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Preface

If your business needs to control its documents, structure its workflow, or share
information over the Web, you need SharePoint. It’s simply the quickest way to fill
those needs using standard tools business users already know: Microsoft Office and
Internet Explorer. Best of all, SharePoint is free (well, kind of); SharePoint Services
are part of Windows Server 2003 so if you have Windows Server 2003 already, you
can download the installation from Microsoft and install it fairly easily.

In this book, I cover the Microsoft Office SharePoint Server 2007 product editions as
well as the underlying Windows SharePoint Services 3.0. I also cover how Share-
Point integrates with Microsoft Office, SharePoint Designer, InfoPath, and Visual
Studio.

Who This Book Is For

This book covers what SharePoint administrators, site owners, and SharePoint devel-
opers need to know. SharePoint administrator is an emerging job title that covers a
wide range of experience. I've met administrative assistants, tech writers, program-
mers, and others who wear that hat. Basically, SharePoint administrators organize,
customize, maintain, and support a SharePoint portal. Site owners are the people that
create and maintain parts of the portal—usually there is one site owner for each
department, and the site owner organizes the content and appearance of his depart-
ment’s site. SharePoint developers extend SharePoint and integrate it with other busi-
ness systems. These developers need to know more than a programming language—
they also need to understand what SharePoint provides out-of-the-box so they can
extend it using the simplest approach.

I combine these audiences in one book because they have overlapping needs. First,
they must understand what SharePoint can do for their businesses; next, they must
know how it is used with the Microsoft Office applications; and finally, they need a
framework for instructing others how to use what they have created.




A vast number of people may use your SharePoint portal, but they shouldn’t really
need to read a whole book on the subject. For those users, I've created the Share-
Point Office Pocket Guide (O’Reilly). See http://www.essentialsharepoint.com for the
pocket guide, samples, and bonus materials for this book. SharePoint also includes
online Help, and I show you how to integrate that with your sites.

How This Book Is Organized

Chapters in this book are organized by task. I cover the most common tasks for each
subject, and the tasks become more advanced as you read further. I believe in learn-
ing by doing, and the sequence of tasks is based on how I teach SharePoint: later
chapters revisit and build on earlier tasks, and there are plenty of concepts and Best
Practices along the way.

R
s

I don’t expect this book to be your only resource, and I don’t dupli-
cate information found in online Help. I provide links to Help and
th+ additional information whenever possible, and you can get a list of
" those references at http://www.essentialsharepoint.com.

Here is a brief overview of each chapter:

Chapter 1, Using SharePoint
Provides a practical guide to using SharePoint in your business. It tells you what
you need and what you can create, and includes tutorials that solve three com-
mon business problems in SharePoint.

Chapter 2, Word, Excel, and Outlook
Shows how SharePoint integrates with Microsoft Office applications. This chap-
ter includes important information on setting client security to avoid constant
logon prompts, and provides a basis for training Office 2003 and 2007 users how
to use SharePoint.

Chapter 3, Creating Sites
Describes how to organize your portal by creating site collections and subsites,
customize navigation web parts, summarize content, and control security. You’ll
also learn how to change the general appearance of sites by applying themes and
style sheets.

Chapter 4, Creating Lists
Teaches how to use SharePoint lists to solve business problems. It covers the
built-in list templates, adding columns, creating views, using lookups, customiz-
ing the list forms, and saving and deploying list templates. This chapter includes
a tutorial based on the built-in Issue Tracking list template.
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Chapter 5, Creating Libraries
Extends the topics in Chapter 4 with the library-specific tasks including requir-
ing document versioning and approval, adding content types, and organizing
libraries. At the end of the chapter, I describe how to set up the four most com-
mon document library applications.

Chapter 6, Building Pages
Shows how to edit pages and customize web parts using SharePoint Designer.
The tutorial walks you through creating connected summary and detail web
parts, converting a List View to a Data View, and deploying the customized web
part. The chapter also shows how to create client-side web parts, filter list views,
and modify master pages.

Chapter 7, Creating My Sites, Blogs, and Wikis
Covers the personalization features of SharePoint. I discuss why these features
are useful, how to use them in your workplace, and how to control them and
monitor their use.

Chapter 8, Enabling Email and Workflow
Discusses how to use event-driven and time-driven alerts, allow incoming email
to a library, and how to use workflows to manage approval and other document
management processes.

Chapter 9, RSS, Rollups, and Site Maps
Shows how to summarize content from across sites in dashboard-type pages that
allow drill-down. T also cover different approaches based on the edition of Share-
Point you have installed.

Chapter 10, Gathering Data with InfoPath
Describes how to use Microsoft InfoPath with SharePoint to gather structured
data. I show how to use Form Libraries to collect data, control forms through
rules and actions, create data-bound controls, validate forms, enable editing
through the browser, and program InfoPath forms in .NET.

Chapter 11, Programming Web Parts
Shows how to extend SharePoint by creating new, custom web parts through the
SmartPart add-on and through the ASP.NET WebPart class. I cover how to set
up your development environment, update 2003-version web parts, add child
controls, create custom properties, add menus, create connectable properties,
and deploy web parts. I don’t provide a reference to the SharePoint libraries—
those are available online through MSDN.

Chapter 12, Consuming SharePoint Services
Covers how to use SharePoint web services and other remote tools to create
and change SharePoint content from client applications such as Excel and cus-
tom .NET applications. I provide an overview of the web services SharePoint
provides, and include details on accessing lists and sites. I don’t provide a refer-
ence to SharePoint web services.
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Chapter 13, Administering SharePoint
Provides detailed instructions on installing and configuring SharePoint. It shows
how to enable Internet access, use forms-based authentication, back up and
restore portals, audit user activity, and enable non-Microsoft file types such as
PDFs.

Appendix A, Upgrading
Discusses moving existing SharePoint portals to 2007. It covers the three
upgrade scenarios: in-place, side-by-side, and database migration.

