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Stephen Helms: SharePoint 2010: Wiki and Content Management System Experience

See also Brussels @: http://www.chelverton.com/html/clients___comments.html
2011

SharePoint Wiki Help System, Education Seminars & Coaching: 
· Building on the 2009-10 project, customized web Help was developed and used to provide education & training to administrators and users.
· Developed and presented three education seminars for all staff of the Unit concerned.

· Provided personalised coaching for individual users including practice in the use of key SharePoint functions and related software, for example, structured Word 2007 documents, Paint / PaintShop and Visio.
· Provided a personalised workshop for the proposed user administrators.

· Updated the Wiki and CMS content with current news / changes.

· Installed Excel Macro for sorting Monthly Invoice list from Multilateral Production system export, wrote description and added to SharePoint system. Taught staff how to use the macro.

· Reviewed the complete system, users’ capabilities and motivation with the new Unit Head.

Help on using SharePoint

Concepts

Benefits to you

Definitions

Editing Tip

Action Toolbar

Training videos

Create/Edit New Page

Insert Heading

Text Layout

Insert Text

Page Toolbar

Edit: Format Text Toolbar

Edit: Insert Toolbar

Insert Picture
Prepare Image/Picture

Insert Image/Picture

Insert Table

Format Table

Create Hyperlink

Create Glossary Item

Edit Glossary Item

Delete Glossary Item

Edit Navigation

Edit Quick Launch

Create New Navigation Link

Create New Heading

Change Order

Edit Top Link Bar

Create New Navigation Link

Change Order

Edit on Page Navigation Table

Add child topic

Edit Site Map

Edit CRCO Docs (CMS)

Create Document Library
Edit CRCO Details

Document Library Settings

List Information & General Settings

Columns

Views
Library Toolbars

Library Toolbar

Document Toolbar

Upload Document(s)

Create Picture Library

Upload Picture

Actions

Settings
2009-10

Developed Microsoft SharePoint 2010 Wiki and Content Management System for the documentation of the business processes and computer systems used for approximately €7bn of annual air route charges.
· Learned the business activity of air route charging for European states based on Multilateral and Bilateral Agreements, the calculation of distances and the differing VAT rates for states overflown.

· Analysed the existing system and early documentation.

· Designed prototypes and the working design.

· Developed Wiki content and refined the design

· Developed major structured documents for the SharePoint Library, together with content, unit and ownership criteria for selection.

Set up
Overall look & feel

· Logo & strap line

· Styles for Top Link, Quick Launch Navigation and On Page Navigation Tables
· Styles for charts (in Visio 2007) and Documents (in Word 2007)

· Styles for Multilateral Production system pages (screenshot, description, chart, how to use; Links).

· Metatags for documents (Word, Acrobat, Visio, Excel, PowerPoint) in CRCO Docs CMS.

Structure

Top Links

· Home

· CRCO Docs (Content Management System CMS)

· Glossary (of terms in aviation, CRCO and SharePoint)

· Reference (quick links to important elements and look up tables)

· FAQs (Frequently Asked Questions)

· Site Map (Hand crafted navigation tables since no automated system in the version of SharePoint 2010 used)

· Help (Introduction and holding page for 2011 development, see above).
Quick Launch

· Welcome; CRCO Organisation; Multilateral Production Menus; Basic Use

· Main Menus (of Multilateral Production
· SharePoint Functions.
Content

· 400+ pages of detailed Multilateral Production pages
· Edited, reformatted various major confidential documents in new style for CRCO Docs (30-120+ pages)
Internet: http://www.chelverton.com 
E-mail: sales@chelverton.com 
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