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Tips and Tricks for Using Microsoft Office SharePoint Portal 
Server 2003 

White Paper 

Published: February 2004  

 
For the latest information, please see the SharePoint Portal Server site on Microsoft Office Online. 

Introduction  
These Tips and Tricks show how to perform a number of basic tasks in a Microsoft® 

Office SharePointÊ Portal Server 2003 environment. They can help you learn to use 

SharePoint Portal Server and will introduce you to the basic features and principles of 

portal site navigation and customization. This document is intended to be a desktop 

reference, but it can also form the basis for self-paced or instructor-led training.  

Some SharePoint Portal Server features, such as My Sites and the ability to create new 

SharePoint sites, may not be available due to your companyôs IT policies. SharePoint 

Portal Server security can be used to limit the actions that each user can perform. In many 

cases, you need the correct rights in order to perform certain tasks. Check with your IT 

department for clarification of individual issues. 

http://go.microsoft.com/fwlink/?linkid=21567&clcid=0x409
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Create a New SharePoint Site  
SharePoint Portal Server makes it easy to create SharePoint sites. SharePoint sites can 

serve a variety of purposes, such as the team Web site for a particular team or division, or 

for collaboration on a particular task or project. These steps show you how to create a 

SharePoint site from within the portal site. 

Create a New Site  
1. On your portal site home page, click Sites. The Site Directory, a list of the 

different sites contained in the portal site, appears. 

2. In the Actions list, click Create Site. The New SharePoint Site page appears. 

 

Creat ing  a new SharePoint site  

3. In the Title  box, type your new siteôs name. It should be a short, descriptive name 

that makes it easy for others to find your site. 

4. In the Description box, type a brief description of your site. It should explain who 

uses the site, and what kind of content people can expect to find there. 

5. In the Web Site Address section, in the URL name section, of the area, type 

your siteôs Web address. The name of the Web server where your site will be 

created is already filled out. Beside that, a drop-down menu lists one or more 

subareas for site creation. If there are multiple choices, ask your IT department 

which one to select. 
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6. In the Your  E-mail Address section, type your e-mail address. This designates 

you as the owner of the site. As such, you may receive administrative information 

from the IT department and user requests for access to the site in addition to 

suggestions or questions from site visitors. 

7. Click Create. 

Ad d Your Site to the Site Directory and 
Portal S ite Search  
SharePoint Portal Server includes a directory of sites. This directory lists and 

organizes Web sites, including those in your portal site, so that people can more 

easily find and use them. You can also find SharePoint sites in the portal site wi th the 

SharePoint search feature. During the creation of a SharePoint site, you can locate 

the site in a particular area of the Site Directory and also allow others to find the site 

by searching.  

 

Add ing  a site to the Site D irectory  

1. If you want to li st your new site in the Site Directory, ensure that the List this site 

in the site directory check box is selected in the Site Link  section on the Add 

Link to Site page. Only users with permission to access your site will see it listed 

in the directory. If you do not want your site listed in the directory, clear the List 

this site in the site directory check box. It is still there, but now only you can see 

it. 

2. The Title , URL , and Description boxes contain the data you entered previously. 

If you want to make any changes, you can do so now. 
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3. If you want to list the site ownerôs name in the Site Directory, type your name in 

the Owner box. If you are not the site owner, type the site ownerôs name. This 

field tells people who is in charge of the site.  

4. If you want to categorize your site by specific criteria, such as company division 

or region, click the appropriate list. For example, to categorize by division, select 

a division from the Division list. These categories, which are determined and 

configured by your IT department, make it easier for people to find your site. 

5. If you want to spotlight your site, bringing it to the attention of general portal site 

users, select the Spotlight Site check box. A spotlight site is featured in the Site 

Directory and in relevant searches. Typically, you want to make a site a spotlight 

site only if it is the most important site for a common organizational term such as 

a category, product, business unit, etc. 

6. If you want your site included in search results when people search for 

information through the portal site, select the Include in search results check 

box in the Search Results section. 

7. If you want to specify a location within the portal site for your site, you can do so 

at this point. The location determines how your site is organized within the portal 

siteôs navigation structure. You should choose a location that makes sense for 

your site, so it is easy for others to find it by going through the portal site. In most 

cases, a new site is created in a default location chosen by your IT Staff. This 

location is usually the best choice for new sites.  

If you must change this location, click the Change Location link, and then follow 

these steps: 

a. The Change Location properties page appears. To expand an area, click 

the plus sign (+) next to that area. There are no areas under the listing if 

the plus sign changes to a minus sign (-) without listing any subareas. 

b. Select the check box next to the name of the area or subarea in which you 

want to locate your site. 

c. Click OK . 

Note   If you pick a location for which you donôt have the correct rights, your site 

may not appear immediately because the manager of that area must first approve 

your site. 
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Selecting a location for your SharePoint site  

8. When you finish, click OK . 
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Choose a Template for y our Site  
When you create a SharePoint site, you must choose a template for that site. Each 

template contains features and functionality appropriate to a particular purpose or task. 

 

Choos ing a  template for your SharePoint site  

1. Under Template, select a template for your site. This list may include custom 

templates created by your IT department. When you select a template, an 

explanation of that template appears in the Select a Template area. The list may 

include: 

�x Team Site .  This is a very flexible type of W eb site pre -populated with a 

variety of features for collaborating, sharing and publishing information. 

This  template  is a good choice for a wide variety of purposes.  

�x Blank Site .  This is a SharePoint site that is not pre -populated with tools. 

Choose this template if you intend to do most of the design and 

customization of the site yourself.  

�x Document Workspace .  This is a SharePoint site pre -populated with tools 

related to document collaboration.  

�x Basic Meeting Workspace .  This is a SharePoint site pre -popula ted with 

tools related to meeting tasks.  

2. After you select your template, click OK . Your new site automatically opens in 

the browser. 