Appendix B, Reference Tables
Lists the compatibility differences between SharePoint and various Microsoft
Office versions and includes reference tables for command-line utilities such as
stsadm.exe.

What's New?

I don’t think many people realized SharePoint’s potential back in 2003. For the last
four years, the SharePoint community has really taken the lead in stretching the lim-
its of SharePoint and creating solutions. Microsoft has been watching: SharePoint
2007 incorporates the best ideas from the community and breaks new ground hand-
ling workflow. The following table lists the top-ten new features.

Request How SharePoint 2007 solves this

Tabbed navigation Tabs at the top of each page link to subsites.

Recycle Bin Deleted items go to the Recycle Bin before they are completely removed. Those items can
be easily restored if needed.

Customized QuickLaunch You can easily add items to Quick Launch or use a hierarchical view of the site instead.

RSS feeds Feeds allow you to collect content from any location and display it all on a single page.

Actions Lists can record actions that users take, such as clicking on a link or sending email, and then
change their status based on those actions.

Email improvements Lists and libraries can receive email.

Workflow Document approval and other structured tasks can be routed through workflows to track
their progress and ensure completion.

Master lists Lists can now be shared with subsites. For example, a top-level Departments list can be
used as a look-up within all subsites.

Master pages Master pages determine the initial layout and content for other pages that are based on
them.

Performance Pages that have been modified (unghosted) no longer incur a performance hit.
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Conventions Used in This Book

Understanding the following font conventions up front makes it easier to use this book.
Italic is used for:

* Pathnames, filenames, program names, compilers, and options

* New terms where they are defined

¢ Internet addresses, such as domain names and URLs
Constant width is used for:

* Anything that appears literally in a page or a program, including keywords, data
types, constants, method names, variables, parameters, commands, class names,
and interface names

* Command lines and options that should be typed verbatim on the screen
* All code listings
* HTML and XML documents, tags, and attributes

Constant width italic is used for:

* General placeholders that indicate that an item is replaced by some actual value
in your own program

Constant width bold is used for:

* Text that is typed in code examples by the user

R

This icon designates a general tip or an important aside to the sur-
rounding text.

This icon designates a warning related to the surrounding text.

Using Code Examples

This book is here to help you get your job done. In general, you may use the code in
this book in your programs and documentation. You don’t need to contact us for
permission unless you’re reproducing a significant portion of the code. For example,
writing a program that uses several chunks of code from this book does not require
permission. Selling or distributing a CD-ROM of examples from O’Reilly books does
require permission. Answering a question by citing this book and quoting example
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code does not require permission. Incorporating a significant amount of example
code from this book into your product’s documentation does require permission.

We appreciate, but do not require, attribution. An attribution usually includes the
title, author, publisher, and ISBN. For example: “Essential SharePoint 2007, Second
Edition, by Jeff Webb. Copyright 2007 Jeff Webb, 978-0-596-51407-5.”

If you feel your use of code examples falls outside fair use or the permission given
above, feel free to contact us at permissions@oreilly.com.

Samples, Comments, and Questions

The samples, SharePoint Office Pocket Guide, and bonus material for this book are
available at http://lwww.essentialsharepoint.com. That site extends this book by pro-
viding current information and a forum to ask questions.

Please address other comments and questions concerning this book to the publisher:

O’Reilly Media, Inc.

1005 Gravenstein Highway North

Sebastopol, CA 95472

800-998-9938 (in the United States or Canada)
707-829-0515 (international or local)
707-829-0104 (fax)

We have a web page for this book, where we list errata and any additional informa-
tion. You can access this page at:

http://www.oreilly.com/catalog/9780596514075
To comment or ask technical questions about this book, send email to:
bookquestions@oreilly.com

For more information about our books, conferences, Resource Centers, and the
O’Reilly Network, see our web site at:

http://www.oreilly.com

Safari® Books Online

..+ When you see a Safari® Books Online icon on the cover of your

Safa rl “ favorite technology book, that means the book is available online
Bosksontine  through the O’Reilly Network Safari Bookshelf.

Safari offers a solution that’s better than e-books. It’s a virtual library that lets you
easily search thousands of top tech books, cut and paste code samples, download
chapters, and find quick answers when you need the most accurate, current informa-
tion. Try it for free at http://safari.oreilly.com.
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CHAPTER 1
Using SharePoint

SharePoint delivers office applications over the Web. An office application can be
something as simple as a way to store and manage a library of documents within a
small office, or as complex as a project management system used across continents.

In this chapter, I'll tell you how SharePoint saves you time (and money), and I'll walk
you through creating three SharePoint applications that almost all businesses can use
right away.

How Does This Help Me Do My Job?

That was the question a clever woman asked me at one of the first training sessions I
presented. I had to think a bit, but here’s what I came up with—SharePoint helps you:

* Find the information you need quickly
* Link to that information to stay current
* Share the information you have with others

* Do all that through standard tools that folks already know

SharePoint does those things by creating a web site for your business that integrates
with Microsoft Office applications: mainly, Word, Excel, and Outlook. From a user’s
perspective, it’s just like using the Internet: click on links to go to a new page, search
on a phrase to find something, and so on (see Figure 1-1). What’s unique is the way
that SharePoint integrates Office documents, task lists, calendars, email alerts, and
other features in a way to simplify the flow of work through your business.

Instead of routing a document for approval via email, you post the document to
SharePoint and collaborate with the reviewers interactively. Because the file is stored
in a central location, everyone can see changes as they are made without resending
the document each time it is changed; reviewers can discuss changes online, read one
another’s comments, and assign tasks and deadlines, and all changes are recorded in
version history.
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Figure 1-1. Using SharePoint is just like using the Internet

Document review is a simple but important example. Figures 1-2 and 1-3 illustrate the
differences between SharePoint and email solutions to a document review workflow.

The biggest difference between Figures 1-2 and 1-3 is visibility. In the email work-
flow, reviewers don’t see each other’s comments or changes because those are stored
away in each person’s email. With SharePoint, comments and versions can be viewed
by all reviewers. Additionally, you can include links to related topics, track tasks,
and collect approvals in a structured way.

