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[bookmark: _Toc296247109]My Sites
Sharing information about yourself can help you connect with others and build your professional network. It is important, however, to understand the types of information you are sharing and how broadly you are sharing it. For example, you might want to share personal information like your mobile phone number with only your workgroup or your manager rather than everyone in the organization.
Additionally, you should check whether your organization has policies about sharing information. For example, your organization may have policies about what types of information should and should not be stored online, or may require an approval process for some types of content.
Here are some key ways in which information is shared through your My Site:
· Content on your My Site, including documents, lists, and blogs
· Tags and notes that you apply to pages and documents 
· Suggested keywords and colleagues that you have approved, which can be used to quickly update your My Site so you can engage with others 
· Personal information, such as contact information, interests, responsibilities, colleagues, and e-mail list memberships in your profile, and any updates you make to your profile details
Be aware that your organization may customize your My Site, such as by controlling which types of information you can add or customize. Your organization might also add information to your My Site from other data sources, such as a human resources database.
[bookmark: BM2]Sharing and managing access to content on your My Site
Your My Site comes with three options already in place for sharing documents:
· Shared Documents Use this library to store documents that you want to share with multiple people. Depending on how your My Site is set up, you can edit the permissions to the library, as well as specific folders and items.
· Private Documents Use this library for documents that you do not want to share with other people. Storing documents in this library could be helpful, for example, if you often need to access a document from different computers, but don't intend to share the document with your colleagues.
Depending on how your My Site is set up, you can also add other content, such as other libraries, lists, and a blog site to share your ideas.
You can manage the permissions for these items, similar to the way that people manage permissions for content on other sites. The permissions can be customized at the site level, as well as for lists, libraries, folders, specific documents, and list items.
On the Content tab of your profile, people can also view public documents authored by you on other SharePoint sites that you are a member of, if they have permission to view that content.
Your organization may have additional policies on what types of documents you can store in your My Site. 
[bookmark: BM3][bookmark: _Toc296247110]Understanding how people add colleagues and follow activities
You can follow the activities of colleagues, so that you can see when they tag an interesting article, post a note to someone’s Note Board, or change job titles. Their activities appear in reverse chronological order in your Newsfeed. Conversely, people in your organization may add you as a colleague and follow your activities in their Newsfeeds.
People can add you as colleagues and follow your activities, whether or not you add them as colleagues, and vice versa. If you are interested in that person's activities, you may want to add them as a colleague, so that you can follow their activities as well. Some activities, such as applying a keyword that someone else has listed as an interest, can appear in the Newsfeed of anyone who has permission to view your My Site.
Depending on how your administrator has set up your My Site, you can change which activities you see in your Newsfeed by editing the Preferences section of your profile. For example, you can choose whether or not to receive a notification in your Newsfeed when a colleague changes teams or writes a note on someone's profile page. The settings do not change which activities of yours that people can see in their Newsfeeds.
Depending on how your My Sites are set up, you may receive an e-mail notification when someone adds you as a colleague. The message informs you that someone has added you as a colleague and is following your activities, but it does not give you the option to decline whether or not that person can add you as a colleague.
If you do not want to be notified when someone adds you as a colleague, use the following procedure:
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Profile.
2. Click Edit My Profile.
3. In the Preferences section, next to Email Notifications, clear the Notify me when someone adds me as a colleague check box.
[bookmark: BM4][bookmark: _Toc296247111]Working with tags, ratings, notes, and status messages
Tags, notes, and status messages are ways to discover information and connect with other people in your organization.
[bookmark: _Toc296247112]Tags
If social tagging has been enabled by your administrator, you can tag content, so that you can easily remember, classify, or share it with others. You can tag pages and documents on a SharePoint site, as well as other intranet and Internet pages. When you apply a tag, you can specify whether it is public or private.
To help people discover content of interest, there are different ways to see when someone has applied a public tag to content, providing people have permission to view the content:
· You can receive updates in your Newsfeed when one of your colleagues applies a tag to content that you have permission to view. Your colleagues can also see when you apply tags to content that they have permission to view.
· If you have added keywords to the Interests section of your profile, you can see when people use that keyword as a tag, providing you have permission to view the content that they tag. For example, if you are following “photography” as an interest, and someone uses the term “photography” in a public tag, you receive an update in your Newsfeed. 
· Conversely, other people can see when you use a keyword that they have added as an interest. When people follow a keyword as an interest, they do not need to be colleagues in order to receive an update when someone tags content with that keyword or shares a common interest.
· The Recent Activities section on your profile shows when you recently tagged content, if the viewer has permission to view the content. If people have permission to view your profile, they can see your Recent Activities section, whether or not they are following you as a colleague.
Your tags also appear in a collection of tags, sometimes known as a tag cloud, which people can view on your profile. People can also view more information about a tag, as well as recent activities related to a tag, such as when someone has applied that tag. Tags that you apply can also interact with enterprise keywords that are managed centrally by your organization. For more information, see the person who manages term sets and enterprise keywords for your organization.
You can mark a tag as public or private. If you create a tag as a public tag, but then mark it as private or delete it later, it will not affect the update that people receive in their Newsfeeds when the tag was first created. The initial update about the tag will remain in people's Newsfeeds. When you mark a tag as private, the URL or the document the tag points to is not accessible to users anymore. However, users will still be able to see the text of the tag you mark as private. 
[bookmark: _Toc296247113]Ratings
If the ratings feature has been enabled in a library, people with permission to access the content can rate it with a star system. Depending on how the library is set up, the author and people who have permission to view the content will see the total number of ratings for the document, but not the details about who applied the rating (for example, user names are not displayed next to the ratings). However, Microsoft SharePoint Server does store user names, and user names can be accessed by SharePoint compatible-programs and solutions.
If people have added you as a colleague, they will receive an update in their Newsfeed when you rate content, providing they have permission to view the content. They can see a link to the content you have rated, and the rating you have applied to it. An update also appears in the Recent Activities section of your profile, which can be viewed by anyone who has permission to view your My Site and the content you have rated.
[bookmark: _Toc296247114]Notes
You can write notes about documents and pages, which people can view when they visit the documents and pages where the notes were applied. You can also write notes on other people’s profiles, as well as your own profile. 
People who follow your activities as a colleague will receive an update in their Newsfeed about the notes that you write. The Recent Activities section on your profile shows the notes you recently wrote on different pieces of content, if the viewer has access to the content.
The notes you post will be visible to everyone. You can edit or delete a note after you create it, but it will not affect the update that people receive in their Newsfeeds or that appears in your Recent Activities when the note is first created.
[bookmark: _Toc296247115]Status messages
You can share your thoughts through a short status message, which appears next to your name and picture when people visit your profile.
People who follow your activities as a colleague will receive an update in their Newsfeed when you change your status message. Updates to your status message also appear in the Recent Activities section on your profile. You can edit or delete a status message, but it will not affect the original update that people receive in their Newsfeeds or that appears in your Recent Activities. 
[bookmark: BM5][bookmark: _Toc296247116]Understanding colleague and keyword suggestions
Depending on how your My Site is set up and which programs are installed, you may receive suggestions for colleagues and keywords to help you more quickly connect with people and information. 
These suggestions can be based on how you use SharePoint-compatible programs, such as Microsoft Outlook 2010.
The SharePoint Server Colleague Add-in feature in Outlook 2010, for example, scans your sent e-mail folder to look for specific names and keywords and the frequency of those names and keywords. The list is updated periodically and stored on your computer's hard disk.
You can see the list of possible colleagues on the Add Colleagues page of your profile, where you can approve or reject the colleagues.
You can see a list of suggested keyword when you edit your profile, and you can approve or reject the keywords. Approved keywords are added to the Ask Me About or Interests sections of your profile.
Manage whether or not your sent mails are analyzed for colleague and keyword suggestions
You may opt out of having your e-mail analyzed by managing the settings in some e-mail programs. For example, you can use the following procedure in Outlook 2010 to turn off e-mail analysis. If you are using another program that can analyze sent e-mail for colleague and keyword suggestions, see Help in your program.
