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INTRODUCTION

In the landscape of enterprise collaboration tools, Microsoft
SharePoint 2010 remains a powerful platform for organizing,
sharing, and managing content within an organization. Although
newer versions have been released, many businesses continue to
rely on SharePoint 2010 for its robust document management,
team collaboration, and workflow automation capabilities.
Understanding how to navigate and use this system effectively is
essential for end users who want to maximize productivity. This
comprehensive Microsoft SharePoint User Guide 2010 is
designed to help both beginners and experienced users get the
most out of the platform. From basic navigation to advanced
features like content types and alerts, this article covers
everything you need to know to work efficiently in SharePoint
2010.

WHAT IS MICROSOFT SHAREPOINT 2010?

Microsoft SharePoint 2010 is a web-based platform that
integrates with Microsoft Office and other productivity tools. It
provides a centralized environment for storing documents,
collaborating on projects, publishing announcements, and
automating business processes. The platform comes in different
editions—SharePoint Foundation (free) for basic team sites, and
SharePoint Server with enterprise features like social networking,
business intelligence, and enterprise search. Whether you are a
project manager tracking timelines or a team member sharing
files, understanding the core components of SharePoint 2010 is
the first step toward becoming a proficient user.

GETTING STARTED WITH THE SHAREPOINT 2010
INTERFACE

Understanding the Ribbon

One of the first things you will notice when you open a SharePoint
2010 site is the ribbon interface, similar to Microsoft Office 2010.
The ribbon organizes commands into tabs such as Browse,
Library, and Site Actions. For example, when you are inside a
document library, the Library tab gives you options to create new
folders, upload multiple documents, or manage version history.
Familiarizing yourself with the ribbon will dramatically speed up
your daily tasks.

Navigating a SharePoint
Site

SharePoint 2010 sites typically include a left navigation menu
(Quick Launch) that provides links to important lists, libraries, and
subsites. The top bar contains the site title and breadcrumb trail,
which helps you understand where you are in the site hierarchy.
To jump quickly to a different part of the site, you can use the
“View All Site Content” link under Site Actions. This is especially
useful when you are new to a team site and want to see
everything available to you.

ESSENTIAL FEATURES FOR EVERYDAY USERS

Document Libraries: Your
Central File Repository

Document libraries are the heart of any SharePoint 2010 team
site. They allow you to store, share, and collaborate on files with
colleagues. When you open a document library, you can upload
files by clicking “Upload Document” on the ribbon or simply by
dragging and dropping files from your desktop. Each library can
have custom columns such as “Status” or “Department,” which
help organize content metadata. To edit a document, click on the
file name—if you have Office Web Apps enabled, you can edit
directly in the browser, or the file will open in the appropriate
Office desktop application.

Versioning and Check-
Out/Check-In

One of the most powerful collaboration features in SharePoint
2010 is versioning. When enabled, the system automatically
saves a copy of the document each time you edit and save. This
means you can always revert to a previous version if needed. To
avoid conflicts, use the “Check Out” feature. When you check out
a document, no one else can edit it until you check it back in.
This is especially helpful when multiple team members need to
work on the same file. You can find these options in the ribbon
under the “Documents” tab when you have a file selected.

Lists: Beyond Documents

SharePoint 2010 is not just about files. Lists allow you to manage
data such as tasks, issues, contacts, and announcements. For
example, a Tasks list can track project milestones, assign owners,
and set due dates. Use the “New Item” button to add entries, and
customize the view to show only your tasks or overdue items. You
can also set up alerts on lists so you receive email notifications
whenever an item is changed or added.

COLLABORATION TOOLS THAT BOOST TEAMWORK

Team Sites and
Workspaces

A typical SharePoint 2010 deployment includes team sites that
serve as collaboration hubs for departments or projects. These
sites come pre-configured with a shared calendar, document
library, and task list. For more focused collaboration, you can
create a Meeting Workspace (linked to an Outlook meeting) or a
Document Workspace where a team can co-author files in real
time. To create a new workspace, navigate to Site Actions -> New
Site and choose the appropriate template.
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Workflows: Automate
Repetitive Processes

SharePoint 2010 includes built-in workflows that help streamline
business processes. For instance, an Approval workflow can route
a document to a manager for sign-off before it is published. To
start a workflow, simply click “Workflows” on the ribbon (when a
document or item is selected) and choose from available
templates. You can also create custom workflows using
SharePoint Designer, but for most users the out-of-the-box
options are sufficient for tasks like collecting feedback or tracking
project status.

Alerts and Notifications

Staying up-to-date is easier when you set up alerts. From any
document library or list, click “Alert Me" on the ribbon to receive
email notifications when content changes. You can choose to be
notified immediately, daily, or weekly, and filter alerts to only
certain types of changes (e.g., a specific item or a file modified
by a particular person). This feature ensures you never miss an
important update in your team site.