SharePoint is a big improvement over email solutions, but it comes with two conditions:

* SharePoint affects work processes, so you need to think about how you will use
it before it can help. You need to be able to describe the steps in a work process
and assign responsibilities to specific users.

* SharePoint is closely tied to Microsoft Office 2003 or 2007; you can use earlier

Office versions or non-Microsoft applications, but you get the most benefit from
the 2003 or 2007 Microsoft Office suites.

If you can live with those two conditions, then we can get started. Otherwise, you
should probably consider other options.

R
o For a list of SharePoint features supported by all Microsoft Office ver-
s sions, see Appendix B.
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Figure 1-3. Document review through SharePoint (one shared copy)

What Types of Sites Can | Create?

SharePoint comes with a set of templates that you can use to create web sites right

out of the box, and many more are available as downloads or from third-party ven-

dors. Before we tackle those templates, however, it helps to sort them into a few

main types:

What Types of Sites Can | Create?
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Publishing sites
Present corporate communications (newsletters, press releases, events, holidays,
announcements, and so on) through one or more web pages. This category also
includes communication managed by employees through blogs and Wikis,
which may or may not fit in your corporate culture.

Document control
Manages version and change control for standard forms such as NDAs, vacation
requests, and so forth. This category also includes repositories for executed
agreements that can be scanned in as PDFs.

Workflow applications
Encompass any multistep task that follows a defined process. A common work-
flow example is Issue Tracking, where a problem is reported, assigned to a team
member, resolved, approved, and then published to a knowledge base for future
reference.

Dashboards
Are a type of management application where related tasks and reports are cen-
tralized for easy access.

Extranet portals
Provide a contact point among your business, customers, and partners. You can
use these to provide external access to your corporate information in a limited
and secure way.

Combinations of these types are common; when we talk about an application type,
we’re really identifying its primary purpose, not its sole use. Table 1-1 organizes the
built-in SharePoint templates by the type of site.

Table 1-1. Built-in site and list templates

Site type Site templates List templates
Publishing + Wiki Site + Web Pages
+ Blog + Announcements
* Meeting Workspace + Wiki Page Library
+ Collaboration Portal® + Discussion Board
* Publishing Portal2 * Survey
* News Site2 + Links
Document control + Document Workspace + Document Library
* Document Centera + Picture Library
+ Records Centera + Translation Management Library?
* Report Centera + Slide Library
+ Languages and Translators?
Workflow + Publishing Site with Workflowa « Form Library
+ Decision Meeting Workspace * Issue Tracking

* Project Tasks
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Table 1-1. Built-in site and list templates (continued)

Site type
Dashboards

Extranet portals

Navigation

Site templates List templates
+ Personalization Centera + Report Librarya
* My Site Hosta + Contacts
« KPI List*

+ Data Connection Library2

* Publishing Sitea
« Search Center2

» Search Centera
» Search Center with Tabsa
+ Site Directorya

a These templates are only available in Microsoft Office SharePoint Server (MOSS).

What Software Do | Need?

“SharePoint” means different things to different people. The blame for that confu-
sion lies squarely with Microsoft—it labeled these products with long phrases that
almost no one has the time to fully decipher. Table 1-2 is my attempt to inject some

sense into the fray.

Table 1-2. What’s in a name? “SharePoint” explained

Official name
Microsoft SharePoint Team Services

Microsoft Windows SharePoint Services

Microsoft SharePoint Portal Server

Microsoft Office SharePoint Server 2007

Microsoft Office SharePoint Server 2007
for Search

Acronym
STS

WSS

SPS

MO0SS

MOSS/S

What it means

This is the first SharePoint. It's out-of-date but still in use in some
places. STS is very different from later SharePoint versions, and |
don't discuss it in this book.

The core services and templates used by SharePoint from 2003
on. WSS is part of Windows Server 2003 and is available as a free
download. There are two versions of WSS in use: 2.0 and 3.0. In
this book, I cover WSS 3.0.

The 2003 server product based on WSS 2.0. SPS includes addi-
tional templates and services and enables portal-wide searching.
This product is sold through Microsoft Volume Licensing.

The 2007 server product based on WSS 3.0. MOSS includes addi-
tional templates and services, enables portal-wide searching, and
provides document control workflow templates. This product is
sold through Microsoft Volume Licensing. MOSS is the server
product | cover in this book.

This is a limited version of MOSS that omits the enterprise tem-
plates and services. This product is sold through Microsoft Volume
Licensing.

If you are using WSS 2.0 and/or SPS, please see the previous edition of
. this book, Essential SharePoint (O’Reilly).

What Software Do | Need? |
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So what do you need? If you are starting fresh, it is really a choice between WSS ver-
sion 3.0, MOSS, or MOSS/S:

* Install WSS 3.0 if you are cost-conscious. It provides a basic platform that can
still do a lot. The major limitations of WSS are that it does not allow searching
across multiple web sites and only includes a basic, three-state workflow template.

* Purchase MOSS if you are building an enterprise portal. In addition to search,
full MOSS includes workflow templates for document control, action menus,
records repository, personalized sites (My Sites), audiences (targeted content),
listings (content expiration), and compliance policies. If you need those things,
MOSS is well worth the cost.

* Purchase MOSS/S to add cross-site searching to a WSS server farm or to add a
dedicated search server to a MOSS server farm.

There are Standard and Enterprise editions of MOSS. The Enterprise edition includes
these additional services: InfoPath Forms Services, Excel Services, and Business Data
Catalog. If you choose MOSS, you’ll be talking to a salesperson anyway, so he or she
should be able to help you choose based on your needs and budget. All of the MOSS
editions include WSS 3.0.

If you are starting with an existing WSS 2.0 or SPS installation, you have some new
choices. Some companies don’t want personalization features like My Site. In those
cases, upgrading to MOSS/S might make sense. Otherwise, the direct upgrade path is
straightforward:

* Upgrade WSS 2.0 installations to WSS 3.0.
* Upgrade SPS installations to MOSS.