1. In Outlook 2010, click the File menu, and then click Options. 
2. Click Advanced, and scroll to the Other section.
3. Clear the Allow analysis of sent e-mails to identify people you commonly e-mail and subjects you commonly discuss, and upload this information to the default SharePoint Server check box.
4. Click OK.
Manage whether or not SharePoint Server sends suggestions for colleagues and keywords in e-mail
Depending on how your My Site is set up, you may receive suggestions in e-mail for colleagues and keywords to add. You can opt out of receiving these e-mails by using the following procedure in SharePoint Server.
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Profile.
2. Click Edit My Profile.
3. Scroll to the Preferences section, and next to the Email Notifications, clear the Send me suggestions for new colleagues and keywords check box. 
[bookmark: BM6][bookmark: _Toc296247117]Managing access to some information in your profile
Depending on how your profile is set up, you can use privacy categories to specify that only certain people can view some of the details in your profile, your site and distribution list memberships, and your list of colleagues. For example, you might want everyone who can view your profile to see all the Web sites that you are a member of.
Note Your administrator may customize or limit whether or not you can apply the privacy categories to details in your profile, memberships list, and colleagues list.
The details in your profile may contain some information by your administrator, but you may be able to edit who sees some of the personal details, such as your personal phone number.
Your Memberships page in your profile contains a list of sites and distribution lists you belong to. Depending on how your My Site is set up, you can apply the privacy category to each membership.
Your colleagues typically include members of your team, as well as other people whose activities you want to follow. You can organize your colleagues into groups, but you can only manage who sees your colleagues by applying the following privacy categories:
· Everyone
· My Colleagues
· My Team
· My Manager
· Only Me
Apply privacy categories to your profile details, memberships, and colleagues list
You can change the privacy categories for your profile details, memberships, and colleagues list in your profile.
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Profile.
2. To edit some of your profile details, under our picture, click Edit My Profile.
3. To edit memberships, click Memberships. Select the check box next to the memberships you want to change, and then click Edit Memberships. 
4. To edit your colleague list, click Colleagues, select the check boxes next to the colleagues whose settings you want to change, and then click Edit Colleagues.
5. Make the changes you want, and then click OK.
Add a colleague to your team
You can apply the My Team privacy setting to some details in your profile, your memberships, or your colleagues list, if you want to manage who has access to view them. For example, you can share an item with just your team, instead of all of your colleagues or everyone who has access to view your profile.
You can add someone to your team, providing he or she has permissions to view your My Site, whether it is someone directly in your department or someone who you work closely with in another department. 
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Profile.
2. Click Colleagues, select the colleague whom you want to add to your team, and then click Edit Colleagues. You can select multiple colleagues if you want.
3. In the Add to Group section, under Add to My Team, click Yes.
4. Click OK.
Tip When you add new people as colleagues, you can add them to your team by using the Add to My Team setting.
[bookmark: _Toc296247118]Ways to make the most of your My Site
There are several ways to engage with your colleagues and keep updated on new developments. To get the most of your My Site and profile, here are some steps you can take: 
View and update your profile – Some details in your personal profile may be filled out already by your organization’s directory service, but you can add more details so that your colleagues can broaden your network. If your organization doesn’t provide a profile picture, you may want to add one so that people can recognize you in meetings and events. You can also share short status updates, which people can see when they visit your profile page or follow you in their newsfeed.
[image: Status Update]
Follow new colleagues – You can follow the activities of colleagues, so that you can see when they tag content, change their work status, or reach an important work milestone. Your profile may already contain some colleagues – typically members of your immediate team, your manager, and direct reports. You can add more people, such as people in other departments you often work with, or people with similar interests.
[image: Colleagues list]
Add content to your My Site - Depending on how your My Site is set up, you can share documents, pictures, and even share your ideas in your blog.
Note Your name often contains a link to your My Site when it appears in several places on a SharePoint site. Consider adding a link to your in your e-mail signature or to other locations where your name appears on your organization’s intranet.
[bookmark: _Toc243196733][bookmark: _Toc251004442][bookmark: _Toc286150612]Interacting with content and colleagues
As you connect with colleagues, you can broaden your network of people and knowledge. 
For example, Diane Prescott has also identified some areas she wants to research, such as affiliate marketing. Because she has added affiliate marketing as an interest in her profile, she can see when other people tag content with that keyword. She has learned about new resources and identified new colleagues who are share her interests. 
Here are some ways to interact with your colleagues:
Use tags and notes to share information – You can tag and write notes about content that you want to remember later or share with others. People in your organization can learn more about your interests by viewing your tags, and you can use tags to identify related content.
[image: Notes about content]
Provide status information –You can share current information about yourself, such as a project you’re excited about or how people can best contact you.
Check your Newsfeed for updates – Your colleague’s activities, such as when they update their blog or receive a promotion, will appear in your Newsfeed. By checking your Newsfeed, you can learn about content of interest and important milestones for your colleagues. If you see items you want to respond to, you can click on your colleagues’ names to visit their profiles. For example, if you see that a colleague has received a promotion, you can visit the colleague’s profile and leave a note of congratulations. 
Leave notes for your colleagues – Visit other people’s profiles to learn more about their projects, or even leave notes for them on their Note Board. For example, if you meet someone knowledgeable in a meeting, you might want to check their profile to see if they have links or tags for additional resources, or even ask them a question.
[bookmark: _Toc243196734][bookmark: _Toc251004443][bookmark: _Toc286150613][bookmark: _Toc296247119]View and update your My Site profile
Some of the details contained in your profile, such as your name and job title, may be provided by your company, so you cannot change or delete them. To correct errors in this type of information, contact the person in charge of your site or your human resources department.
[bookmark: _Toc243196735][bookmark: _Toc251004444][bookmark: _Toc286150614]View your profile
1. On your SharePoint site, in the upper right corner, click My Site. If you don’t see My Site in the upper right corner, then browse to a page that contains the link or search for your profile. Skip this step if you are already viewing your My Site.
2. Click My Profile.
3. To see additional profile details, click More information.
[bookmark: _Toc243196736][bookmark: _Toc251004445][bookmark: _Toc286150615]Update your profile
Your profile can describe your job role, as well as provide contact information and other details. It can help other people understand your job role and better communicate with you. The profile page contains several details, some of which may be managed by your organization and some that you may be able to customize.
When you add information to your profile, such as your picture, it becomes visible to anyone who visits your profile. However, you can apply privacy categories to some details in your profile so that only certain people can see them. By using privacy categories, you can restrict information like your mobile phone number to a select group of individuals.
Enter words that relate to your job description in the Ask Me About section. When people visit your profile, they can click on the terms and then ask you a question with the Note Board. Enter items that interest you and you would like to learn more about in the Interests section. Items related to that keyword will appear in your Newsfeed. Find more details about editing your profile in the See Also section.
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner [image: Profile Name], and then click My Profile.
2. Under your picture, click Edit My Profile.
3. On the Edit Details page, do one or more of the following:
· To add details about yourself, type in the box next to the detail that you want to update. In your About Me section, you can also format the text, including adding hyperlinks. Your organization may restrict or provide its own information for some employee details.
· To add or change your picture, click Choose Picture, browse to the picture you want, and click OK.
· To delete text, select it, and then press DELETE. 
4. If the box in the Show To column is active, you can restrict the view of personal information so that this information is displayed only to a privacy group rather than everyone at your company.
5. Click Save and Close. 
[bookmark: _Toc243196737][bookmark: _Toc251004446][bookmark: _Toc286150616][bookmark: _Toc296247120]Follow new colleagues
Depending on how your My Site is set up, you may receive e-mail notifications when people follow your activities, as well as suggestions for new colleagues to follow. You can choose to follow those colleagues by clicking on links in e-mail.
You can also follow new colleagues when you visit their profiles. In many cases on a SharePoint site, you can view someone’s profile by clicking his or her name. For example, if you see the name of a colleague who has tagged relevant content in your Newsfeed, you can click on that person’s name.
[image: Add as colleague]
1. Browse or search for the profile of the person whom you want to follow. If the person’s name appears on a SharePoint site, such as next to a document they recently modified, you can click their name to visit their profile. 
2. Click Add as Colleague.
Tip You can also use the Organization browser and People Search to locate colleagues.
[bookmark: _Toc243196738][bookmark: _Toc251004447][bookmark: _Toc286150617][bookmark: _Toc296247121]Use tags and notes to share information
