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SharePoint 2013 
End User Training 
 

Course Code: SP2013-EU   |   Duration: 1 day 

Audience 
This course is intended for all users of SharePoint 2013 

Learning Outcomes 
After completing this course participants will: 

- Understand the basic principles of SharePoint and how it helps teams to collaborate & share information 
- Be able to navigate and search SharePoint sites 
- Be able to work with SharePoint lists, such as tasks, announcements, links, calendars and discussions. This 

includes being able to add and edit items in a list, set up alerts, filtering and sorting. 
- Be able to work with SharePoint libraries, such as document and picture libraries. This includes being able to 

create, upload and edit documents, search document libraries and work with document metadata 

Learning Approach 
This course is instructor-led, with a strong focus on interaction and practical application. Course material is designed 
to be simple, engaging and, where possible, interactive to enhance the learner’s experience, and aid in 
comprehension and retention. Course topics are structured into lessons with defined learning objectives. Each 
lesson follows a best-practice approach to ensure learning takes place effectively. Concepts and skills are explained, 
then demonstrated, then applied in hands-on exercises. 

 

 

Prerequisites 
Before attending the course, users should have: 

- Basic PC skills (using Windows, managing files) 
- Basic use of Microsoft Office applications, such as Word, Excel and Outlook 

Course Outline 

LESSON 1:  INTRODUCTION 

- What is SharePoint? 
- The Building Blocks of SharePoint 

o Sites & Subsites 
o Apps - Lists & Libraries 
o Pages 
o Users & Permissions 

Explanation Demonstration Application
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LESSON 2:  WORKING WITH SHAREPOINT SITES 

- Understand the difference between Site Collections, Sites and Subsites? 
- Understand site content (Lists, Libraries, Pages) 
- Navigating sites  
- Searching sites 

 

LESSON 3:  WORKING WITH LISTS 

- Identify common list types – Tasks, Announcements, Links, Contacts, Calendar & Discussions 
- Use the ribbon toolbars to access key functions  
- Create, edit and view items in a list 
- Understand views 
- Filter, sort and search items in a list 
- List attachments 
- Export list to Excel 
- Create an alert 
- Working with content approval 

 

LESSON 4:  WORKING WITH LIBRARIES 

- Understand the difference between Libraries and Lists 
- Identify library types – Document libraries, Picture libraries 
- View/Open documents in a library 
- Edit document stored in SharePoint 
- Add documents to a library 

o Upload documents 
o Create a new document (use document templates) 
o Save directly from MS Office to a document library 

- Use the ribbon toolbar to access key functions 
- Understand document metadata/properties 
- View, edit document properties 
- Share a document 
- Working with versioned documents 

 

LESSON 5:  INTEGRATION WITH MS OFFICE 

- Understand common integration points with other MS Office applications 
- Opening/saving documents in MS Office 
- Outlook integration 
- Excel integration 
- PowerPoint integration 
- MS Project integration  

Hands On:  Explore an example of a Team site 

Hands On:  Working with lists of Tasks, Announcements, Contacts, Links & Calendars 

Hands On:  Working with Document and Asset Libraries 


