vordson) Quick Reference Guide
| Nordson SharePoint® Basics

Need Help? Contact the Nordson Global Support Center

E-mail: supportdesk@nordson.com Phone: Nordson extension 3670
Internet: support.nordson.com or toll free 877.817.7800

What is SharePoint?

Microsoft® SharePoint® allows Nordson workgroups to set up web sites for storing and sharing documents.
SharePoint allows all members of a workgroup to view and edit documents from a single location and maintains a
history of when a document was changed and by whom.

Contents and Location of SharePoint
NOTE: Each SharePoint user has a security profile that gives them access to different information. Only the
information to which you have access will be available to you.

There are two separate Nordson SharePoint sites:

SharePoint Intranet

http://sharepoint.nordson.com

This internal site is accessible only to personnel that are logged in to the Nordson Network either in their office or
through a remote connection. It contains documents that are typically in process or for internal use only.

SharePoint Extranet

https://extranet.nordson.com

This password-protected, external site is accessible through the Internet. It contains final, approved product literature,
sales presentations, photographs, information bulletins, parts posters, and video clips.

Logging In to the SharePoint Extranet

1. Open your web browser and go to
https://extranet.nordson.com. Connect to extranet.nurfls_un.com @

The Nordson Extranet Home window appears. =

2. Click on the [sisn1n | button in the upper right-hand corner of il \
the window. :
The Connect to extranet.nordson.com dialog box appears.

3. If prompted, enter your User name and Password into the
fields and click on the .« button: User name: £ nordsorljsmith =

User Name: Your work location followed by \ and your Password: sesescecse
Windows user name. Your Windows user name is usually
the first part of your e-mail address.

Password: Your Windows password.

NOTE: Your password must change when you update your [ ok ][ cancal |
Windows password in accordance to Nordson’s password
policy. If you check the Remember my password box, your
password will not be automatically updated as it changes.

partners.nordson.com

Remember my password




Navigating through SharePoint

Examples of the main screens and explanations of their major components are shown below. The screens are shown
in succession.

3 Home - Nordson Extranet Home - Microsofi Internel Explorer
Fle Edt view Favories Tooks el

G- O [ @@ P = @re @ 2-05 O -WJE B

/ 2] bitps:fextranet nordson. com/defaut aspx Y B s
Y- 2- v Searchvieh = 7 [T}~ dH- @ | (PBockmarks ~ (ZIMail = W7 Yohoo! ~ oy Games = (5 My Yahoo! = (] Shopping ~ =
% Home Help
\@ Nordson Extranst Home P .

Home Logged in as:
Vielcome to the Nerdson Corparation Extranet! Current user
Public resources are available on the left. Login to access protected resources,
I 88 s et i | N =

= i Adhesives Systems Resources and Support

1 8 At Syrars hesouress ar Spper My Nordson Resources

8 Corporate Training .
§ Firishing, Coating and Curing Systems Resources and Sunport The resources available to the
current user

71 g Marketing/Technical Communications

= §i Price Books and Price Files

O § Sales Information Center

1 UV Curing and Drying Systems Resources and Support

#G000.A0V15 40

Up to Nordson
Extranet Home

3 Home - Finishing, Coating and Curing Systems Resources and Support - Microsoft Internet Explorer

€] Done Fle Edt Vew Favorkes Took Help Returns you to the
8 ; main, Nordson
Back - x| @] #p Osewch Slprmones @hveda &) -5 (G 7| 3 ’
R o © @3¢ ¥ 8085 il = Exiranet Home page
Y- 2 v sexchviob = 7 [T+ #f+ @ | (MBockmarks = CIMsil » Wovahoo! = ofl Games = My vahoo! = ) Shepping

Home Change Password Help Up to Nordson Extranet Home Search Field
Annou ncements —_ 1 t,:/\ IF—l‘r:s‘:-\'r:,CnaEng and Curing Systems Resources and Support ’ —— <5 Searches for

adify Shared Page =
Messages for Documents Literature, Photos, Video Clips and PowerPaint Presentations. keywords and text
resource users Finishin Announcements

P 3 = in the current
There are currently no active To add a new click “Add new 3
"'é::;:r‘m it announcement” below. resource’s
Quick Launch -

|| rotnare. S subcategories and

“here are currently no upcoming events. To add a new event, dick “Add new event” belaw. Logged in as: X