You can apply keywords to documents and pages that you want to easily track and remember. Depending on how your organization is set up, you can also apply keywords to pages or articles you are interested in on the Internet.
Note Your organization may restrict the use of social tagging or limit the keywords you can use to a predefined set of terms. 
Your tags and notes are organized in a “tag cloud” that you can browse in different ways. The tags you use most often appear larger than the rest of the tags. You can browse and filter the tags in different ways.
[image: Tag cloud]
There are a few different ways to tag content. To tag online information anywhere, you can use the SharePoint tags and notes tool, which you can add to your browser’s favorites, bookmarks, or link bar. 
When viewing content on a SharePoint site, you can also use buttons to apply tags and notes, and to quickly specify that you like an item and want to revisit or share it.
[bookmark: _Toc243196739][bookmark: _Toc251004448][bookmark: _Toc286150618]Add the SharePoint tags and notes tool to your browser
The exact steps for adding the Tags and Note Board shortcut may vary depending on your browser, but you start by visiting the link for the tool on the Tags and Notes page of your My Site.
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner [image: Profile Name], and then click My Profile.
2. Click Tags and Notes.
3. Under Add SharePoint Tags and Notes Tool, right click the link, and add it to your browser’s favorites, links, or bookmarks. In some browsers, such as Internet Explorer, you can add a link to a links toolbar. See Help in your browser for more information.
To make it easier to apply bookmarks, you may want to display the browser’s favorites or links in the browser toolbar.
[bookmark: _Toc243196740][bookmark: _Toc251004449][bookmark: _Toc286150619]Add tags and notes to pages by using your Web browser
Once you have added the Tags and Note Board link to your browser, you can use it as you tag Web pages that you want to remember or share.
1. Browse to the page you want to add tags and notes to.
2. In your browser, click Tags and Note Board.
3. Type tags that will help you remember and classify the content on the page. Separate tags with semicolons.
4. To also write a note about the page, click Note Board, and type a note about the page.
5. Click Save.
[bookmark: _Toc243196741][bookmark: _Toc251004450][bookmark: _Toc286150620]Add tags and notes to pages on a SharePoint Server site
You can use the Tags and Note Board tool from your browser for any Web page. If you are viewing a page on your SharePoint site, you can also use the I Like It and Tags and Notes buttons. Use “I Like It” when you quickly want to tag content to remember later, but don’t want to apply additional tags and notes right away. You can add them later if you like.
1. Browse to the page on a SharePoint Server site that you want to add tags and notes to.
2. Do one of the following:
· To quickly tag content to remember later without adding other tags or notes, click I Like It.
· To add other tags and notes, use the following steps: 
1. Click Tags and Notes.
2. Type tags that will help you remember and classify the content on the page. Separate tags with semicolons.
3. To also write a note about the page, click Note Board, and type a note about the page.
4. Click Save.
[bookmark: _Toc243196742][bookmark: _Toc251004451][bookmark: _Toc286150621][bookmark: _Toc296247122]Add content to your My Site
You can add documents that you want to share with other people, as well as create a blog to share your ideas. For example, you might consider a blog to provide insight on emerging ideas or a project in progress. 
To add documents that you want others to see, use the Shared Documents library. To add documents that you just want to access yourself, add them to the Personal Documents library. You can add other libraries, as well as customize the permissions and other settings for your library, as you would with other libraries on a SharePoint site.
Depending on how your My Site is set up, you can also add other libraries and lists, similar to the way you can create lists or libraries on any type of site.
[bookmark: _Toc243196743][bookmark: _Toc251004452][bookmark: _Toc286150622]Add shared documents to your My Site
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Content.[image: My Content] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Content.
. 
Note If you are clicking on My Content for the first time, it may take a few minutes for your lists and libraries to be set up.
2. Under Shared Documents, click Add New Document.
3. Browse to the document you want to upload, and add other details you want.
4. Click OK.
[bookmark: _Toc243196744][bookmark: _Toc251004453][bookmark: _Toc286150623]Create a personal blog 
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Content.[image: My Content] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Content. If you are clicking on My Content for the first time, it may take a few minutes for your lists and libraries to be set up.
2. On the right side of the page, click Create Blog.
3. To add a new post to your blog, click Create a post, and then fill out the details for your post.
[bookmark: _Toc243196745][bookmark: _Toc251004456][bookmark: _Toc251004454][bookmark: _Toc286150624]Leave a note on someone’s profile
When you leave a note on someone’s profile, it is typically displayed until the person receives newer notes. Depending on how your organization has set up My Sites, the person may also receive an e-mail notification of your note.
You can use notes for a variety of purposes, such as commenting on a colleague’s recent project or milestone, or asking a question.
1. Browse or search for the person’s profile where you want to leave a note. If the person’s name appears on a SharePoint site, such as next to a document they recently modified, you can click their name to visit their profile. 
2. Under Note Board, type a note in the box.
3. Click Post.
[bookmark: _Toc286150625]Share status updates 
You can share quick ideas or a status message with your colleagues in your profile. For example, you might tell people that you are excited about an upcoming conference or project.
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile]
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Profile.
2. Click the What’s happening text in the status balloon.
3. Type brief text that you want to share.
4. Press ENTER.
[bookmark: _Toc243196746][bookmark: _Toc251004455][bookmark: _Toc286150626]Check your Newsfeed for updates
To check your newsfeed for updates, do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Site in the upper left corner. You can also click My Newsfeed.
[image: My Sites toolbar buttons]
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner [image: Profile Name], and then click My Site
Tip If you do not see any items, your colleagues may not have any recent activity. To increase the amount of information in your Newsfeed, consider leaving notes for your colleagues to encourage them to interact or consider following more colleagues. To see fewer updates, consider following fewer colleagues or reducing the number of activities you are following in your profile.
[bookmark: _Toc296247123]Adding Content to My Site
Depending on how your My Site is set up, you can add different types of content, such as documents, a blog, and other pages, to it. For example, you could add a page to share informal information about your projects. 
[bookmark: _Toc269127139][bookmark: _Toc296247124]Add documents to your My Site
By default, your My Site has two libraries for storing documents – a Shared Document library for documents that you want others to view, and Personal Documents that are only visible by you by default. 
You can customize permissions for the library or for specific documents – for example, you could specify that only a specific set of users can view a sensitive document. You can find more information about managing permissions in the See Also section. 
1. Browse to your My Content page by doing one of the following:
· If you are already viewing a page on your My Site, such as your My Profile or My Newsfeed page, click My Content.
[image: My Content]
· If you are viewing another page on your SharePoint site, click your name [image: Profile Name], and then click My Site. When your profile appears, click My Content.
2. Click Add document under the library where you want to store the document, such as Shared Documents or Personal Documents.
[bookmark: _Toc269127140][bookmark: _Toc296247125]Create a blog on your My Site
You can share your ideas, insight about your current projects, and professional tips. The blog home page uses Web Parts, so the page can be edited like other Web Part pages. Find more general information about blogs in the See Also section.
1. Browse to your My Content page by doing one of the following:
· If you are already viewing a page on your My Site, such as your My Profile or My Newsfeed page, click My Content.
[image: My Content]
· If you are viewing another page on your SharePoint site, click your name [image: Profile Name], and then click My Site. When your profile appears, click My Content.
2. Under Recent Blog Posts, click Create Blog. If you don’t see the blog commands, your organization may have customized your My Site. 
3. To add a blog category, which you can use to help organize your posts, click Add New Category under Categories.
4. To change blog categories, click Categories, and then make the changes you want. Click the back button in your browser to return to your blog.
5. To customize the About this blog section or other parts of the blog home page, click Edit Page. Click Stop Editing when you have made the changes you need. 
[bookmark: _Toc269127141]Post to a blog on your My Site
1. Browse to your My Content page by doing one of the following:
· If you are already viewing a page on your My Site, such as your My Profile or My Newsfeed page, click My Content.
[image: My Content]
· If you are viewing another page on your SharePoint site, click your name [image: Profile Name], and then click My Site. When your profile appears, click My Content.
2. On the home page of your blog, under Blog Tools, click Create a post.
3. In the Title box, type the title that you want for your post. The title appears at the top of the post on the home page and in the Posts list
4. In the Body section, type or enter the content that you want to include in your post. You can use the ribbon to format the text, or to insert art, hyperlinks, or tables.
5. In the Category list, select the category or categories that you want from the list of possible categories, and then click Add. To remove a category, select the category from the list of selected categories and then click Remove.
6. In the Published section, verify that the date and time are correct for publishing the post, or change any settings necessary. The Publish Date specifies where the post appears on the home page, because the posts appear in reverse chronological order. 
7. To save your work and finish it later, click Save as Draft.
8. To publish the post immediately, click Publish.
[bookmark: _Toc269127142][bookmark: _Toc296247126]Add a page to My Content on your My Site
Depending on how your organization has set up your My Site, you can add one or more pages to the My Content section of your My Site. For example, you could add a page to feature information about projects you have worked on.
