
What is SharePoint? 

1. Content Management System (INA) 
2. Collaboration Tool (DIS) 
3. “Application” Platform (DIS) 
4. Business Intelligence Platform 

 



SharePoint 

• BEST KNOWN FOR: 
– Document Libraries (also photo libraries) 
 

• Lists (everything in SharePoint is a list) 
– Libraries 
– Calendars, Tasks & Links  
– Custom Lists 

 



SharePoint is highly integrated with: 

• Microsoft Office – Excel & Access menus offer 
SharePoint functions and SharePoint offers Excel 
& Access functions. 

• Office Communications Server (OCS) – 
Microsoft’s instant messaging system has 
presence integrated into SharePoint 

• SQL Server Reporting Services (SSRS) – the core 
of Microsoft’s Business Intelligence platform uses 
SharePoint as its front-end presentation 



Types of SharePoint Environments 

• Dedicated SharePoint server/farm 
• Multi-tenant shared server (ex.-DIS hosted 

service) 
• Office365 – Microsoft’s low-cost, highly-scaled 

 multi-tenant environment for SMBs 
 

 
• Consider which type of environment is right for 

your organization based on business needs, 
security concerns, skillsets available & BUDGET 



Skills Required to Run Your Own 
SharePoint Server or Farm 

 
• Windows Server 
• SharePoint Administration 
• SQL Server (everything is stored in SQL Server, 

but you don’t access it directly) 
• … and toss in some Exchange Server & 

Network skills, too. 
 



Considerations –  
Is SharePoint right for you? 

• Budget 
• Security & Confidential Documents 

– SharePoint may not be your answer 
• Compliancy (PCI, HIPPA, etc.) 
• Support 

– Host is your critical business partner, providing 
support & disaster recovery processes 

• IN-HOUSE SKILLS 
– No-Code does not mean no skillsets required 
– Can be a steep learning curve 



1.  Content Management System 
- This is SharePoint 



And this is also SharePoint 



Content Management System 
- Behind the Scenes 

• Made up of lists & pages 
• Workflow-driven approval process 



Use Web Parts to Create Web Pages 
 • Can create web pages without knowing HTML or web development (to a degree) 

• Web parts are like building blocks you can drag & drop onto your page (Lists, etc.) 

Calendar 
Web 
Part 



2.  Collaboration Tool 
“One Version of the Truth” 

• Document Libraries 
• Calendars 
• Issues Lists 
• Tasks Lists 
• Custom Lists 
• Wikis (good for knowledgebases) 



3.  “Application Platform” 

• Use built-in forms or create custom forms 
using SharePoint Designer or InfoPath 

• Use custom lists to simulate database tables 
• Use workflows (either SharePoint Designer 

workflows or Visual Studio workflows) to 
automate business processes. 

• Combine to create “no code solutions” that 
can replace manual processes or custom-
coded programs 



What is a workflow? 

• A set of procedural steps used to to automate 
business processes 

• Can be created using 2 methods/tools: 
– SharePoint Designer (no-code, does not require server 

access, more limited) 
– Visual Studio (requires programming language 

knowledge & access to server, more robust) 
• Both types of workflows utilize Microsoft’s 

Windows Workflow Foundation 
• Workflows are attached to a specific list 



A SharePoint Designer Workflow 



1.  Attach SPD workflow to a list 
2.  Select when the workflow should start (a new instance) 

1 

2 



Workflows are built in STEPS 
with CONDITIONS & ACTIONS 

 



Conditions 

 



Actions 



4.  Business Intelligence Platform 
<- Data Connections provide 
connectivity to data sources 
(databases, etc.) 

Reporting Services (SSRS) 
reports can be designed in 
Visual Studio (BIDS) or in a 
more user-friendly web 
browser tool called Report 
Builder.  
 
Similar to Crystal Reports. 



EXAMPLE: 
Check Register 

• Utilizes: 
– Custom lists 
– Security groups control access & functions 
– Email alerts 

 
– NOTE:  This is not a financial system and does not 

contain any non-public information. 
 



Check Register Form 
(this is a standard auto-generated form) 



Check Register Email Alert 

Alert received: 



Check Register List 



EXAMPLE: 
ASSET II Invoicing  

– it’s just a standard SharePoint site! 
• Utilizes: 

– Custom Lists & Email Alerts 



• A custom list: 
 



• A (simple) standard form: 
 



• A document library to hold budgets: 
 
 
 
 
 



• A custom workflow was added to assign 
tasks when a new invoice is added 



EXAMPLE: 
TTAG – Technology Transfer 
Assistance Grant Program 

 • Utilizes: 
– Custom SharePoint lists (including tasks) 
– Custom Form (SPD today, InfoPath tomorrow) 
– SharePoint Designer workflows 
– MS-Access integration & Crystal Reports 
– Email alerts & notifications 
– Automatically generated documents 



Custom Form 
(today- SPD.  tomorrow – InfoPath.) 



Application is submitted to one list, a 
workflow moves it to another list for 

processing. 



Workflow is manually started on an 
application (… really, a list item) 

INITIATION FORM 
(developed in SPD as part 
of the workflow design) 



Workflow Assigns Tasks to Committee 
Members 



Committee Members are maintained in a list so they can be 
easily updated. 

 
The workflow pulls information from the list, similar to looking 

up values from a database table. 



Workflow Processing 

• When tasks are completed, the workflow 
resumes and performs more actions 
– Assigns more tasks 
– Creates documents in a document library using 

WORKFLOW VARIABLES 



Workflow creates documents in 
document library using a template and 

workflow variables 



Reporting on the Data: 
Export List Data To Excel 



Can use MS-Access to link to SharePoint Lists 
(which work like linked tables in Access) 



Reporting tools can be used against the 
SharePoint data via the Access DB 

(ex. - Crystal Reports) 



EXAMPLE: 
Board of Directors Site 

• Utilizes: 
– Document Library 
– iPad App:  Colligo Briefcase Pro 

• Synchronizes SharePoint content to iPad 
 

Has completely eliminated the need for printed 
board materials, reducing both time and cost 

  
 Our board loves it! 



Board site is just a simple team site with a 
document library: 



Next:  The iPad Board App 



“Board App” = Colligo Briefcase Pro 

• What is the Board App? 
 

– An app that allows you to synchronize the Board 
packet to your iPad for offline viewing 

 
– Back end is the same SharePoint site you already 

use today to access the Board packet. 
 



How does it work? 

From the home 
screen, tap the 
Briefcase Pro 
icon 



If you set a passcode when configuring 
the app, enter it on the next screen. 



If the app does not automatically sync when first opened or 
the “Last Sync” date is not today, press the sync button. 

Press to sync 

Manually sync if last sync is not today’s date 



“Sync Progress” window appears 
during sync 



Click “Close” button when Syncing 
shows as “Complete” 



Click “Shared Documents”, then tap 
any document to preview it 

“Full Screen” button 
Tap arrows to resize window 



Tap “Full Screen” icon 
(NOTE: Documents open full screen if the preview 

window is not open) 

Tap “Back” button to return to previous screen 



Tap a subfolder to open it. 
Tap the back button to return to the previous level. 



To Access Site-Level Settings: 
Tap 3 People Icon, then Blue Arrow 



To Access Global App-Level Settings, 
Tap Gear Icon in Lower Left 



To access the app’s version number or the in-app user guide, 
tap the “i” Information icon in the lower left. 



NOTE:  The in-app user guide is extensive and contains 
some advanced features we do not use at this time. 



LIVE DEMO OF BOARD APP 
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