Categories within the L p nordsoniayams files; does not
current resource e =1 i Nordson Extanet Home B —. x search outside of
iministrative Adhesives Systems Resources and Support I TN,
S:ks (a;m‘ E # Autometive ;|$?=m< Resources and s::pm the Current
Contacts (0) © g Corporate Training resource

| [ g Finishing, Coabng and Curing Systems Resources and Support
§ Marketing/Technical Communications o
© §ifi Price Books and Price Files
O g sales information Center

= §ifl U Curing and Drying Systems Resources and Suppo H
~ Events o e Links
Upcoming meetings, Links to helpful
and deadlines for Internet sites

resource users

3 Finishing Documents - Microsoft Internet Explorer

& Fle Edt View Favortes Tooks Help 7]

’ o ——— B s

kvess " f
Home \:ﬂ -2 Vsexthwes + 2 E+ @ @ | (Beockmake ~ CImal = wrvehoo! v ot Games = (@ My vahool ~ () shopping ~ »
Returns you to the current resource's

home page Finishing, Caating 2nd Curing Systems Resources and Support if
pag \AQ Finishing Documents
> ]

Select a View Sacta view Finihing Documents
. . . All Documents 3 P it in Datashe:
Fiters fhe SchategoneS 2 view \ Cvﬂ__‘mw’ ] New Document | _} Upload Document | [_yNew Folder | ViFilter | 34Edit in Datashest
displayed within the current category e Cateaory s (4)
Powder T 2008 Powder Replacement Parts Catalog 2006PowderReplacementParts 1090KB  1/16/2006 2155 PM
ﬁ:;‘:‘;’: ] Introduction to Nordson (Linuid) 10L0sat I7KB  5/18/2005 10:34 &M
- - m Introduction to Nordson (Powder) PWLOSSZ 3T KE S/L7/2005 4:26 PM
Subcategories and Files == ) irodacion o Nordeon semcer soxe s szson
Displays the subcategories in the S Aoammg et
current category; expands to show the s || Bl ol
files contained in them ©Hodfl 650 | Category : Installation/User Guides (3)
+ Category : Parts Posters (57)
+ Category : Product Literature (105)
. e
Actions S Cer s ek Ay
+ Category : Technical and White Papers (15)
Allows you to set how you want

information displayed within the current
category

©2006 Nordson Corporation SharePoint_032006



Setting Alerts

You may set SharePoint to notify you if anyone makes changes or additions to a resource, category, or Individual file.

Navigate to the resource, category, or individual file
for which you want to set an alert.

® To set an alert for a resource or category, click
on the Alert me link under the Actions area.
The New Alert window appears.
To set an alert for an individual file, hover over the file’s
Name. When a drop-down arrow appears, click on it and
select Alert Me. The New Alert window appears.

Actions

;% Home Change Password Help Up to Nordson Extranet Home

Finishing, Coating and Curing Systems Resources and Suppart
New Alert: Finishing Pictures: All items

o alert me

@ Export to
spreadsheet

@ Modify settings
and columns

Use this page to create an e-mail alert notifying you when there are
changes to this itsm. More information on alsrts,

Send Alerts To

My e-mail address is:

all of your alerts will be sent Lrari=anond-ontaly

to this e-mail address. Change
my e-mail address.

Finishing Documents

) Mew Document | | % Upload Document | [yNew Folder | VFilter | Z4Edit in Datasheet

Change Type

Specify the type of changes
that you want to be alerted to.

Alert me about:
@ all changes
O added items

Type Title
- Category : (4)

Marne O changed iterns

O Deleted itemns
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+ Category : Advertisements (7) S
+ Category : Case Studies (34) '
+ Category : Information & Service
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+ Category : Parts Posters (S7)

View Propertiss

Alert Frequency

Specify whether you want to
be slerted immediately when
there is a change, or if you
would rather receive 3 daily or
weekly summary message.

alert me how often:
() send e-mail immediately.
O'send a daily summary.

Version History I zend a weekly summary,

Alert Me Wiew my existing alerts on this

site.

Discuss

Creste Documsnt Workspacs

2. Use the New Alert window to set your alert settings,
then click

Working with Files

Viewing Files
To open a file, click on either its icon in the Type column or file name in the Name column. The file will open in a new
browser window.

