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Suppose a team from your company, Contoso Corporation, has an upcoming customer meeting 
with Trey Research. You and your team have tasks to complete in preparation for that meeting. To 
keep track of these work items, you'll create a new tasks list on your SharePoint site. You'll then 
create columns, add items to the list , and learn about display options for items in that list. 
 
Before you Begin 
To complete this tutorial, you'll need a Windows SharePoint Services site. It's best to try out these 
tutorials on a site that's not being used by a team. Your system administrator can create one for 
you or you can create a site beneath your team's current site as described in this section. Make 
sure you are a member of the Administrator or Web Designer site groups or a site group with the 
Add and Customize Pages right on the new site.  
 
Create a Practice Site 
You can create a subsite under the current site if you are a member of the Administrator site group 
or a member of a site group that has the Create Subsite right. If you are not a member of the 
Administrator site group, ask the site administrator to create a subsite for you. Make sure you are a 
member of the Web Designer or Administrator site group in the new subsite. 
 
1. On the top link bar, click Create. 

 
2. At the bottom of the page in the Web Pages section, click Sites and Workspaces. 

 
3. In the Title and Description section, type a name, such as List Tutorial, and a description for 

the new site. For example, you can type Working with Lists Practice Site for the description 
of this site. 

 
4. In the Web Site Address section, type the Web address (URL). The first part of the address is 

provided for you. For the second part, type list-tutorial.  
 
5. In the Permissions section, click Use same permissions as parent site.  
 
6. Click Create. 
 
7. On the Template Selection page, click Team Site, and then click OK. 

After the site is created, it appears in your browser. 
 
Add Sample Users 
The site you use will need to have at least three users, including yourself. If you created a new site 
using the instructions in previous section, you should already have some users to work with from 
the parent Web site. Using accounts from the parent site won't affect the users in any way — you'll 
simply be using their names. If you're using a trial hosted site, or an administrator created a site for 
you without any users, you can add made-up users to the site. To add users to a site that doesn't 
have at least three users (including yourself), complete the following steps. To complete these 
steps you must be a member of the Administrator site group or a site group with the Manage Web 
Site right. 
 
1. On the top link bar of your SharePoint site, click Site Settings. 

 
2. On the Site Settings page, in the Administration section, click Manage Users.  
 
3. On the Manage Users page, click Add Users. 
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4. In the Step 1: Choose Users section specify the two users that you want to add, separated by 
semicolons. You can enter: 
 
 E-mail addresses (for example, user1@example.com; user2@example.com)  

 
 User names (for example, DOMAIN\user_name)  

 
 Microsoft Active Directory directory service security group names (for example, 

DOMAIN\security_group_name)  
 
 Domain group names (for example, DOMAIN\group_name) 

 
 Cross-site group names (for example, Accounting) 

 
5. In the Step 2: Choose Permissions section, select the Reader check box, and then click 

Next. Because these users won't actually be interacting with this site, there's no need to give 
them sufficient permissions to make changes. 
 

6. In the Step 3: Confirm Users section, verify the e-mail addresses, user names, and display 
names. 

 
 

7. In the Step 4: Send E-mail section, clear the Send the following e-mail to let these users 
know they've been added check box. Because this tutorial is just for practice, you don't want 
to send e-mail messages to these users. 
 

8. Click Finish. 
 
In the tutorial, we'll refer to the users you added as User1 and User2. With the site and users 
prepared, you're ready to start working with SharePoint lists. 
 
About SharePoint Lists 
A list in your Web site based on Microsoft Windows SharePoint Services is a collection of 
information that you share with team members. For example, you can create a sign-up sheet for an 
event, or you can create a tasks that you need to track. 
 
You can use the lists that come with your site as is, you can change or delete lists that you don't 
use, and you can create your own lists. Windows SharePoint Services has templates for links, 
announcements, contacts, events, tasks, and issues lists. When you create your own lists, you can 
base them on the designs used for the built-in lists, or you can create custom lists from scratch. In 
this example, you'll create a list based upon the Tasks template. 
If you have a Windows SharePoint Services-compatible program such as Microsoft Office Excel 
2003 and Microsoft Internet Explorer 5 or later installed, you can create lists that are based on 
spreadsheets. 
 
Creating a List 
After you have access to a site, you're ready to create the list to track your team work items for the 
upcoming visit. To complete the following steps, the account you use to access the site must be a 
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At any time you can delete a view by clicking Delete at the bottom of the Edit View page. The 
default view of a list, document library, or discussion board cannot be deleted. To delete the 
current default view, set another view as the default, and then delete the original default view. 
After you finish this tutorial, you can delete your practice site so that you don't waste your server 
resources. (You must be a member of the Administrator site group for your site to delete it. If you 
are not a member of the Administrator site group, you can ask the person who created the site for 
you to delete it.)  
 
Delete a Site 
1. Click Site Settings on the top link bar of your site. 

 
2. On the Site Settings Page, click Go to Site Administration. 
 
3. On the Site Administration page, in the Management and Statistics section, click Delete this 

site. 
 
4. On the confirmation page, click Delete. 
 
The example companies, organizations, products, domain names, e-mail addresses, logos, 
people, places, and events depicted herein are fictitious. No association with any real company, 
organization, product, domain name, email address, logo, person, places, or events is intended or 
should be inferred. 
 