1. Browse to your My Content page by doing one of the following:
· If you are already viewing a page on your My Site, such as your My Profile or My Newsfeed page, click My Content.
[image: My Content]
· If you are viewing another page on your SharePoint site, click your name [image: Profile Name], and then click My Site. When your profile appears, click My Content.
2. On the My Content page of your My Site, click the Site Actions menu, and then click More Options.
3. In the Create dialog box, and then click Page.
4. In the Name box on the right, type a name for your page.
5. Click Create.
[bookmark: _Toc269127143]Edit My Content pages on your My Site
You can edit your My Content page and other pages you have added to My Content. For example, you can add Web Parts to display your tasks or documents from other sites that you are a member of..
1. Browse to your My Content page by doing one of the following:
· If you are already viewing a page on your My Site, such as your My Profile or My Newsfeed page, click My Content.
[image: My Content]
· If you are viewing another page on your SharePoint site, click your name [image: Profile Name], and then click My Site. When your profile appears, click My Content.
2. Click the Page tab, and then click the Edit Page button.
3. Add or change any items you want.
4. To add Web Parts, click in the area where you want to add the Web Part, and then click Insert. Select the item you want, and then click Add.
5. When you have made the changes you want, click Page, and then click Stop Editing.
6. To make other changes to your site, click Site Actions, and then Site Settings. 
Note Your organization may restrict the changes you can make to your My Site. For more information, see the person who manages your My Sites.
[bookmark: _Toc269127144][bookmark: _Toc296247127]Add lists and more libraries to your My Site
You can add lists, such as an announcements list or custom list, to your My Site. By default, the list displays in the left navigation of your My Content page, but you can also display the contents directly on your My Content page by using a Web Part. Find more information about displaying lists in Web Parts in the See Also section.
1. Browse to your My Content page by doing one of the following:
· If you are already viewing a page on your My Site, such as your My Profile or My Newsfeed page, click My Content.
[image: My Content]
· If you are viewing another page on your SharePoint site, click your name [image: Profile Name], and then click My Site. When your profile appears, click My Content.
2. On the Site Actions menu, click More Options.
3. Select the list or library you want to add. To narrow down the choices, you can click an option under Filter By, such as List.
4. In the Name box, type the name for your list or library.
5. Click Create.
[bookmark: _Toc269127145][bookmark: _Toc296247128]Add a list of your sites to your My Site
To quickly access your SharePoint sites, you can add a list of your SharePoint sites to your My Site. The My SharePoint Sites Web Part displays sites where you are a member, but you can also add other sites to the list. 
1. Browse to your My Content page by doing one of the following:
· If you are already viewing a page on your My Site, such as your My Profile or My Newsfeed page, click My Content.
[image: My Content]
· If you are viewing another page on your SharePoint site, click your name [image: Profile Name], and then click My Site. When your profile appears, click My Content.
2. Click the Page tab, and then click the Edit Page button.
3. Click in the area where you want to add the list of SharePoint sites, and then click Add a Web Part. 
4. Under Categories, select Recommended Items..
5. Under Web Parts, select My SharePoint Sites.
6. Click Add.
7. Sites in which you are a member will appear in a short time in the list. To add other sites to your list, click the Add New Tab [image: Add New Tab button]button.
[bookmark: _Toc296247129]Ask and Answer Questions
You and your fellow co-workers bring different strengths and knowledge to your organization. By using features in the “Ask Me About” section of your My Sites, you and co-workers can tap into this knowledge pool by identifying these areas of strength and asking each other questions. Ask Me About encourages users to develop and use a community resource that taps into the knowledge of the organization. 
[bookmark: _Toc284595119][bookmark: _Toc296247130]Add keywords to Ask Me About in your profile
To add new keywords, do the following steps:
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Profile.
2. Under your picture, click Edit My Profile.
3. In your profile, click inside the “Ask Me About” box.
4. To add keywords, type text in the box, and separate multiple keywords with semi-colons. If the Suggestion box appears, and you see a keyword in the list that looks appropriate, click the keyword.
5. When you’re done adding keywords, at the top of the page click Save and Close.
[bookmark: _Toc220831192][bookmark: _Toc217667001][bookmark: _Toc215398453][bookmark: _Toc204662451][bookmark: _Toc223274098][bookmark: _Toc224110038][bookmark: _Toc284595120][bookmark: _Toc296247131]Ask a question on someone else’s My Site
If you find a relevant keyword in the Ask Me About section on someone else’s My Site, you can use that keyword to ask that person a specific question about the keyword topic.
To ask a question:
1. Go to the My Site of the person whom you want to ask a question.
2. Click the Overview tab.
3. In the Ask Me About section, click the keyword you want to ask a question about.
4. The keyword appears in the person’s Note Board box below the Ask Me About section. In the following example, Molly Clark clicks Ad campaigns on Christa Geller’s My Site to begin composing a question on the topic in her Note Board::
[image: Click an Ask Me About keyword to begin asking a question in a colleague's Note Board box.]
5. Enter the question associated with the keyword, and then click Post. The question appears below the Note Board on the colleague’s profile page. For example, here’s the question as it appears on Christa’s profile page. 
[image: A question in a colleague's My Site activities]
Finally, depending on profile settings in the contact’s My Site, the colleague also receives the question in an email. The email includes a link to facilitate responding to the question. In the example below, Christa Geller receives an email to notify her about the note Molly has left on her profile page:
[image: Notification of an Ask Me About question in an email message]
[bookmark: _Toc284595121][bookmark: _Toc296247132]Answer a question that someone posts on your My Site
When someone posts a question on the note board in your My Site, it appears below the note board on your profile page. Additionally, depending on settings in your profile, you may also receive the question in an email. 
Note To be notified about questions posted on your profile page in an email, the setting Notify me when someone leaves a note on my profile must be enabled in your profile.
On your My Site, you can respond to a question by clicking the name of the colleague who sent you the question. You can then navigate to the Note Board on your colleague’s My Site, and enter a response.
If you receive an email, you can click the leave a note link to go to the profile page on the colleague’s My Site. You can then enter a response in the Note Board.
[bookmark: _Toc284595122][bookmark: _Toc296247133]Find people who know topics you’re interested in
You can search for people who have listed topics of interest in the Ask Me About section of their profile by entering keywords on the My Content page of your My Site.
1. On your My Site, click the My Content tab.
2. Enter a keyword for the topic you want to find and then click the Search icon.
In the example below, the keyword “Ad Campaigns” is entered in the Find People box.
[image: Search keyword entered in the Find People box]
The search result lists people who have included the specified keyword in their profile as an Ask Me About topic, an Interest topic, or who have memberships related to the keyword. The search result gives preference to people who specify the keyword as an Ask Me About topic.
The example below shows the result of searching on the keyword “Ad Campaigns”.
[image: A search result after entering a keyword in the People Find box]
[bookmark: _Toc296247134]My Site Profile
Creating a rich My Site profile helps people find you. When you add profile details that highlight your expertise and interests, you improve the likelihood of being discovered by people who want to connect with someone of your background and know-how. The more key information that you provide, the more likely that your name will turn up in SharePoint 2010 searches when colleagues query for someone with your skills and attributes. When colleagues contact you, you can add them to your contacts.
This article describes how you can enhance your SharePoint 2010 My Site profile to improve your visibility in search results and expand your contact base.
[bookmark: how][bookmark: _Toc288571878][bookmark: _Toc296247135]How My Site profiles help people find you
SharePoint 2010 users who need to find a colleague with specific skills, interests, or attributes can enter a name or keywords in the Search text box on a company’s portal site. The SharePoint Search service then crawls user profiles to find the specified criteria or properties.
For example, suppose that Chris needs information from someone in his company’s Northeast Sales division who was also in his graduating class. He does not recall the person’s name, so he might create a SharePoint search query that looks like this:
northeast sales Lancaster university ‘09
The SharePoint search service ranks your My Site profile properties according to relevance. The higher the ranking, the more valuable the profile values for those properties. 
Therefore, if Deb’s My Site profile includes ‘northeast sales’ and ‘lancaster university ‘09’ in the Ask Me About and Schools text boxes, respectively, her name is likely to appear at the top of Chris’ search results. If her profile properties are empty, contain defaults, or show other entries that do not match these search criteria, she may not turn up in this search at all. For instance, if the Ask Me About text box has a value of ‘inventory management’ and the Schools text box is blank, she will not surface in Chris’ search results even though she is the contact that Chris seeks.
Administrators determine which profile properties appear in your profile when they build the My Site pages for your organization. Typically, they pre-populate certain profile properties – such as your user name - with static information from a central database. You cannot edit these properties.
[bookmark: _Toc287360424]The following table lists the Search-sensitive profile properties that may appear in your My Site profile. The table also indicates which properties are likely to be available for edit and which are typically pre-populated. Properties are listed in the Search order of the SharePoint Server 2010 ranking system, starting with the top-rated properties, when All is the selected Search type.
	Relative search ranking
	Profile property
	Typically editable
	Typically pre-populated