SEARCH AND CONTENT MANAGEMENT IN
SHAREPOINT 2010

Using Search Effectively

SharePoint 2010’s search capabilities allow you to find
documents, people, and sites across the entire farm. The search
box is located at the top right of every page. To refine results,
use keywords combined with properties like “author:John” or
“type:document.” You can also use the Advanced Search page to
specify criteria such as file type, size, or last modified date. For
power users, creating search scopes and managed properties
requires administrator access, but as a regular user, simply
understanding how to filter results saves time.

Metadata and Content
Types

Metadata is data about data, such as tags, categories, or dates.
In SharePoint 2010, you can add columns to libraries to capture
metadata. For example, a HR document library may have
columns for “Document Type” (Policy, Form, Template) and
“Department.” Content types, on the other hand, define a
reusable set of columns and behaviors. A “Contract” content type
might include fields for start date, vendor name, and renewal
terms. Using metadata and content types helps organize content
logically and improves search accuracy.

Managed Metadata Service

SharePoint 2010 introduced managed metadata, which allows
organizations to create central taxonomies of terms (tags) that
users can apply to content. When you select a value from a
managed metadata column, you pick from a predefined list
maintained by administrators. This ensures consistency across
sites. For example, instead of users typing “USA”, “U.S.”, or
“United States” as a tag, everyone selects “United States” from
the term store. To apply a managed metadata tag, simply click

the icon next to the column and browse or search for the
appropriate term.

USER PROFILE AND MY SITES - PERSONALIZE YOUR
EXPERIENCE

Every user in SharePoint 2010 can have a My Site - a personal
space to store documents, share news, and manage a profile.
Your My Site includes a “Documents” library for your private files,
a “Blog” if enabled, and a “Newsfeed” that shows updates from
people and sites you follow. Keeping your profile up to date
(photo, title, expertise) helps colleagues find you easily. To
access your My Site, click on your name in the top-right corner
and select “My Site.”

Social Features: Colleagues
and Tags

SharePoint 2010 introduced social features like tagging and note
boards. You can tag any page or document with keywords that
appear in your tag cloud. Other users can see your tags and
follow your activity. The “I Like It” button is a simple way to show
appreciation for a document or post. Though not as sophisticated
as modern social platforms, these tools still foster a sense of
community in an organization running SharePoint 2010.

TIPS FOR USING SHAREPOINT 2010 EFFECTIVELY

Keyboard Shortcuts and
Quick Steps

Power users can speed up tasks with keyboard shortcuts. For
example, pressing “Ctrl+N”" in a library creates a new document.
“Ctrl+Shift+L"” toggles the list view. Also, consider pinning
frequently-used document libraries to the Quick Launch by
editing navigation links (requires appropriate permissions).

Custom Views for Better
Productivity

You can create custom views in any list or library to display
exactly what you need. For instance, if you manage many
documents, create a view that shows only files with “Active”
status or only documents assigned to you. To create a view, click
on the “Library” tab and select “Create View.” Choose a format
(standard, calendar, datashseet, etc.), set filters and grouping,
and give your view a name. You can then switch between views
easily from the drop-down menu near the top of the list.

Using Office Integration

SharePoint 2010 integrates seamlessly with Microsoft Office 2010
and 2013. You can open and save documents directly to
SharePoint libraries from Word, Excel, or PowerPoint. Use the
“Save As” dialog to browse to a SharePoint URL. Additionally,
Outlook can connect to SharePoint calendars and contact lists,
enabling offline synchronization. This integration saves time and
reduces version conflicts.
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Permissions and Sharing -
A Brief Note

While this guide focuses on the user perspective, understanding
permissions helps you avoid access issues. If you cannot edit a
file or create a site, you likely do not have sufficient rights.
Contact your site owner or administrator to request access. Never
try to bypass security; instead, use the “Share” feature when
available to invite colleagues with appropriate permissions.

CONCLUSION

Microsoft SharePoint 2010 remains a versatile platform that,
when used correctly, can dramatically improve how your team
organizes, shares, and collaborates on information. This
Microsoft SharePoint User Guide 2010 has covered the
essentials—from navigating the ribbon and working with
document libraries to setting up alerts and custom views. By
mastering these features, you will be able to collaborate more
efficiently, reduce time wasted on email attachments, and keep
your content organized. Whether you are new to SharePoint or
looking to refine your skills, the key is to practice and explore the
many options available in your team site. Start by opening a
document library, uploading a file, and setting your first alert.
Over time, you will discover that SharePoint 2010 is not just a
repository—it is a powerful partner in your daily work.