Finishing Documents

NOTE: This only opens the file for viewing.
To check out a file for revisions, refer to

_] Wew Document | |_% Upload Document | [jNsw Foldsr | ¥dFilter | A Edit in Datashest

Type Title Hame

Category

File Size  Modified

Checking Files Out and In. e

1090 KB 1/16/2006 2:55 PM

EHc ory : (4)
] ) 2006 Powder Replacement Parts Catalog

Finishing Documents

] Wew Document | | % Upload Documnent | [gMew Folder | ¥gFilter | Z4Edit in Datasheet

Saving a File

to your Hard Drive ool
Hover the cursor over the file’s icon in the o
Type column. Right-click, then select =
Save Target As from the drop-down menu. £

Hames Category  Fils Size  Modifisd

2nnA Pawder Renlarerment Parts Catalog
Open Link
Open Link in Kew Window

1090 KB
37 KB
37 KB
38 KB

z006PowderReplacementParts
LQLOS91

PWLOS92

PWLOS9S

1/16/2006 2:55 PM
5/18/2005 10:34 AM
5/17/2005 4:26 PM

Print Target 5/17/2005 4:25 PM

| % Heime Chanae Favimord Help U U Herdvon Extranst Hume

Viewing Pictures and Videos

Finighing, Coabng and Curing Systams Resources and Suppart
Finishing Pictures
- §

When you click on a picture or video link, the contents T R
appear in either a details, thumbnail, or filmstrip view.
You may switch between these views as desired and :
use preset filter settings to specify which photos - &

appear on screen.

1 Tribe I-0017-final-. | Liguiduv_video |Prodgy Manual Co.., |Pradgy Marual Gu...

=
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Working with Files (continued)
Uploading New Files

If your security profile allows, follow this procedure to add new files to SharePoint.

NOTE: This procedure is for adding files that have never been on SharePoint. To check in a file that you had
previously checked out, refer to Checking Files Out and In.

1. Navigate to the category to which you

" Finishing, Coating and Curing Systems Resources and Support / 3 li S
want to upload the file. Finishing Documents a

=

2. C“Ck on the (ausssanee putton on the Finishing Documents

SharePoint button bar. The Upload h g .
. ) new Documet | |3 Upload Documnent | [y Mew Folder | ¥gFilter | ZAEdit in Datasheet
Document window appears.

3. Enter the information (metadata) in

H . Finishing, Coating and Curing Systems Resources and Support
the fields as necessary. Finishing Documents: Upload Document

NOTE: Resources may be setupto [2
have different metadata fields. Your (: I save and Close >u Back to Document Library
resource may appear different than e e

the screen Shown' Hame * C\Documents and Settingstyanisthy Documentstinfo_Bulletin
Overwrite existing file(s): Check Upload Muliple Files..

this box if you are uploading a file
that already exists in the current
category.

Name: Use the  Browse.. | button to Catagary Irfarmation & Servics Bulltins v
navigate to the file to be uploaded.

Keywords * Container, iTrax, Can In Pocket, CIP, spray monitor

* indicates a required fisld

Upload Multiple Files: Click here to
select several files to upload at the

same time. \::;;mdawacemama@ 5
4. Click on the === hytton to upload the file(s) and return to the category. LI view Propsriies
5. Locate the newly uploaded file in the category. Make sure the file appears in the listas |15 o=
you planned. To make changes to the file’s metadata, hover your cursor over the file 51| Gheck out
name, then select Edit Properties from the drop-down menu. 53| version History
Checking Files Out and In
If your security profile allows, you may check out a file to ensure that no other users can modify ~ [#=serammentor: =
the file while you are working on it. PG| edit praparties
NOTE: The file stays on the server while you have it checked out and are working on it. i ‘Z e =
® To check out a file, hover the cursor over the file’s name in the Name column. o e s
Right-click, then select Check Out from the drop-down menu. Hlapuss
* To check in a file, hover the cursor over the file’s name in the Name column. SR

Right-click, then select Check In from the drop-down menu.

Viewing File Version History

Hame

Afile’s version history displays the changes that were made to a file over time, who made the

changes, and when they were made. Depending on how the file was saved, you may be able Epeponderieplamenvors
to see previous versions of the file. PUCA edi Propertics
Hover your cursor over the file name, then select Version History from the drop-down menu. 8y Delere

@] Chesk out
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Microsoft product screen shots reprinted with
permission from Microsoft Corporation.

Nordson.
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