	6
	Job title
	No
	Yes

	6
	Organization or department name
	No
	Yes

	5
	Preferred name (full name)
	Yes
	

	5
	Ask Me About (responsibilities)
	Yes
	

	4
	User or account name
	No
	Yes 

	3
	Distribution lists (organization’s DLs)
	No
	Yes

	2
	Skills
	Yes
	

	2
	Interests
	Yes
	

	1
	Past projects
	Yes
	

	1
	Schools
	Yes
	

	.5
	About me
	Yes
	


[bookmark: _Toc288571879][bookmark: _Toc296247136]Update your My Site profile to help people find you
To optimize your position in people search results, update your SharePoint 2010 My Site profile as follows:
1. Open your My Site home page.
2. Click the My Profile tab.
3. Click Edit My Profile.
4. Update profile properties as follows, in order of search ranking, and if the property appears and is editable:
a. Update the Preferred Name text box if it is editable and if the default entry is not how you are known in your organization.
b. List your expertise areas in the Ask Me About text box. This helps you become the go-to person for colleagues who need information or help in these areas. 
c. List your skills in the Skills text box.
d. List your interests in the Interests text box.
e. List projects that you completed or worked on in the Past Projects text box.
f. List schools that you attended in the Schools text box.
g. Describe yourself in the About Me text box by using as many search-friendly words as possible.
Note Some properties may draw from responses that you have provided in another form or database within your organization. If this is the case, update the appropriate form so that the information also appears in your My Site profile.
5. When you’re finished, click Save and Close.
[bookmark: _Best_practices_for]You can update your My Site Profile at any time, whenever you have new relevant information.
Tip When a colleague contacts you for information, remember to add them to your contacts.
[bookmark: _Toc296247137]Best practices for filling out My Site profiles
The following table shows tips that can help you update editable profile properties:
	Do:
	Example

	Fill in empty property text boxes wherever you can enter information that could be valuable to a colleague who seeks your expertise. 
	If an Ask Me About property is empty, enter your key areas of expertise. You may even want to include your knowledge of subjects outside your profession. This practice helps discover you to other people who remember you through a shared or unusual hobby, such as ‘astronomy’.

	Update default values if it is possible, to provide more useful or detailed information. 
	If a Preferred Name property appears with your legal name as the default, you might want to change it to show a first name by which you are more typically known. You could change William to Bill, for example.

	Consider search ranking when filling out Profile properties, especially when you decide where you should put information related to your skills and interests. 
	If an Interests property includes an area of accomplishment, such as ‘photography’, move or copy that information into the Ask Me About text box. The Ask Me About box has a higher search ranking than Interests.

	Enter complete and specific values instead of vague responses. 
	If a Past Projects property shows ‘Field improvements’, you could update it with specifics, such as the following:
Contoso Inc northeast field processes
Northeast field process automation
Northeast research mapping
Contoso local outreach

	Use search-friendly terms to describe yourself.
	If an About Me property appears, use likely search topics to enter information, such as ‘Geochemist specializing in hydrothermal processes and compositional analysis’ instead of ‘Years of experience working for materials research companies.’ The first case addresses specific search terms that point to someone with your background.