What Other Software Do | Need?

To run SharePoint, you must have the following software installed on a server:

* Windows Server 2003 (SP1 or higher). SharePoint runs only on this operating
system, and the machine must be configured as an ASP.NET application server
without FrontPage Server Extensions installed.

* NET Framework version 3.0. Installing .NET 3.0 automatically installs .NET 2.0
if it is not already present; both versions are required.

* Microsoft SQL Server 2000 (SP4) or later, preferably installed on a dedicated
server. SharePoint also supports the use of the free Windows Internal Database
(WID), but that configuration should be considered only for limited applica-
tions such as small sites and staging servers since WID does not allow external

connections or provide the database management tools that come with
Microsoft SQL Server.

Users access SharePoint through their web browser—other than that, there are no
real software requirements, but to get the most out of SharePoint, users should have
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at least Microsoft Office 2003 or later. Other software may also be needed based on
what a user needs to do with SharePoint. Table 1-3 lists the applications that most
users will need based on their role.

Table 1-3. Recommended client software by user role

User role (lient software Details

Everyone Internet Explorer version 6.0 or later Non-Microsoft browsers work with SharePoint, but their
capabilities are limited since Microsoft relies on ActiveX com-
ponents for some advanced features.

Adobe Reader version 6.0 or later PDF documents are ubiquitous. Users may also need the print
drivers to create PDFs.

Microsoft Office 2003 or 2007 Profes- Earlier versions of Microsoft Office do not fully integrate with

sional Edition SharePoint.

Data entry Microsoft InfoPath 2007 Provides a way to create and display sophisticated data entry
forms that validate entries, can be routed for approvals, and
integrate with workflows.

Web designer Microsoft SharePoint Designer 2007 Allows web designers to customize web pages, web parts,

(SS, and workflows.

Developer Microsoft Visual Studio 2005 Allows programmers to develop web parts, web services, site
definitions, workflows, and other components using the
SharePoint object model.

Microsoft InfoPath 2007, Microsoft Developers may also need these tools depending on the tasks
SharePoint Designer 2007 that they are assigned.

Try to make sure that users are all using the same version and edition of the prod-
ucts listed in Table 1-3. Mixed environments require more effort to support, particu-
larly when different versions or editions of Office are installed. I strongly recommend
Microsoft Office Professional Edition for use with SharePoint. The Standard and
Small Business Editions do not include the component that enables the datasheet
view used throughout SharePoint—you will get support calls about that, trust me!

Finally, you may want to consider the following optional server products:

* Microsoft Virtual Server 2005 R2 (or Microsoft Virtual PC 2004) for creating
staging or test versions of SharePoint installations. This free tool is worth learn-
ing, especially when branding portals and programming web parts.

* Microsoft Forefront Security for SharePoint provides virus scanning on files
uploaded to SharePoint.

* CorasWorks Workplace Suite and rPrograms from CorasWorks provide add-on
components and templates.

* Other community or third-party web parts, such as Pentalogic SharePoint
Reminder.

I don’t get money from CorasWorks or Pentalogic, but I've used their products and
they are worth a look.
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Try It

It’s a good idea to evaluate SharePoint versions before deciding what software you want
to purchase. If you do not have a spare Windows 2003 server that can be dedicated to
installing trial software, consider using a virtual server. The advantages of creating a vir-
tual machine for evaluation are that you can more easily create multiple configurations
to evaluate, and you can run the virtual machine on your desktop computer.

To install WSS for evaluation:

1. Set up a staging server or virtual machine running Windows 2003 by installing
the required server software listed in the preceding section.

2. Download SharePoint.exe from http://www.microsoft.com/downloads.

3. Run SharePoint.exe and choose the Basic setup. That option creates a stand-
alone SharePoint server using the Windows Internal Database (WID). It auto-
matically configures the server and creates a default top-level site using the Team
Site template (see Figure 1-4).

To install MOSS for evaluation:

1. Set up a staging server or virtual machine running Windows 2003 by installing
the required server software listed in the preceding section.

2. Download OfficeServer.exe from http://www.microsoft.com/downloads.

3. Save the product keys displayed on the web page when the download is com-
plete. You’ll need the product keys any time you install MOSS, so keep them
somewhere safe in case you need to reinstall later.

4. Run OfficeServer.exe and enter the product key for either the Standard or Enter-
prise edition and choose the Basic setup option. As with WSS, the Basic option
creates a standalone SharePoint server using the WID. It automatically config-
ures the server and creates a default top-level site using the Collaboration Portal
site template (see Figure 1-5).

N
8 When trying to locate downloads on the Microsoft web site, it is often
rymng
:‘,‘ easiest to search www.microsoft.com for the filename. Searching on the
\‘ N
112, product name usually returns too many results.

The WSS download is included under your Windows 2003 Server license, but the
MOSS download is a trial version that expires after 120 days. The MOSS download
includes WSS, so you don’t install that first unless you are upgrading an existing SPS
installation. See Appendix A for details on upgrading.

Follow the instructions provided on screen by Setup. Doing one or more evaluation
installations is a good idea before going live. See Chapter 13 for complete instruc-
tions on installing SharePoint and configuring it after installation. See Appendix A if
you are upgrading from the previous version of SharePoint.
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Parts of a Page

SharePoint setup creates a new, mostly empty web site with a default home page that
looks like Figure 1-4 or 1-5, depending on which product you installed.

Quick Launch
Libraries Top link bar Search
Using SharfPoint{2007 > Home Welcome System Account ~ | @ |
#d Hdme This site =] |! 2

Site Actions ~

View All Site Copitent

Anno -
Get Started with Wi SharePoint Servicest ! hew 1/24/2007 9:27 AM .v

» Shared Documents by USINGSHAREPCINT fadminStgator ' 7]

e Microsoft Windows SharePoint SeNjces helps you to be more effective by connecting people, "w-““'l'ndows
information, and decuments. For in ation on getting started, see Help.

