Marketing MIC = SDC

= Operations Guide > Continuing Education

Continuing Education

View All Site Content
Documents
= Employee Handboaok

Get approval for the certification track by your Practice Manager. The goal is to be premium certified within 6 mg
adhered to, especially if you are logging time on your timesheet to study for the exams in order to meet your hou
= Forms
= Dy 1. Select the exam and obtain the test prep materials from your Practice Manager.

= Operations Guide
2. Begin studying for an exam. The expectation is that you will take the test within 6 weeks. If you have tin

Lists company time, log it on your timesheet. It will be expected from the first day that you enter the study tim
n Sophicity Book List prc:-\.rider.

Discussions

=i 3. Check to see if the test is being offered as a re-take, in case you don't it on the first pass. Note; Mimswa
People and Groups a. This site is connected via your testing profile in:

& Recydle Bin i. https://sharepoint.mimsware.com/sites/NIC/Lists/NIC%20Team%20Certification%20Track/5ta

b. Click the word second shot
c. Register for the second shot voucher

Recent Changes

® User Management

e 4, Use the related testing site with the voucher to set an exam date

= Blogs and websites

O TSELI_S’EF'E and Design 5. Continuing studying up until the exam date. Again, the targeted test date should be for 6 weeks after you
guidelines

* Engagement Process 6. Take the exam

= View All Pages a. Pass the exam and notify your practice manager.
i. Provide a copy of the passed exam report to HR to be placed in your file.
ii. If this was your first exam passed, get your MCP ID to your Practice Manager so that it can bg
iii. If you pass move on to the next part of the study track

b. If you failed the exam, then start the process over setting the retake for 4 to 6 weeks out.

Last modified at 11/11/2008 4:34PM by Clint Nelms

I |
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Sophicity on SharePoint

Alerting / Notifications

Welcome Dave Mims * | My Site | My Links = | @

—
111

0 h1c1ty

We put the IT in city

E Accounting  Biz Dev Marketing SDC Site Actions -

= Library = MNew Alert

New Alert

|Uze this page to create an e-mail alert notifying you when there are changes to the specified item, document, list, or library.

View my existing alerts on this site,

Alert Title .
L
Enter the title for this alert, This is incduded in the subject of the e-mail notification sent for this mrary
alert.
Send Alerts To Users:
Yiou can enter user names or e-mail addresses. Separate them with semicolons. Dave Mims
8, [l

Change Type

Only send me alerts when:
Spedfy the type of changes that you want to be alerted to.

i@ all changes

() Mew items are added

() Existing items are modified
i) Items are deleted

i) web discussion updates

1
(_o’phu:lty
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4  Sophicity on SharePoint

Document Management

Welcome Dave

This Site: -

|l
C_o’phlaty

We put the IT in city
.ﬁ.ccnuntng Biz Dew Marketing = MIC = SDC

= Library = Templates = SophicityLetterhead

Library: SophicityLetterhead

Close

EE'Edit Item | K Delete Item I5§r~-1ar|ag|e Permissions | 53Manage Copies LhChEn:I-c Dut {:,]‘-.Fersicln History E")WDrI-:FIDws Alert Me

Mame SophicityLetterhead

Title

Version: 1.0 Clase
Created at 2/24/2009 10:26 AM by Dave Mims
Last modified at 2/24/2009 10:26 AM by Dave Mims

1
Csf:phigity
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Punch lists, Project lists,

Sophicity on SharePoint

lists, lists, lists...

= Document Library

Team

= Team Certification
Track

= Client Change Log

Management

» Team Uthzation

» SPLA License
Management

= CityCare Complete
Network Bundled

Helpdesk/Support
Hours Per Week

5] Recyde Bin

Title

Status Prionty

There are no items to show in this view of the "Client Task List” ist. To create a new item, dick New" above.

= Add new item

city of [ Checkiist (Weekly)

City of I

Expres: 4/5/2009

Monday- Tim White is on Call 3/30/2009 3:21 PM
by Clint Neims

Status

Modify

Customer Visit Type Modified By Date Completed

Expres: 4/6/2005
(More Announcements...)

There are no items to show in this view of the "City of Forsyth Cheddist (Weeldy)" list. To create a new item, dick "New" above. Infrastructure Links i
. o Dashboard Login
city of Il checkiist (Quarterly) v B
Status Title Quarter ) Assigned To } Modified By u _Tmesheets

_tiYear:Zoo9(4)

o [ scon setup Gude

CityCare (

CityCare Complete :: Monthly Checklists

Tite

Status

= Year: 2009 (26)

Customer Visit Type ) Assigned To Date Completed

SMonth : 04 (2)
2009/04 schedued NN ooty John Miler
2009/04  Schedued [N Monthly MIMSHOME jamveroller
MNew - Actions - Settings -
Title 4/5/2009 4/12/2009 4/19/2009

SMITIWIT|IFIS|ISIM|ITIWIT|FISISIM|TIWITIF|S

1
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Device Type
Title

Machine Name
CCN Inventory

Is the laptop at end of
life?