[bookmark: _Toc296247138]Tags and Notes
Tags and notes enable people to share information and interact with colleagues. Tags and Notes about content can make it easier for people to find and share relevant content and find knowledgeable people. Notes to other people can help encourage informal dialog, and enable people to easily connect. 
[bookmark: _Toc283988547][bookmark: _Toc286151520]Example uses of tags and notes
· Make other people aware of helpful content resources
· Help people discover peers with similar interests or potential mentors with desired knowledge
· Enable people working in other locales to learn more about each other
· Share and learn information about relevant activities
· Help employees maintain professional contacts on other teams
[bookmark: _Toc283988548][bookmark: _Toc286151521][bookmark: _Toc296247139]Adding tags to content
You can apply tags to documents and pages that you want to easily track and remember, or that you think others might find interesting. Depending on how your organization is set up, you can also apply tags to pages or articles you are interested in on the Internet.
[image: Tag cloud]
Social tagging can improve the quality of search results by filtering against specific tags, and it can also connect individuals who want to share information with other users who have like interests.
[bookmark: _Toc283988549][bookmark: _Toc286151522]Ways to add tags
There are a few different ways to tag content. When viewing content on a SharePoint site, you can use buttons to apply tags and notes, and to quickly specify that you like an item and want to revisit or share it.
To tag online information anywhere, you can use the SharePoint tags and notes tool, which you can add to your browser’s favorites, bookmarks, or link bar. 
[image: Tag suggestions]
As you type a tag, you may receive suggestions as you type, if someone else has used the tag before or if your organization has defined some tags and structure. You can click on the suggested type to accept it without having to finish typing the tag.
[bookmark: _Toc283988550][bookmark: _Toc286151523]Viewing tags
Your tags and notes are organized in a “tag cloud” that you can browse in different ways. The tags you use most often appear larger than the rest of the tags. You can browse and filter the tags in different ways.
When you click a tag in a tag cloud, you see a list of all activities associated with this tag. “Activities” refers to all content that you’ve tagged with this keyword. For example, in the sample tag cloud shown below, all activities are listed for the tag “Ad Campaigns,” which is selected in the tag cloud. 
[image: Select a tag to see the content you have assigned it to.]
[bookmark: _Toc283988551][bookmark: _Toc286151524]Deleting tags
To delete a tag from a tag cloud, you must select it and then delete all of its associated “activities”. For example, to delete the tag “Ad campaigns,” shown above, you would delete the two activities shown in the list to the right by clicking Delete. Once you delete the activities, you must refresh your Web browser to see the tag removed from the tag cloud.
[bookmark: _Toc283988552][bookmark: _Toc286151525]Understanding permissions and privacy for tagged content
Tags are public by default, unless you specify that a tag is private. Other people can view the tag and the content that it applies to if they have permission to view the content. 
Tags can appear on your My Site profile, on the profile page for the tag, and in tag clouds. People also receive updates in their Newsfeeds when people they follow as colleagues add notes and tags. For more details about the information you share through your My Site and profile, see the articles in the See Also section.
When you specify that a tag is private, other people cannot see the fact that the tag was added to the Web page, although the tag text is public. Other people do not see the tag in the user’s tag cloud, unless the user who added the tag also applied the same tag to another Web page without making the tag private. 
[bookmark: _Toc283988553][bookmark: _Toc286151526][bookmark: _Toc296247140]Writing Notes
You can use notes to share your thoughts about content or to communicate with others. For example, you can write a quick note to congratulate someone or comment on an article. 
The Note Board helps users express thoughts in their immediate context rather than having to move to e-mail, instant messaging, or phone. For example, users can make comments about a Web page while they are viewing the page. Other users can then see the comment and a link to the Web page, which they can visit if they are interested in the subject. This immediacy helps My Site Web sites and My Profile pages become centralized places to manage public conversations. 
[bookmark: _Toc283988554][bookmark: _Toc286151527]Writing notes to people
Writing notes to other people can be an informal way to connect, such as congratulating someone on an award or sharing a quick thought about a conference.
[image: SharePoint Note Board]
[bookmark: _Toc283988555][bookmark: _Toc286151528]Writing notes about content
You can use notes to share your thoughts about an article or page, such as why the content is relevant or might be helpful to others. Other people can view or add comments.
[image: Notes about content]
[bookmark: _Toc283988556][bookmark: _Toc286151529]Understanding permissions and privacy for notes
Notes are public. People can see notes you write on someone’s profile page and in your recent activities, whether or not they are following you as a colleague. If someone is following you or the person you are writing the note to as a colleague, they can also see the note in their Newsfeed.
You can delete notes, so that they no longer appear with the content or on someone’s profile. However, the text of the note is not deleted from someone’s Newsfeed, for example, if they are following you or the note’s recipient as a colleague.
[bookmark: _Toc283988557][bookmark: _Toc286151530][bookmark: _Toc296247141]Adding Tags and Notes
[bookmark: _Toc296247142]Add tags and notes to documents and list items
Once you have added the Tags and Note Board link to your browser, you can use it as you tag Web pages that you want to remember or share.
1. Browse to the page you want to add tags and notes to.
2. In your browser, click Tags and Note Board.
3. Type tags that will help you remember and classify the content on the page. Separate tags with semicolons. You may be prompted with tags as you type, if they have already been used or created before.
4. To make a tag private, select the Private check box. People will not see that you have tagged content, but the tag itself will be public.
5. To also write a note about the page, click Note Board, and type a note about the page.
6. Click Save.
[bookmark: _Toc283988558][bookmark: _Toc286151531][bookmark: _Toc296247143]Add tags and notes to SharePoint pages
If you are viewing a page on your SharePoint site, you can also use the I Like It and Tags and Notes buttons if they are available. 
Use the I Like It button when you quickly want to tag content to remember later, but don’t want to apply additional tags and notes right away. You can add other specific tags later if you like.
[image: Tags and Notes and I Like It buttons]
If the I Like It and Tags and Notes buttons are not available on your page, you can use the Tags and Note Board tool from your browser.
1. Browse to the page on a SharePoint Server site that you want to add tags and notes to.
2. Do one of the following:
· To quickly tag content to remember later without adding other tags or notes, click the I Like It button.
· To add other tags and notes, use the following steps: 
1. Click the Tags and Notes button.
2. Type tags that will help you remember and classify the content on the page. Separate tags with semicolons. You may be prompted with tags as you type, if they have already been used or created before.
3. To make a tag private, select the Private check box. People will not see that you have tagged content, but the tag itself will be public.
4. To also write a note about the page, click Note Board, and type a note about the page.
5. Click Save.
[bookmark: _Add_the_tagging][bookmark: _Toc283988559][bookmark: _Toc286151532][bookmark: _Toc296247144]Add the tags and notes tool to your browser’s favorites
The exact steps for adding the Tags and Note Board shortcut may vary depending on your browser, but you start by visiting the link for the tool on the Tags and Notes page of your My Site.
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Profile.
2. Click Tags and Notes.
3. Under Add SharePoint Tags and Notes Tool, right click the link, and add it to your browser’s favorites, links, or bookmarks. In some browsers, such as Internet Explorer, you can add a link to a links toolbar. See Help in your browser for more information.
Tip To make it easier to apply bookmarks, you may want to display the browser’s favorites or links in the browser toolbar.
[bookmark: _Toc283988560][bookmark: _Toc286151533][bookmark: _Toc296247145]Add tags to any Web page with the tags and notes tool
Once you have added the Tags and Note Board link to your browser, you can use it as you tag Web pages that you want to remember or share.
1. Browse to the page you want to add tags and notes to.
2. In your browser, click Tags and Note Board.
3. Type tags that will help you remember and classify the content on the page. Separate tags with semicolons.
4. To also write a note about the page, click Note Board, and type a note about the page.
5. Click Save.
[bookmark: _Toc283988561][bookmark: _Toc286151534][bookmark: _Toc296247146]Write notes to other people
When you leave a note on someone’s profile, it is typically displayed until the person receives newer notes. Depending on how your organization has set up My Sites, the person may also receive an e-mail notification of your note.
You can use notes for a variety of purposes, such as commenting on a colleague’s recent project or milestone, or asking a question.
1. Browse or search for the person’s profile where you want to leave a note. If the person’s name appears on a SharePoint site, such as next to a document they recently modified, you can click their name to visit their profile. 
2. Under Note Board, type a note in the box.
3. Click Post.
[bookmark: _Toc296247147]Viewing Tags
[bookmark: _Toc296247148]View your tags for documents and pages
You can view all of your tags in a list, which you can sort alphabetically or by how often you apply the tag. You can also view your activities related to a tag, such as when you applied a tag to a page.
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Profile.
2. Click Tags and Notes. Your list of tags appears in a list on the left, and your activities related to tags and notes for the current month are displayed on the right. 
3. To change how your tags are displayed, under Refine by tag, click Alphabetically or By Size.
4. To change how your activities are displayed, do one of the following:
· To see activities related to only tags, under Refine by type, click Tags.
· To see only your public tags, under Refine by type, click Public.
· To see only your private tags, under Refine by type, click Private.
· To see your activities for other months, click the arrows next to Activities for Month.
· To see activities associated with a specific tag, click the tag under Refine by tag. 
[bookmark: _Toc277927449][bookmark: _Toc286151015][bookmark: _Toc296247149]View information related to a tag
Tags in your organization have a profile page, where you can find content that contains the tag, as well as use the tag to connect with people who have related interests.
[image: Tagged Items]
Note If you do not have permission to view a page or document, or if someone has marked a tag as private, you will not see the tag information in the tag profile.
1. Do one of the following: 
· If you are already viewing the tag, such as in a Newsfeed or on a colleague’s profile, click the tag.
· To find a tag you have applied, follow the steps above for viewing tags. If the tag isn’t already displayed under the Activities for list on the right, click the tag in your tag list on the left, and then click the tag’s name under Activities for tag.
2. To change how many items are displayed on the Tag Profile page, under Tagged Items, click All or Popular within last 60 days.
3. To search for information related to a tag, under Tagged Items, click the See all results for this tag in search link.
[bookmark: _Toc277927450][bookmark: _Toc286151016][bookmark: _Toc296247150]Connect with other people by using a tag
When you visit a tag’s profile, you can perform related tasks to help you connect with people who have similar interests.
[image: Tag Profile]
1. Do one of the following: 
· If you are already viewing the tag, such as in a Newsfeed or on a colleague’s profile, click the tag.
· Follow the steps in this article for viewing tags and notes. If the tag isn’t already displayed under the Activities for list on the right, click the tag in your tag list on the left, and then click the tag’s name under Activities for tag.
2. On the Tag Profile page, do one or more of the following: 
· To see related activities in your newsfeed and add the keyword to your interests, under Get Connected, click Follow this tag in my Newsfeed. 
· To add the tag to the Ask me About section in your profile, so that people can easily ask you questions about a subject, click Add to “Ask Me About” in My Profile.
· To find people with similar interests, under Get Connected, click View people who are following this tag.
· To add a note to the tag’s profile, click in the boxes under Note Board, type the text of your note, and click Post. 
Note If you have already added the tag to your Interests or Ask Me About section of your profile, the commands under Get Connected will say Tag listed in My Profile's Interests or Tag listed in My Profile's "Ask Me About".
[bookmark: _Toc277927451][bookmark: _Toc286151017][bookmark: _Toc296247151]View your notes
1. Do one of the following:
· If you are already viewing someone’s profile or a page on your My Site, click My Profile.[image: My Profile] 
· If you are viewing a different type of page on your SharePoint site, click your name in the upper right corner[image: Profile Name], and then click My Profile.
2. Click Tags and Notes.
3. Under Refine by type, click Notes.
[bookmark: _Toc277927452][bookmark: _Toc286151018][bookmark: _Toc296247152]View tags and notes on a SharePoint page
Note If the Tags and Notes button is not available, use the shortcut for the Tags and Note Board tool in your browser’s favorites or bookmarks. Your organization may also customize or restrict the use of tags.
1. Browse to the page whose tags and notes you want to view.
2. If the page is on a SharePoint site, at the top right corner of the site, click Tags and Notes.
3. If the page is on the Internet or the Tags and Notes button is not available, click the shortcut for the Tags and Note Board tool in your browser’s favorites or bookmarks. 