= Calendar SharePoint Services

= Tasks & Add new announcement

Discussions Links =
Calendar - — = =

= Team Discussion There are currently no faverite links

There are currently no upcom to display. To add a new link, dick

= Add new event "Add new link” below.
Propleand e E Add new link
1§/ Recyde Bin Web parts

Recyclebin  Lists

Figure 1-4. Default WSS home page

Quick Launch Top link bar Advanced search
Home Welgerme WOMKATE Administrator ~ | My Site | My Links = |
§ifi Hgme | Al Sites =l \ [R] advanced search

Document Center  News ~ | Reports = Search | Sites \

s\

View Al Site Content Home \
Document Center . Ineed to... =
Welcome to Microsoft® Office -
R . SharePoint® Server 2007 Choose task E
» Sample News Artide
= News Archive Get started with the new version of Microsoft Office Employee Lookup 2
SharePaint Server 2007: ﬂ
Site and Content  Business Solutions Top Sites -
Management (requires i
= Create new License)
pages, sites, and  « Create key
fists performance indicators
= Add users to and reports
“Members“group = View an Excel workbook
to edit pages through the Excel Web
Recycle bin « Create a personal Access Web Part
site by dicking My = Deploy an InfoPath
Site™ form to a Document
= Search over sites, Library
documents, and
people
HNews -
= Sample Link 1
= Sample Link 2
= Sample Link 3
Recycle bin Web parts

Figure 1-5. Default MOSS home page

PartsofaPage | 9



The parts of a page labeled in Figures 1-4 and 1-5 are common throughout SharePoint:

Top link bar
Contains tabs that link to subsites within SharePoint. Use subsites to organize
content and control who can see or change that content.
Quick Launch
Displays links to lists, libraries, and subsites.
Libraries
Collections of documents within a web site.
Lists
Are tables of data.
Recycle Bin
Allows you to restore content that was recently deleted—much the same as the
Windows Recycle Bin.

Search
Is used to find information within a web site.

Advanced search
Finds information across web sites or by topic. This feature is only in MOSS.

Web parts
Display views of lists, libraries, or other content on a page.

Creating a Test Site

The Basic installations of WSS and MOSS create the default top-level sites shown in
Figures 1-4 and 1-5. Those two sites are very different, and it’s a good idea to keep
those default sites intact for a while so you can use them as a reference as you learn.
For those reasons, it’s a good idea to create a test site at this point.

To create a test site in WSS:

1. Click Site Actions — Create in the upper-right corner of the page.

2. Click Sites and Workspaces under the Web Pages heading on the right side of
the page.

3. Enter a Title and URL for the site, select the Team Site template, and click Cre-
ate. SharePoint creates the site and displays its home page.

To create a test site in MOSS:

1. Click Site Actions — Create Site in the upper-right corner of the page.

2. Enter a Title and URL for the site, select the Team Site template, and click Cre-
ate. SharePoint creates the site and displays its home page. SharePoint creates
the site and displays its home page.

You can use this test site to try the procedures in this chapter and to experiment on your
own. If you mess up and want to start over, simply delete the site and create a new one.
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To delete the test site:

1. On the site’s home page, click Site Actions — Site Settings.
2. Click “Delete this site” under the Site Administration heading.

3. Verify that you are deleting the correct site, and then click Delete. SharePoint
deletes the site.

4. Click the Back button and then click one of the navigational links to return to
the parent site.

The procedures in the rest of this section assume that you are working from a test
site based on the Team Site template. Each site template creates different lists and
libraries, so if you use a different site template, some of these procedures may not
work exactly as stated.

Editing a Page

SharePoint pages are made up almost entirely of web parts. Some of those parts can
be edited directly through the browser while others (like the link bar and Quick
Launch) are controlled by site settings.

To edit a SharePoint page:
1. Click Site Actions — Edit Page in the upper-right corner of the page. SharePoint
changes the page to Edit mode as shown in Figure 1-6.

2. Drag web parts between web part zones (marked Left and Right) to move them
on the page, or click Edit on the web part’s title bar to change the appearance of
the web part.

3. Click Add a Web Part to include new content from a list or library on the page.
4. When you’re done, click Exit Edit Mode in the upper-right corner of the page.

Changing the Top Link Bar and Quick Launch

The top link bar and Quick Launch are static web parts—they are controlled by site
settings rather than by the page editor. The procedure for changing these links varies
a bit between WSS and MOSS, so I include both approaches here.

To change the links on the top link bar in WSS:

1. Click Site Actions — Site Settings in the upper-right corner of the page.

2. Click Top link bar under the Look and Feel heading in the middle of the Site Set-
tings page.

3. Click New Link on the toolbar of the Top Link Bar page to add a new tab, or
click “Use Links from Parent” to import the tabs that appear on the web site that
contains the current site.
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Click here to add new content Drag web parts between zones Click here to begin

Using SharePgint 2007 > Home Welcome System Account
#8 Home [This i =] | 5
uitame) e

Create
Add a new library, list, or web page to

Version: You are editing the Shared Version of this pagg ]
L] this website,

View All Site Content Left
= —1  Edit Page
Documents = | 51 Add, remove, o ate Web Parts on
E, Add a Web Part ZE= e hage
= shared Documents et
= = |74 | Site Settings
Lists Announcements edit » ’g Manage site settings on this site,
= Calendar Get Started with Windows SharePoint Services! ! NEw 1/24/2007 9:27 AM
« Fade by USINGSHAREPOINT \administrator f"J
Microsaft Windows SharePoint Services helps you to be more effective by connecting ['t 7
Discussions people, information, and documents. For information on getting started, see Help. f—" d y
: Windows

2k s on [E Add new announcement SharePoint Services
Sites
People and G Calendar edit =——%— -

ST il = P dd Sd Links edit v | X
a1 ere are currenty no upcoming events. To add a new event, dick "Add new event™

5] Recycle Bin el There are currently no favorite

links to display. To add a new
= Add new event link, dick "Add new link” below.
E Add new link

Click here to change a web part

Figure 1-6. Editing a web part page
To change the links on Quick Launch in WSS:

1. Click Site Actions — Site Settings in the upper-right corner of the page.
2. Click Quick Launch under the Look and Feel heading in the middle of the Site
Settings page.
3. Click New Link on the toolbar of the Quick Launch page to add a new tab, or
click New Heading to add a new section on Quick Launch.
To change the links on either the top link bar or Quick Launch in MOSS:

1. Click Site Actions — Site Settings in the upper-right corner of the page.
2. Click Navigation under the Look and Feel heading on the Site Settings page.

