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Creating custom views of lists in SharePoint is a powerful way to extend the value of your lists and libraries in SharePoint by providing different perspectives of the same data.
Ingredients:

	1
	SharePoint List (with at least 1 row of data)

	1
	SharePoint account with web designer privileges 


Directions:

1. Browse to site with exiting SharePoint List 

2. Select Documents and Lists from the top navigation

3. In the Lists section, select the list you would like to create the new view for
4. On the left hand navigation, click on Modify Settings and Columns

5. Scroll down the page to the section labeled Views

6. Click on Create a new view

7. Select the view type you prefer (Standard is the most common)
8. Enter a name for the view in the Name field

9. Scroll down the page to notice the different ways to modify the view of information in the list (see figure 9.1)
a. Sort

b. Filter

c. Group By

d. Totals

e. Style

f. Item limit
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	Figure 9.1


10. Select the desired modifications for your view within the categories listed in step 9 and click save

11. You have now created a new view of existing data!
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Training site
Sample Document Library: Create View

Use this page to create a view of this document library

Name View Name!

Type a name for this view of the dacument library, Make the name descriptive,
such as "Sorted by Authar”, so that site visitars will know what to expect when
they click this link. Show me more information. T

(Applies to public views only)

Audience view Audience
Select the option that represents the intended audience for this view. Show me € Create s Personal View
more information. Personal views are intended for your use only

Hawever, if given the correct URL, others may use,
modify or delete your personal view.

& Creats a Public View

Public views can be visited by anyone using the site.
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