[bookmark: _Toc296247153]Content Rating
Content ratings can help you find useful and relevant content in a list, library, or site. Ratings can help you provide feedback about content, and thereby help other people identify useful or relevant content on the site.
Ratings can be used on a list, library, or Web page, if the owner of the site has made the feature available. Ratings typically appear as a column of stars in a list or library, on the properties page of a list item, or as a set of stars on a Web page. 
[image: Rating]
After you select your rating, it is submitted and averaged with other ratings. A short time later, the updated rating will appear on the server, based on an interval set by your server administrator. 
[image: Content Ratings]
If the average falls between a two whole numbers, a portion of a star may appear filled in. Ratings typically contain 5 stars, with 5 being the highest rating, although your organization may customize the way that ratings work or appear.
Tip If you can’t remember whether or not you have rated content, you can rest the mouse pointer over the rating column or control. If you have assigned a rating, the number will display in the pop-up text, such as My Rating: 5. If you have not rated the content yet, the pop-up message states My Rating: Not rated yet.
[image: Your current rating]
When you rate content, your value is averaged with other ratings, and by default, other people don’t see your individual ratings value. Your individual rating could be available or made visible, however, in a customized program based on the ratings feature. Find more about the information you share through ratings, My Sites, and related features in the See Also section.
[bookmark: _Toc271036191][bookmark: _Toc286151270][bookmark: _Toc296247154]Rate content in a list or library
To rate content in a list tor library, the ratings feature must first be enabled. In the Document Center template, ratings are available by default. 
If the feature is enabled, you will see typically see a ratings column, such as Rating (0-5), when you view the list or library. 
1. On the Quick Launch, click the name of the list or library whose content you want to rate.
If the list or library is not on the Quick Launch, click Site Actions, click View All Site Content, and then click the name of the list or library.
2. In the Rating (0-5) column, next to the item you want to rate, hold your mouse pointer over the number of stars that you want to assign to the item. The number of stars associated with the rating will change color. The greater the number of stars, the higher the rating. 
3. Click to assign your rating. You will see a message that your rating has been submitted. After your rating is submitted and averaged with other ratings, it will be applied to the overall rating associated with the item.
Notes 
· Depending on how your server is configured, it may take a while for the average rating to be applied. This interval is set by your administrator.
· In some lists, such as a calendar, the ratings column may not appear in the default view. You can use the following procedure to apply your rating to the properties for the list item.
[bookmark: _Edit_the_rating][bookmark: _Toc271036192][bookmark: _Toc286151271][bookmark: _Toc296247155]Edit the rating property of a list or library item
If ratings are enabled for your list or library, but the Rating (0-5) column does not display in any of the default views for the list or library, you can use this procedure to update the Rating property for the list item or document.
[image: Ratings field in properties]
This procedure has the same result as applying the rating in the Rating (0-5) column for the list item, but it might be more convenient if you are already viewing the item’s properties. This procedure can also be helpful if the Rating (0-5) column isn’t displayed in your current view of the list or library. 
To rate content in a list tor library, the ratings feature must first be enabled. If the feature is enabled, you will see ratings column, which is usually displayed as Rating (0-5), when you view the list or library. 
1. On the Quick Launch, click the name of the list or library whose content you want to rate. If the list or library is not on the Quick Launch, click Site Actions, click View All Site Content, and then click the name of the list or library.
2. Select the check box next to the list item or document that you want to rate.
3. On the Ribbon, in the Manage group, click Edit Properties.
4. Next to Rating (0-5), hold your mouse pointer over the number of stars that you want to assign to the item. The number of stars associated with the rating will change color. The greater the number of stars, the higher the rating. 
5. Click to assign your rating. You will see a message that your rating has been submitted. After your rating is submitted and averaged with other ratings, it will be applied to the overall rating associated with the item.
Note Depending on how your server is configured, it may take a while for the average rating to be applied. This interval is set by your administrator.
[bookmark: _Toc271036193][bookmark: _Toc286151272][bookmark: _Toc296247156]Rate a page on a site or wiki
You may be able to rate some pages, if the page designer has applied a layout in which ratings have been set up.
[image: Ratings on a SharePoint page]
This procedure is similar to applying ratings in a list or library – you rest the pointer over the number of stars that you want to apply, and then you click. The appearance of the ratings control might be customized by the page designer.
1. On the page, hold your mouse pointer over the number of stars that you want to assign to the item. The number of stars associated with the rating will change color. The greater the number of stars, the higher the rating. 
2. Click to assign your rating. You will see a message that your rating has been submitted. After your rating is submitted and averaged with other ratings, it will be applied to the overall rating associated with the item.
[bookmark: _Toc271036194][bookmark: _Toc286151273][bookmark: _Toc296247157]Change your current rating
If you change your mind after applying a rating or accidentally choose the wrong rating, you can change your rating. To change an existing rating, you can use the same procedure that you first used to apply the rating.
You can see your initial rating by resting the mouse pointer over the content. To change your rating, rest the mouse pointer over and then click the updated number of stars that you want. 
[image: Your current rating]
Note Depending on how your server is configured, it may take a while for the average rating to be applied based on your changed rating. This interval is set by your server administrator.
[bookmark: _Toc296247158]Add ratings to a page layout of a publishing page
To add the ratings control to a page layout, you need to first add a ratings column to the page content type, and then edit the page layout in Microsoft SharePoint Designer 2010 to add the ratings page field. 
[image: Ratings on a SharePoint page]
This procedure applies to publishing pages only, and a SharePoint-compatible design program, such as Microsoft SharePoint Designer. You must have permission to edit content types, to use SharePoint Designer 2010 to customize pages.
The ratings control is then available on pages based on the layout. Using a page layout ensures that similar pages share some consistent elements and design.
If you want the ratings control to be available to all types of pages, you add the rating column to the parent Page content type. To make the ratings control available to only a specific type of layout, such as articles, add the column to the content type for the specific page layout.
1. At the top level of your site collection, click Site Actions, and then click Site Settings.
2. Under Galleries, click Site Content Types.
3. Do one of the following: 
· To make ratings available for all page content types, under Publishing Content Types, click Page.
· To make ratings available for a specific type of page layout, under Page Layout Content Types, click the page layout you want to change. For example, to make ratings available for articles, click Article.
4. Click the name of the content type, such as Page, to open it.
5. Under the Columns section, click Add from existing site columns.
6. In the Select Columns From list, click Ratings. You can also scroll directly to the columns you want. 
7. Select Rating 0-5, and click Add. You can also add the Number of Ratings column if you want users to see the number of people who have rated a page.
8. Under Update all content types inheriting from this type, specify whether or not you want to update all child content types, and then click OK.
9. On the Site Actions menu, click Site Settings.
10. Under Galleries, click Master pages and page layouts.
11. Select the check box next to page layout that you want to add ratings to, such as Article Left. 
12. Click the arrow next to the layout name, and click Edit in Microsoft SharePoint Designer.
13. Click in the page where you want to insert the ratings control. In the Ribbon, click Insert, click SharePoint in the Controls group, and then click Show Toolbox.
14. Open the Page Fields section, select the Rating (0-5) field, and then drag it to the place you want on the page.[image: Page Field] 
15. Make any other changes you want to the page, save it, and check it in. When people create a new page based on the layout, or add this layout to an existing page, the Ratings control will be on the page.
[bookmark: _Toc260488882][bookmark: _Toc286151395][bookmark: _Toc296247159]Enable people to rate and view ratings on blog posts
You can add a Web Part to your blog that displays a view in which people can rate your posts and view other people’s ratings. 
[image: Ratings for a blog]
To use this procedure, you must have permissions to modify your blog site and the list of blog posts, as well as create public views. Ratings also have to be available on your server. For more information, see the person in charge of your site.
1. On a blog site, under Blog Tools, click Manage Posts.
2. Under List Tools, click List, and then click List Settings in the Settings group.
3. Under General, click Rating settings. 
4. Under Allow items in this list to be rated, click Yes, and then click OK.
5. In the top breadcrumb or left navigation, click Posts to return to your list of posts. 
6. In the Ribbon, click the List or Library tab, and then click Create View.
7. Click Standard View. If Create View is disabled, you may not have the necessary permissions to create a personal or public view.
8. Click Standard View.
9. In the View Name box, type the name for your view, such as Ratings. Leave the Make this the default view check box cleared.
10. In the Audience section, under View Audience, select Create a Personal view or Create a Public view. If Create a Public View is disabled, you may not have the necessary permissions to create a public view for this list or library.
11. In the Columns section, select only the columns that you want in the view and clear the columns that you do not want. To display just the post name and the rating, for example, select the Title and Rating (0-5) columns. You can add other columns you want, such as # of Comments.
12. Next to the selected columns, from the drop-down lists, select the order of the columns in the view.
13. In the Sorting section, select Created, and then click Show items in descending order. This setting will display the most recent posts first in the list, but you customize this setting, such as sorting by the highest rated posts.
14. Under Tabular View, clear the Allow individual item checkboxes checkbox. 
15. Under Item Limit, type how many posts you want to display. For example, you might only want to display 5-10 posts if you have several other items to display on your blog page. 
16. If you don’t want people to browse through pages of older posts from within this Web Part, click Limit the total number of items returned. This setting prevents the browsing arrows from displaying underneath the rated posts.
17. Click OK to create the view, and then click your blog name in the navigation to return to the blog home page.
18. Click Site Actions, and then click Edit Page.
19. Do one of the following: 
· Click Add a Web Part in the zone you want to place it.
· Click on the page where you want to insert the ratings Web Part. For example, you might want to put it to the right of your posts. In the ribbon, click the Insert tab, and then click Web Part.
20. Under Categories, click Lists and Libraries, under Web Parts, click Posts, and then click Add. The new Web Part appears on the page.
21. To switch to the Ratings view you created, click the down arrow, and then click Edit Web Part. The configuration tool pane appears.
22. Under Selected View, click the ratings view you just created.
23. Under Appearance, type a name for the Web Part, such as Rate recent posts.
24. Make any other changes you want, and click OK.
[bookmark: _Toc296247160]Display content based on Ratings
Displaying content based on ratings can help content readers find quality content easily. If you are a content manager or author, ratings can help you easily see which topics are considered to be more popular by the readers.
If you are a content manager or author, ratings can help you easily see which topics are considered to be more popular by the readers. This input may help you or your team plan for future content that best meets the needs of your readers.
When ratings are added to a list or library, you can display content based on its ratings level in different ways. You can sort or filter content temporarily while viewing the list, create a view that you can reuse later, or sort or filter content on a Web page.
[bookmark: _Toc260477403][bookmark: _Toc296247161]Sort or filter content temporarily based on ratings
If ratings are enabled, you can sort or filter content quickly while viewing a list or library. To use this procedure, the ratings column must be displayed in the current view of your list or library.
[image: Filtering based on ratings]
1. If the list or library is not already open, click its name in the Quick Launch or browse to the page that contains the list.
2. Do one of the following: 
· To sort content based on ratings, click the Rating (0-5) column. To change the sort order, click the column again.
· To filter content based on ratings, click the down arrow next to the Rating (0-5) column, and then click the rating number you want, such as 5.
[bookmark: _Toc260477404][bookmark: _Toc296247162]Create a view to filter or sort content based on ratings
You can create a view that filters or sorts content based on ratings. When you create a view, you can reuse it when you view the content later. If you have permission to manage the settings on lists and libraries, you can save the settings as a public view, so that other people can also use it.
Note If you are sorting content based on ratings, and you make this view the default, people will see the top-rated content by default when they visit the list of library. If you plan to filter content based on ratings, you may not want to make this view the default, unless you want to prevent people from seeing lower rated content or content that has not been rated yet.
1. On the Quick Launch, click the name of the list or library that you want to create a view for. If the list or library is not on the Quick Launch, click Site Actions, click View All Site Content, and then click the name of the list or library.
2. In the Ribbon, click the List or Library tab, and then click Create View. 
[image: Create a view]
3. Click Standard View or an existing view based on the Standard View.
4. In the View Name box, type the name for your view. If you want to make this the view that shows by default when people view the list or library, select Make this the default view. Only a public view can be the default view for a list or library.
5. In the Audience section, under View Audience, select Create a Personal view or Create a Public view. If Create a Public View is disabled, you may not have the necessary permissions to create a public view for this list or library.
6. In the Columns section, select the columns that you want in the view and clear the columns that you do not. Next to the selected columns, from the drop-down lists, select the order of the columns in the view.
7. Do one of the following:
· To sort content based on ratings, in the Sorting section, select Rating (0-5) in the First sort by this column list. If you want to sort based on additional criteria, such as Number of Ratings, select that column in the Then sort by the column.
· To filter content based on ratings, click Show items only when the following is true. Under Show the items when column, select Rating (0-5), and then select the criteria you want to use to filter, such as is greater than or equal to. In the box below this list, type the number you want to use, such as 3 or 4.
8. Click OK.
Find more information about views and related features in the See Also section.
[bookmark: _Toc260477405][bookmark: _Toc296247163]Display highly rated documents on a Web page 
If ratings are enabled on a list or library, you can display a view of the most highly rated documents or other items on a Web page. This helps people to easily locate content that their peers have found to be the most useful or relevant.
[image: Ratings in Content Query Web Part]
This method uses a Content Query Web Part to display library content that is sorted based on its rating. In a Document Center template, the Highest Rated Documents Web Part is already set up.
1. From a page, in the ribbon, click the Page tab, and then click the Edit command.
[image: Edit command of the Edit tab]