3. In the Global Navigation section, select “Display the navigation items below the
current site.” That setting causes the site to have a unique top link bar, rather
than inheriting the link bar from its parent site.

4. In the Navigation Editing and Sorting section, select Global Navigation and click
Add Link to add a new tab to the top link bar.
5. Select Current Navigation in the Navigation Editing and Sorting section and
click Add Link to add a new item to the Quick Launch.
6. Click OK to apply the changes.
MOSS refers to the top link bar as Global Navigation, and it calls the Quick Launch

Current Navigation. You can also use the Site Navigation Settings page in MOSS to
group and reorder the links that appear on the top link bar and Quick Launch.
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Adding Content

SharePoint stores the content you want to share in lists and libraries. To add a new
link to the Links list:
1. Return to your test site’s home page.

2. Click the “Add new link” at the bottom of the Links web part on the right side of
the page. SharePoint displays a web form for you to fill out for the new list item.

3. Fill out the fields and click OK to save the item. SharePoint adds the link to the
list and displays it in the Links web part on the home page.

To add a new document to a library:

1. On your test site’s home page, click “Add new document” at the bottom of the
Shared Documents web part in the middle of the page. SharePoint displays the
Upload Document page.

2. Click Browse and select a Word or Excel document from your computer to
upload.

3. Click OK to upload the document. SharePoint copies the file from your com-
puter to SharePoint and displays the new file in the Shared Documents web part.

List items and documents uploaded to a site are available to anyone who has access
to the site. For example, you can open the document you just uploaded by clicking
on it in the Shared Documents web part. SharePoint keeps track of user’s permis-
sions so only authorized users can see or change items.

Lists and libraries are stored in folders within each site. What you see on the home
page is just a view of the list or library displayed as a web part. Every list and library
has a web part associated with it that you can use to display different views on the
site’s home page and elsewhere.

To view the actual list or library:

* Click on the title of the web part.
Or:

* Click on the link to the list or library in the Quick Launch area.
Or:

* Click View All Site Content, and then click on the list or library shown on that
page.

The View All Site Content link lets you get at lists and libraries not shown on the

site’s home page. You choose what to put on the home page based on what is most

important for others to see. For instance, you might want to feature the Task list on
the home page instead of Announcements. To make that change:
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1. Navigate to the home page of your test site.

2. Click Site Actions — Edit Page in the upper-right corner of the page. SharePoint
changes the page to Edit mode.

3. On the Announcements web part, click Edit —» Delete and click OK. SharePoint
removes the Announcements web part, but does not delete the Announcements
list (it becomes hidden).

4. Click Add a Web Part. SharePoint displays the Add Web Parts web page dialog
box.

5. Select Tasks and click Add. SharePoint adds the Tasks list web part to the page.
6. Drag the web parts to change their order on the page.

7. Click Exit Edit Mode in the upper-right corner of the page when you are done.
The completed page should appear as shown in Figure 1-7.

Click here to see hidden Click on the title to go Library displayed as web part

lists and libraries to the list or library
Team Site | all sites =l [P] advanced search
View All Site Content
s Shared Documents
ument Center -
Type Name _) Modified By l.U
ST W afie T hEw System Account I ’j
Conrch E Add new document WindOWS
SharePoint Services
Sites ks
Team Site L — .
ST Title ) Assigned Ta Lin
e There are no items to show in this view of the Tasks™ list. To ceate a @ temp
new item, dick "Add new item” below.
= Discussions Add new link
[ Add new item
= Sites
= People and Groups
P i Calendar =
[E] Recycle Bin There are currently fio upcoming events, To add a new event, dick "Add

new event” below,

[ Add new event|

I
Task list replaces Announcements Click here to add new items

Figure 1-7. Every list or library can be displayed as a web part

Uploading Large Groups of Files

SharePoint libraries are very similar to file folders in Windows. In fact, you can view
them in the Windows Explorer! To do that:

1. From the test web site home page, click on the title of the Shared Documents
web part. SharePoint displays the Shared Documents library.

2. On the library toolbar, click Actions -+ Open with Windows Explorer. Share-
Point opens the library folder as shown in Figure 1-8.
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Click here to display this

Using SharePaint 2007 > Home Welcome System Account - | @) =1
ﬁ Home |This List =] L2
Site Actions -
Home > Shared Documents
Shared Documents

View Al Site Content Share a document with the team by adding it to this document library.
Documents New v | Upload + | Actions = | Settings ~ view: | All Documents |
» Shared Documents Type Mame == Editin Datasheet 2 Modified By

i ¥ | Bulk edit items using a datasheet
Lists B Kevins Demo ! e et o System Account
* Calendar | " Open with Windows Explorer
= Tasks I Drag and drop files into this library. {b
e s = Export to Spreadsheet

L1 _ | Analyze items with a spreadsheet
= Team Discussion = | application.
Sites w"J View RSS R"
e S G N STt Ol & Shared Documents on usingsharepoint.com (2) = Ellﬂ
e z & Alert Me File Edit View Favorites Tools Help .-#
2] Recycle Bin :5 i Receive e-ma . - >

" = B
items change @ Back - e - ‘ﬁ ‘ p Search i Folders | |_§ j x q

JAddf:ssI_@ http: jusingsharepoint. com: 2007 /homeShared%200ocuments/  ¥| | (£ Go

Forms
= | Kevins Demo.xs

[2 objects P

Figure 1-8. Opening a library in Windows Explorer

Using the Windows Explorer, you can create new folders, cut and paste files between
the library and your desktop, or move whole folders from your desktop to Share-
Point. This is the quickest way to upload a large number of files into SharePoint and
preserve their organization.

