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Introduction

A centralized web portal has become a necessity in

organizations both small and large. An integrated portal

provides efficiencies and advantages not seen since the

adoption of computers and networks. The value of

getting everyone in the organization on the same page

and working in unison is instrumental to success.

Modern organizations have had to adapt, and the people

within them have had to adapt as well. As technology

giants fought to get their web portal products to market,

one platform has emerged a clear winner: Microsoft

SharePoint.

I wish I could say that I foresaw the success of

SharePoint back when I first started working with it as a

consultant. The fact is that when I was a new consultant,

I simply worked on whatever projects were selling.

Nearly a decade ago, I stumbled into a small SharePoint

project and still haven’t emerged from the SharePoint

world.

SharePoint 2013 is the latest version of the product and

has more fanfare attached to it than any previous

version. Microsoft products tend to get better over time.

(Some of my friends won’t buy a Microsoft product until

it’s the third version or later.) SharePoint 2013 won’t

disappoint; it’s a very mature and polished product.



 The release of SharePoint 2013 ushers in a new

strategy for SharePoint Online. No longer do you

need to wait a couple of years to use the latest

version of SharePoint in the Microsoft cloud.

SharePoint Online uses SharePoint 2013, and

everything you read about in this book directly

relates to SharePoint Online.

If you’re already familiar with SharePoint, then this

latest version of the product will be familiar, and many of

the annoying and painful bugs and interfaces of previous

versions have finally been worked out. You no longer

need a highly paid consultant to walk you through each

aspect of every feature. In a nutshell, things are finally

starting to get intuitive. (Although, if you need a

consultant, I can recommend a good one.)

Whether you need to create a new website for your team,

a new app to store content, or a page to approve and

publish critical information, SharePoint 2013 has a

solution. SharePoint 2013 is intended to be a self-service

environment, and this book helps you get the most out of

the platform.

I’m not saying that SharePoint is always easy; in fact,

like any enterprise software system, you can expect

some frustration. However, if your organization uses

SharePoint 2013 or SharePoint Online, you have a wealth

of solutions to solve your particular needs.

Who Should Read This

Book



This book is intended for anyone who encounters

SharePoint or is curious about using the product.

SharePoint is a vast product with many nooks and

crannies, and no single book can cover all the pieces.

This book is designed to provide an introduction and

overview of the platform. It shows you how to get the

most out of the product, whether you have never used it

before or are deeply familiar with specific aspects it.

Others who may benefit from this book include

 Developers: This isn’t a development book, but the

best SharePoint developers are those who understand

the product. The exciting aspect of SharePoint

development is that you don’t need to write

programming code to develop business solutions in

SharePoint. If you can work with a web browser to

develop a web presence in a site like Facebook or

LinkedIn, then you can develop and administer your

own SharePoint site.

 IT professionals: This isn’t a book that explains how

to set up a SharePoint server farm. However, this book

helps you understand what features your end users

may want to see in a SharePoint farm that you

architect or support.

 Managers: If you manage a department or business

unit, you need to understand how to get the most out

of SharePoint. If your company has made significant

investments in SharePoint deployment, it’d be a shame

if you didn’t know how to leverage that investment.

How to Use This Book

This book is a reference: You don’t have to read it cover

to cover. Because many of the features in SharePoint are



dependent on other features, I point you to related

chapters in the book when appropriate.

Foolish Assumptions

Because SharePoint is such a huge topic, I have to make

some assumptions about your configuration and starting

knowledge, such as

 You have access to some version of SharePoint

2013. If you don’t have access to SharePoint, then

sign up for SharePoint Online. After the free trial

period, it costs as little as $5 a month. If you want to

see all the specific things that come with the On

Premises version of the product, then there is a trial

license available for 30 days. Just download it from the

Microsoft download center and get started.

 You’re a contributor or administrator. Of course,

many of the scenarios in this book require only that

you be a contributor. So long as you know who your

administrator is, you can ask that person for elevated

permissions. And if you want to be master of your own

SharePoint universe as an administrator, you can sign

up for SharePoint Online and control all aspects of

your SharePoint environment in a fairly intuitive

interface.

 Ideally, you have a sandbox or test environment

where you can try different scenarios. It isn’t the

best strategy to lock down security on your Human

Resources site only to find out nobody in your entire

organization can get to their pay stub. You need a test

environment or test site where you can play around

with SharePoint, and then take that knowledge to your

department site. Luckily, if you have access to

SharePoint, you have your own personal My Site that



you can explore. Another alternative is to use

SharePoint Online (yes, you can buy a single license).

 Many of the scenarios in this book assume your

implementation includes My Site. Unfortunately,

many companies try to avoid using this feature. In

SharePoint 2013, My Site is an integral component for

many features. I strongly advise utilizing My Site.

How This Book Is

Organized

This book groups related SharePoint topics in parts.

Each part covers a different aspect of getting the most

out of SharePoint.

Part I: Getting Started with

SharePoint 2013
This part of the book covers all the fundamentals of

SharePoint. This material covers the basics such as

understanding the technology stack that makes up

SharePoint, getting familiar with SharePoint Online and

the cloud, and wrapping your head around the vast

features in SharePoint.

Part II: Diving Headfirst into

SharePoint 2103
In Part II, I show you how to use SharePoint. You

discover how to create a site, add web pages and web

parts, and create and customize apps.

Part III: Becoming a SharePoint

Administrator



In this part, I discuss how SharePoint administration is

accomplished right from the web browser and how most

people are administrators in some fashion. Topics

include gaining familiarity with the Site Settings page,

configuring site navigation and SharePoint features, and

making your site your own by changing the look and feel.

Part IV: Getting Social and Going

Mobile
In this part, I show you how to use SharePoint to connect

with others and take SharePoint on the road. You find out

how to build your visibility using your personal profile;

how to reach out and connect with others using

microblogging, feeds, alerts, mentions, ratings, and likes;

and how to use SharePoint from your mobile device

(smartphone or tablet).

Part V: Managing Enterprise

Content
Managing content is at the heart of a modern

organization. In this part, I walk you through sharing and

approving content, finding content with search, and

archiving documents and records. Finally, I also show

you how to use workflow to integrate and optimize your

business processes.

Part VI: Office 365 and SharePoint

Online
In Part VI, I cover the cloud version of SharePoint that is

part of a bundle of cloud products called Office 365.

SharePoint Online is an exciting offering because

Microsoft handles the infrastructure and you can simply

sign up and begin using SharePoint over the Internet. In

addition, SharePoint Online is as inexpensive as $4 per

month! In this part, you see how to create a public-facing


