Sharepoint Weekly Spelling List - Team Template
Rick Botero, Eagle Ridge Elementary

Sign on to your website.
First you'll create a new Spelling list, customize it, add it to your webpage, then customize a bit more.

Create

Announcements

4| Things To Bring
|
Create a list of things that attendees should bring to be prepared for the meeting, such as notebooks, handouts, or something to eat.

g__j Announcemen
Create an annk "~ Jcements list when vou want a place to share news, status, and other =hort bitz of information.

Spelling, Quick Launch - No, Create

Mame:

|Spe|ling

Description:

. Display this list on the Quick Launch bar?

" Yez * Ng

Create I | Cancel
L&

Modify settings and columns

Botero Test
@ Spelling

Select a View SINew tem  ¥gFiter [ Edit in Datasheet

All ttems @ Title Modified

There are no items to ghow in this view of the "Spelling” list. To create a new item, click "New item” above.

& Alert me

= Export to
spreadsheet

= Modify settings and

cul{ip')ns

-
Actions




5. Add a new column

Botero Test

Customize Spelling

Uze thiz page to change the design of the list, such as itz name, security settings, and columns. You can also create or change views of the list.

@ Go Back to "Speling”

General Settings

T ~4f| General settings of this list include itz name, description, and security. Current general settings of this list:
E E

Title: Spelling

Web Address: hitp://=ites 2d43 bo calelementary/eagleridge/rbotero_testitest/l iztz/Speling/Alltems. azpx
Dezcription:

Atftachments enabled: Yes

Content Approval Reguired: Mo

& Change general settings
o Save lizt as template
= Change permizzions for this list

@ Delete this list

Columns

_aj A column steres information abeut each item in the list. Columns currently in this list:

Column (click to edit) Type Required
Title Single line of text o

Body Muttiple lines of text

Expires Date and Time

B Add a new culug{_ﬂl
& Change the ordel the fields
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Setup a new field called Begins
Enter options as below, click OK

Celumn name:

|Elegin5

The type of information in thiz column is:
{" Single line of text

i Multiple lines of text
i Chaoice (menu to choose from)
i~ Number (1, 1.0, 100}
{~ Currency (3, ¥ £)
i+ Date and Time

{ " Lookup (information already on thiz site)
i “es/Mo (check box)

i Hyperlink or Picture

" Calculated (calculation based on other columng)

z

Description:

Require that thiz column containz information:
i vez f{* Mo

Date and Time Format:
i~ Date Only ' Date & Time

Default value:

¥ (Mone}

" Today's Date

r~ w4 |12am ~| Joo |
Enter date in M/DM™™™ format.

" Calculated Value:

| by

v add to default view

oK RJ Cancel




Change the order of the fields

Columns

Column click to edit)
Title

Body

Expirez

Beginz

= Add a new column

B Change the order Eftinf fields

E A column stores information about each item in the list. Columnz currenthy in this lizt:

Type

Single line of text
Muttiple lines of text
Date and Time
Date and Time

Field Order

Uze thiz page to change the order of the fields that site visitors fill cut when they add tems.

Chooze the order of the fields by 2electing a number for each field under "Position from Top™

Field Name
Title

Body
Expires

Beginz

Position from Top

Cancel

=

Define the All Items view, for you to use to maintain your spelling lists.

Click on A/l Items

Views

View (click to edit)

All ﬁfgﬁ

E Create a new view

= E A view of a lizt allows you to =e= a particular =election of tems or to zee the ite

Default Wiew

W




10.

- Columns

Select or clear the check box next te each column you want to show Display Column Name Position from Left

| number nthe Position from leftbox. B Tl (inked to tem with gt menu) [ =]
i N Body m
i v Begins IE
~ Expires IE
N Title 5 -
r D [ ~]
r Modified [ =]
i N Created IE
i - Created By m
I B WModified By 10 -
i N Attachments 11 -
I Edit (link to edit tem) |E|
i B Title (linked to item) 13 =

Click OK at the bottom of the page.

Now you have a Spelling List defined where you can enter weekly lists with Begins and Expires dates.
You also have the list showing on your webpage but you can't see it just yet from here.

If you click on either of the red-circled links below, you'll go to your full spelling list where you have full
access to all items. This is not what webpage viewers will see - only what you the designer sees.

Uze thiz page to change the design of the list, such as itz name, security settings, and celumns. You can alzo create or change views of the list.

@ Go Back to "Speling™

General Settings

__,E’ General settings of this list include itz name, description, and security. Current general settings of this list:

Title: Spelling
Web Address: C http:/tsites.2d43 be.calelementary/eagleridge/rbotere_testestiListz/Speling/alliterns. a@
Description:

Click on one of the links above, and enter in some weekly lists.
It will look like this:

Spelling

=New rt% ViFiter A Editin Datashest

Title Begins Expirez

There are no itemz to ghow in thiz view of the "Spelling” lizt. To create a new item, click "Mew item™ above.