There are a few restrictions on what you can upload:

* File and folder names can’t include the following characters: &, ?, %, or .. (two
periods together). Those characters have special meaning on the Web.

* Executable file types are blocked by default to avoid the spread of malicious code.
To share executables, DLLs, and other file types, ZIP them before uploading.

* Files over 50 MB are blocked by defaulk.

The blocked file types and maximum upload sizes can be changed through the
SharePoint Central Administration settings. However, it’s a good idea to stick with
the defaults initially.

Since SharePoint lists and libraries are shown as web pages, you may
need to Refresh (F5) the page in your browser to see newly created
Wk items. That’s always true if others are uploading items—you’ll need to
" refresh to see their changes.
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Creating Sites

Sites group related lists and libraries. In practice, most sites are organized by func-
tion or by department. For example, you might have a Legal Helpdesk site for ques-
tions and contract requests, and a Legal Department site for contract templates,
executed contracts, and other things used internally by the Legal department.

Use sites to control access. The main reason to create two separate sites in the pre-
ceding example is access: all employees should be able to ask legal questions, but
only the Legal department should draft new contracts.

To create a new site:

1. Click Site Actions — Create in the upper-right corner of a page.

2. Click on Sites and Workspaces under the Web Pages heading on the right side of
the Create page. SharePoint displays the New SharePoint Site page (see
Figure 1-9).

3. Fill out the web page and select a template for the site. Templates determine
what lists and libraries are included automatically in the new site. There are
instructions on the page for the other items you must complete.

4. Click Create when done. SharePoint creates the site and displays its home page.

A w
iy On some pages in MOSS, click Site Actions — Create Site instead in
f‘i . step 1 and go directly to step 3.

Controlling Access to a Site

Sites can inherit permissions from their parent site, or they can use unique permis-
sions. It is usually a good idea to create new sites with inherited permissions, and
then to change that setting once the site is created. That copies in the users from the
parent site; you can then delete unneeded users, which is easier than adding users
from scratch.

To change from inherited permissions to unique permissions:

1. Click Site Actions — Site Settings in the upper-right corner of a page.

2. Click Advanced permission under the Users and Permissions heading on the left
side of the Site Settings page. SharePoint displays the Permissions page.

3. Click Actions — Edit Permissions on the toolbar. SharePoint warns you before
creating unique permissions. Click OK to confirm.

Once a site has unique permissions, the users and groups that have access to the site
appear with checkboxes next to them as shown in Figure 1-10.
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Home > Create > New SharePoint Site

New SharePoint Site

Use this page to create a new site or workspace under this SharePoint site. You can specify a title, Web site address, and access permissions.

Create | Cancel |
Title and Description Title:
Type & title and description for your new site, The title will be displayed on each page in ILega\ Department
the site,
Description:

=

=
Web Site Address URL name:
Users can navigate to your site by typing the Web site address (URL) into their htq::,.’,.’wnmhatﬁfllegaﬂ
browser, You can enter the last part of the address. You should keep it short and easy
to remember,

For example, http://wombat6/Reports/sitename

Template Selection Select a template:

Enterprise | Publishing

| Collaboration | Mestingd

Team Site

A site for teams to guickly organize, author, and share information. It provides a
document library, and lists for managing announcements, calendar items, tasks, and
discussions,

Templates determine the type of site These are MOSS only
and what lists/libraries it includes

Figure 1-9. Creating a new site

Removing Users and Editing Permissions
To remove users:

1. Click the checkbox next to the user or group name as shown in Figure 1-10.

2. Click Actions =+ Remove User Permissions. SharePoint removes the user from
the group.

Once a user is removed, she can no longer view the site. If you only want to restrict a
user’s access, Click Actions — Edit User Permissions, and select the permissions as
shown in Figure 1-11.

Grouping Users

Groups control access based on the user’s role. If you add a user to a group, then he
will have permissions that are appropriate for that role. For example, all employees in
one department might be members of their department site, meaning they can upload
documents and add list items, but not design pages or create new lists or libraries.
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Legal Department > Site Settings > Permissions

Permissions: Legal Department

Groups Use this page to assign permission levels to users and groups. This Web site does not inherit permissions from its parent,
= Home Members New » | Actions | Setfings
iy T Ousers/Groups Type User Name Permissions
=Home Ui [ Approvers SharsPoint  Approvers Approve
= Style Resource Group
Aesiesy ] D SharsPoint  Designers Design
= Designers Group
= Hierarchy Managers (] Hierarchy Managers SharePoint Hierarchy Managers Manage Hierarchy
Grou
= Approvers J
SharePoint  Home Members Contribute
= Restricted Readers 7 Home Members s
A iexBeclojtsera M HomeOwners SharePoint  Home Owners Full Control
= Viewers Group
= More. .. l_ Home Visitors SharePoint Home Visitors Read
Group
Mivop M Quick Deploy Users SharePoint  Quick Deploy Users Limited Access
Site Permissions Group
SharePoint  Restricted Readers Restricted Read
T T—— m] Restricted Readers ik
Documents (i Style Resource Readers  SharePoint Style Resource Readers Limited Access
= Shared Documents Group
= [l Viewers SharePoint Viewers View Only
Lists Group
= Calendar
= Tasks

Select users and groups to edit or delete by clicking
on the checkbox next to their name.

Figure 1-10. Use the Permissions page to control access to a site

Legal Department > Site Settings > Permissions > Edit Permissions

Edit Permissions: Legal Department

Users or Groups s
The permissians of these users ar groups wil be modified. Approvers
Choose Permissions Pernesions

Choose the permissions you want these users or groups to have. ™ Ful Conitrol - Has full control

| ™ Design - Can view, add, update, delete, approve, and customize.

