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This three-day instructor-ledcourse is for end users working in a SharePoint 2010 environment. The 

course teaches SharePoint basics such as working with lists and libraries as well as basic page 

customizations. 

Prerequisites 
Before attending this course, students must have: 

 Basic knowledge of Microsoft Office applications and Web site navigation. 

Intended Audience: 

In this SharePoint 2010 End User training class, you'll gain a solid understanding of working in the 

SharePoint 2010 environment. The course covers basics including working with lists and libraries and 

creating list and library views and then moves on to working with sites, page content, forms, and site 

columns. You will also learn to integrate SharePoint with other Office programs and learn to manage 

SharePoint site permissions. 

Job role: Developer 

Features: none 

Find a learning partner 

 

Skill Covered: 

After completing this course, students will be able to: 

 Navigate a SharePoint 2010 Team Site. 

 Create SharePoint lists. 

 Customize SharePoint lists. 

 Create SharePoint libraries. 

 Manage library document versions. 

 Create SharePoint list and library views. 

 Create sub sites using various SharePoint templates. 

 Create and edit Web page content. 

 Create InfoPath Forms and Form libraries. 

 Create Site columns and content types. 

 Integrate Office applications with SharePoint 2010. 

COURSE OVERVIEW 

Course Modality 

Instructor-led 

training 

 

Course Time 

3 days 

Course Level      

Beginner 

 

Course Language 

English 

https://www.microsoft.com/learning/partners.aspx
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 Manage basic permissions of SharePoint 2010 resources. 

 Learn to manage basic permissions of SharePoint 2016 resources. 

 

 

COURSE CURRICULUM 

Module 1: 

SharePoint 2010 Introduction 

SharePoint 2010 is a collaboration tool at is 

heart. Its primary goal is to make it easy for 

users to find and share information and there 

are many features built into SharePoint to 

facilitate this. SharePoint's library system 

feature can provide a superior alternative to 

the traditional file server. SharePoint lists can 

be an easy-to-design and easy-to-use 

alternative to sharing spreadsheet files or 

more formal database tables. Both lists and 

libraries can be customized and extended to 

provide enhanced appearances and 

functionality such as calendars and discussion 

boards to name a couple. All of this 

collaboration can be done through a browser 

interface and, in some cases, through 

integration with Microsoft Office applications. 

Lessons 

 SharePoint Versions 

 Team Site Layout and Navigation 

Lab : SharePoint 2010 Introduction 

After completing this module, students will: 

 Know about the versions of 

SharePoint 

 Know the Share Point site hierarchy. 

 Understand the Team Site Layout 

 Be able to navigate within a Team 

Site.  

 

Module 2: 

SharePoint List Basics 

Lists are a fundamental building block in 

SharePoint that provide a way for users to 

store and view data. SharePoint comes 

 

"out of the box" with many predefined list 

templates that are easy to use. 

Lists can be further customized by adding 

columns to store just about any type of 

information. Additionally, list columns can be 

validated as well as linked between lists. Lists 

are a very flexible and powerful tool in 

SharePoint. 

Lessons 

 List TemplatesCreating ListsList 

columnsColumn Validation 

Lab : SharePoint List Basics 

After completing this module, students will: 

 Understand what List Templates are. 

 Know how to work with default lists 

in a Team Site. 

 Know how to create a new list from a 

List Template. 

 Know how to create a custom list. 

 Know how to add columns to a list. 

 Know how to control and validate 

input into list fields. 

 Know how to link data from separate 

lists. 

 

Module 3:  

Library Basics 

SharePoint Libraries share the same 

characteristics as SharePoint lists such as 

columns, views, and validation to name a few. 

What distinguishes SharePoint libraries is that 

each item in a library has an underlying 

document. Therefore, in addition to the data 

stored in library columns the document stores 

its own data based on the type of document. 

Because of the extra data that can be stored 

in columns that can be used to filter and 

search by and because of features such as 
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versioning, libraries are considered a great  Create shared views. 
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advantage in that you can connect Web Parts  Designate form template fields as 
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Module 9:  

Office Integration 

One of the nice features of SharePoint is its 

ability to integrate with Microsoft Office 

applications. Just about every Office 

application offers some level of integration 

with SharePoint whether it be simple, such as 

importing a spreadsheet to create a new list, 

or more full features, such as SharePoint 

Workspace. Some integration features 

enhance what is available online through a 

browser, while others allow access to 

SharePoint content offline such as a mobile 

computer environment. This lesson will use a 

series of demonstrations and exercises to 

show how each Office application can 

integrate with SharePoint. 

Lessons 

 Excel Integration 

 Outlook Integration 

 Access Integration 

 SharePoint Workspaces 

Lab : Office Integration 

After completing this module, students will be 

able to: 

 Create a list from and Excel 

spreadsheet. 

 Update a spreadsheet view of 

SharePoint list data. 

 Create an Alert. 

 Subscribe and view an RSS feed from 

a SharePoint list. 

 Copy of a library in Outlook. 

 Use the Datasheet view. 

 Open and edit a list in Access. 

 Configure and use SharePoint 

Workspace. 

 

 

Module 10:  

Managing SharePoint Site Permissions 

Permissions on a SharePoint site are assigned 

when a site is created. The default is that 

permissions assigned to the root of a site 

collection are inherited by child sites. At any 

time, permissions inheritance can be turned 

off at a site, list, library, or even at the item 

level in a list or library. The permissions 

themselves can be assigned to either 

SharePoint groups, individual users, or groups 

created outside of SharePoint such as 

Windows groups. 

Lessons 

 SharePoint Groups 

 Assigning Permissions 

 Permission Levels 

 Permissions Inheritance 

Lab : Managing SharePoint Site Permissions 

After completing this module, students will be 

able to: 

 Create SharePoint groups. 

 Assign permission in SharePoint. 

 View permission levels. 

 Manage permission inheritance at the 

site level. 

 Manage permission inheritance at the 

list or library level. 

 Manage permission inheritance at the 

 

 