Spelling: New Item

|l Save and Clo [ AttachFile Go Back to List

Title*  Junit 34

Body

Spelling Unit 34 -

1 pickle
2 buckle
3 prickle
4 freckle -

Begins [g/5/2006 i |12 am > foo +|

Enter date in W/DVY™™™ format.

Expires [6/11/2006 | ]

Enter date in WD ™™ format.

Spelling
7T llolooolooiiiooiiioiiiosees
SNew tem  YgFiter [ZAEditin Datasheet
i Title Begins Expires
b |Unit 34 T rew SIS/2006 12:00 AM 81112006
View Item
| Edit Ttem
¥ Delete Item
; Alert Me

You can nhow fully maintain every Spelling Unit as a different item in the list.

11. Click Home to now add a section that displays a limited view of your spelling lists on your site.
12. Modify Shared Page, Add Web Parts, Browse
Modify Shared Page «
| Browse ﬂrm Add Web Parts k
5o Search = Design this Page
Import Modify Shared Web Parts »
about - .
el shared View
8 Personal View

Choose the 2™ Gallery (your school name), find the new Spelling webpart, choose a left or right screen
position, click Add



Browse hd

Select the gallery you would like to

browse.
Web Part Page Gallery (0}
| Eagle Ridge Elementary Sch... (15) |
Virtual Server Gallery (15)
Online Gallery (¢=))]
Web Part List ¥ Filter

E| sD42 Content Editor ...
L[| SD432 Page Viewer We...
3] Shared Documents

&1 | spelling

[#] Tasks

Previous 11 to 15 (of 15)

add to: | ]

You should now have a new Spelling section on your webpage:

spelling - ® Site Image * X List Views b
There are currently no active announcements. To add a new You can E_dit the current view or select
anncuncement, click "Add new announcement” below. f' another view.
& Add new announcement “ L'l ,.'f' Selected View

loment

WlndOWS . |Currer|t view ﬂ

SharePoint Services

Edit the current view

Toolbar Type
[ Summary Toolbar = |

Links - X

Tl al

You must now change this view of the Spelling list so that only the current week's list shows,

Only Body and Begin Date shows, and the user has nowhere to click to get to your full set of Spelling
Units.

Modify Shared Web Part



Unit 34 ! Hew GIBI2006 756 PM Minimize
by Botero, Rick
Speliing Unit 34

Close

|:;. Maodify Shared Wet]:FPar‘t |
pickle @ Help R
buckle

prickle

freckle

cackle

tickle

chuckle

whistle

hustle

[ I R A

Change Selected View to All Items, Apply

>>

You can edit the current view or select
another view.

Selected View

Current view *

Current view
=ZUmmary views  [Selected Yiew

|5ummar5rTqut:-arﬂ

Appearance
Layout
Advanced

Edit the current view

Hr

“ou can edit the current view or select
another view.

Selected View

All ttems |

Edit the currentﬁw

Toolbar Type

SummawTuulbﬂrﬂ




Set the Columns section as shown next:

- Columns

Select or clear the check box next to each column you want to show or hide in Display Column Name
thiz view. To specify the order of the columns, select a number in the Position § . . . , .
from left box. o Title (linked to tem with edit menu)

<l

Begins
Expires

Title

< 717

Body

]

Modified
Created
Created By
Modified By
Attachments

Edit (link to edit tem)

[ i (i i I B B

Title (linked to tem)

Position from Left

i

el

AIEIE
4] [4]]4

Set the Filter section as shown next.

This will choose for display only spelling lists with current date falling in their begin/end date range.

- Filter
Showe all of the tems in thiz view, or dizplay a sub=set of the temz by using
fitters. To fitter on a column based on the current date or the current user of the lﬁ miﬂ Show all items in this view

zite, type [Today] or [Me] as the column value. Show me more information.

v E Show items only when the following is true:

Show the tems when column

|Begins

|i3nutequa|tc| j
|

(¢« And " Or

When column

|Begin3

|i3lessthan or equal to j

|[Today]

(« And " Or

When column

| Expires

|is greater than or equal to ﬂ

|[T0day]

Show More Columns. ..

Click OK at page bottom.




14, Remove ways for viewers to click on things! (also adjust width)

Modify Shared Web Part (again!)

Minimize

Close
@ Modify Shared Web Part
@) Help

1 Spelling x

2

“ou can edit the current view or gelect
another view'.
Selected View

Current view ﬂ

Edit the current view

Toolbar Type
—
(LN o Toolar ﬂ)
Appearanc:e
i"-' Layout

Advanced




Should the Web Part have a fixed height?

- Yf:s-l Pixels LI
% No. Adjust height to fit zone.

5 idth?
* ves | 150 | Pixels -]

" No. Adjust width to fit zone.

Frame State
" Minimized
o Normal

Click ok

The finished section of your webpage should look something like this!

Body Beginz

Spelling 8152006 5:00 AM
Unit 34

pickle
buckle
prickle
freckle
cackle
tickle
chuckle
whizstle
9 hustle
10 castle
11 =imple
12 rifle

13 jungle
14 heckls
15 able
16 turtle
17 =ingle
18 cradle
18 =tumble
20 wrestle

£O = LN e L R =