Is the workstation at end
of life?

P2V this server?
Consolidate this server?
Brand

ETA to Decomission
-Server- Role(s)

Canidate for (Server)
Consolidation or
ThinClient (Workstation)

05 and Version
Patched
Antivirus

Adequate Specs for
Memory, Disk, Proc(s)

Business Class

Risks(MNotes) :: Rogue
Apps or Services
Installed /Running

Desktop

- :: Inventory :: NG

No
No

No

No
immediately
N/A

Yes

Unknown
N/A,
NfA
N/A,

Yes




Food for thought...

Consider 3 Editions:
* Windows SharePoint Services (WSS)

* Microsoft Office SharePoint Server (MOSS) Standard
Edition

* Microsoft Office SharePoint Server (MOSS) Enterprise
Edition

Sophicity
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Food for thought...

Administration Considerations

EEIHDI'I'IE - Central Administration - Windows Internet Explorer

P

S A Ig http: ffmirmsapp02: 12129 default, asps j g || X ILive Search o|-
WAk € Home - Central Administration | | fy v B - o= - -k Page v (CF Tools +
Zentral Adminisktration Weelcome Administrator + | My Sike | My Links = | @ :I
-

Central Administration

Home @ Operations  Application Management hﬂimﬂ

Wiew Al Sike Conkent

Administrator Tasks = Resources =
Central : :
Administration Type Crder  Title Assigned Tao There are currently no
. . o . . Favarite links ko display. To
= Jperations There are nao items ko show in this view of the "adminisktrator Tasks" lisk, To add & new link, click "add
o e create a new ikem, click "Add new ikem" belaw, e link® below,
anagsment & Add new task 5 Add new link
Shared Services
Administration Farm '|'|:||:||:|||:|gl|!|||I -
= SharedServices] Server Services Running

MIMSAPPOL  Windows SharePoint Services Database

MIMSAPPOZ  Central Administration
Excel Calculation Services
Office SharePoint Server Search
Windows SharePoint Services Help Search
Windows SharePoint Services Incaming E-Mail
Windows SharePoint Services Weh Application

o] Recycle Bin

rmimsdc0l Windows SharePoint Services Outgoing E-Mail

=

|D|:|ne | | | | | | |‘:J Local inkranet H100% -
SOpl icit
1LY
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Food for thought...

Security Considerations

i
3=
[ Eaa _l.k-'..;-\.

[ ] Fl o =

ks
il
e

(Sophi

m Accounting

-'
,:s

.'

Biz Dev

Cmy

Marketing NIC  SDC

! Active Directory Users and Computers

L Eie

fction  Wiew  Window

Help

&= BME R EFRR 2B

ey Qa

View All Site Content
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Marne

ﬁSharepnint.ﬁ.cctMemhers
ﬁSharepnint.ﬁ.cctGwners
ﬁSharepnint.ﬁ.cctﬂisitnrs
ﬁSharepnintEizDevMembers
ﬁSharepnintEizDevaners
ﬁSharepnintEizDeWisitnrs

Mimsware 78 objects

Tvpe Descripkion |
E Sharepaint Administrator Iser
ﬂ Sharepoint Search ser

ﬁSharepnintCMSMemhers Securiky Group ...
ﬁﬁharepnintCMSDwners Securiby Group .,
ﬁSharepnintCMSﬂisitnrs Security Group ...
ﬁSharepnintDE.ﬁ.Memhers Securiky Group ...
ﬁSharepnintDE.ﬁ.Gwners Securiby Group .,
ﬁSharepnintDEMisitnrs Security Group ...
ﬁSharepnintHRMembers Security Group ...
ﬁSharepnintHRGwners Security Group ...
ﬁSharepnintHR'-.-‘isitnrs Security Group ...
|

Security Group ...
Securiby Group .,
Security Group ...
Security Group ...
Securiky Group .,
Security Group ...
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Food for thought...

Microsoft Licensing: Server and client access
licensing. For each server, or each server in a farm, a
valid server license must be purchased. For each
client accessing Office SharePoint Server 2007, a
Standard CAL must be purchased. To enable the
enterprise features of Office SharePoint Server 2007,
an Enterprise CAL, in addition to the Standard CAL,
must be purchased. Once the enterprise features are
enabled on a server, clients accessing that server, or
farm of servers, should have a valid Enterprise CAL in
addition to their Standard CAL when accessing the
enterprise functionality.

Sophicity
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So, what is 1t?

o A muffler. A German Tank M109 muffler...
Sophicity
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Closing Remarks and Q/A

Dave Mims, President
davemims@sophicity.com
770-670-6940 x110

Visit us on the web at:
Sophicity.com

Signup for our Monthly Newsletter
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