Note If the Edit command is disabled, you may not have the permissions to edit the page. Contact your site owner or administrator.
2. Click on the page where you want to insert the Web Part.
3. In the ribbon, click the Insert tab, and then click Web Part.[image: Web Part command] 
4. Under Categories, click Content Rollup, under Web Parts, click Content Query, and then click Add. The new Web Part appears on the page.
5. To configure the Content Query Web Part:
In the Web Part, click Open the tool pane. – OR –
Point to the Web Part, click the down arrow, and then click Edit Web Part. The configuration tool pane appears.
6. In the tool pane, under Source, click Show items from the following list.
7. Click Browse, locate the list or library whose content you want to show, and then click OK.
8. Click Presentation to display the options for presenting content.
9. Under Grouping and Sorting, in the Sort items by list, select Rating (0-5), and then click Show items in descending order.
10. Select the Limit the number of items to display check box, and then enter the number of items you want to display in the Web Part. Limiting the number of items displayed prevents the Web Part from taking up too much space on your page.
11. Under Styles, select any options you want to determine how the information is displayed. For example, you might want to choose Title, description, and document icon in the Item style list to provide a scannable list of document choices.
12. In the Appearance section, type a name for your Web Part in the Title section, such as Highest Rated Content.
13. Select any other options that you want for your Web Part.
14. Click Apply to view your changes, or click OK to accept them and close the tool pane.
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