[ Manage Herarchy - Can areate sites and edit pages, listitems,
and documents.

Select permissions to gram auser [¢ Approve - Can edit and approve pages, list items, and
documents,

[™ Contribute - Can view, add, update, and delete.
I Read - Can view only.

[~ Restricted Read - Can view pages and documents, but cannot
siew Historical versions or review user rights information.
Greyed items are set at the list or |ibrary |leve| ——— Limited Accass - Can view spedific lists, document libraries, list
items, folders, or documents when given permissiors.

[~ View Orly - Members of this group can view pages, It items, and
documents, If the document has  server—side file handler
auailable, they can only view the document using the server-side
fle handler.

_ ok | concd |

Figure 1-11. Editing user permissions in a site

Rather than assigning permissions to each user, you can simply assign permissions to
the group and then move users into and out of the group as required.

SharePoint groups may map to Active Directory security groups in your company.
For example, you could add the Legal security group to the Members group in the
Legal Department site. Then, all members of that security group can contribute to
that site.
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If your company uses Active Directory, it is a good idea to use security groups wherever
possible in SharePoint, rather than adding users individually. Then when employees
are hired or fired, those changes are automatically reflected in SharePoint because of
the change in Active Directory.

To add an Active Directory security group to a SharePoint group:

1. Click Site Actions — Site Settings in the upper-right corner of a page.

2. Click People and groups under the Users and Permissions heading on the right
side of the Site Settings Page.

3. Click New — Add Users on the toolbar of the People and Groups page. Share-
Point displays the Add Users page.

4. Type the Active Directory security group name in the Users/Groups text box,
and choose the SharePoint group that corresponds to the role those users will
play within the site as shown in Figure 1-12.

5. Click OK when done.

" Enter Active Directory group here

Legal Department > Site Settings > Permissions > Add Users

Add Users: Legal Department

Use this page to give new permissions.

Add Users Users/Groups:

You can enter user names, group names, ar &-mal addresses. Separate them wombat\Legal
with semicalons.

Add all authenticated users

8,
Give Permission Give Permission
Choose the permissions you want these users to have. You can add users to 6 Add users to a SharePoint group
a SharePoint group {which is slready assigned to a permission l=vel), or you
can add users individually and assign them to a specific permission level, Home Members [Contribute] =l
Viewers [View Only]
SharePoint groups are recommended as they allow for ease of permission Home Owners [Full Control]
management across multiple sites. ¢ |Home Visitors [Read

Style Resource

Designers [Design, Limited Access]

Hierarchy Managers [Manage Hierarchy, Limited Access]
Approvers [Approve, Limited Access]

Restricted Readers [Restricted Read, Limited Access]
Quick Deploy Users [Limited Access]

[T Approve - Can edit and apprave pages, list items, 2nd documents.

Select a SharePoint group here

[T Contribute - Can view, add, update, and delete.
[T Read - Can view only.

[ Restricted Read - Can view pages and documents, but cannat
view histarical versions or review user rights informatior.

Figure 1-12. Use Active Directory security groups within SharePoint wherever possible

Putting SharePoint to Work

If you followed along carefully this far, you should now know how to:
* Customize pages by adding or changing web parts
* Add content to lists and libraries
* Create sites

¢ Control who can see and use a site
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Congratulations! That’s about 90 percent of what most folks need to know about
using SharePoint. Of course you are more than just a user, so I'll go on for a few
more chapters. Right now, I'd like to put what you’ve learned to work by walking
you through “the big three” applications for SharePoint. Specifically, I want to show
you how to:

* Create a company-wide phone list
* Replace shared drives
* Control document revisions
The following tutorial sections walk you through creating those applications. Please

follow along using SharePoint as the tutorials teach you the core skills you will use
when creating many different types of applications.

R

i

You will be prompted for your username and password at various
times in the following procedures. In each case, enter the user name
4* and password you use to sign on to your network (usually you can
" substitute your full email name and password). In Chapter 2, I'll show
you how to use your network credentials automatically.

Creating a Company Phone List

Many companies still distribute printed employee phone lists. Those go out-of-date
quickly and are a pain to keep up-to-date—this is a perfect first application for
SharePoint! Creating the phone list involves these major tasks:

* Create a list based on the Contacts template.

* Customize the list to add a Departments column.

* Create a new view to simplify data entry.

* Place the list on the home page as a web part.
SharePoint comes with a set of predefined list templates, and the Contacts template
most closely fits the needs of a company phone list. By basing our new list on an

existing template, we save the effort of creating columns for name, phone number,
and so on.

To create the phone list:

1. Navigate to the top-level web site in SharePoint.

2. In WSS, click Site Actions — Create in the upper-right corner of a page. In
MOSS, click Site Actions — View All Site Content — Create.

3. Click Contacts under the Communications heading on the left of the Create
page. SharePoint displays the New page.

4. Name the list “Phone List” and click Create. SharePoint creates a new phone list
based on the Contacts list template.
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The Contacts template doesn’t include a Department column, which is useful for
grouping employees. So, we’ll need to add that column next.

To add a Department column to the list:

1. Click Settings — Create Column on the Phone List toolbar.

2. Fill out the Create Column page as shown in Figure 1-13 and click OK to create
the column.

3. Click OK to add the Department column to the list.

Select Choice to display a list of departments

_ﬁ Site Actions ~

Home > Phone List > Settings > Create Column

Create Column: Phone List

Use this page to add a column to this list.

Havmpe sl Tipe Cofumn name:

Type a name for this column, and select the type of information you want to store in the [department
column.

The type of information in this column is:
I" Single fine of text
" Multiple lines of text

¢ Choice (menu to choose from)

" Number (1, 1.0, 100}

" Currency (§, ¥, €

' Date and Time

' Lookup (information already on this site)

" Yes/MNo (chedk box)

" Person or Group

" Hyperlink or Picture

€ Caloulated (calculation based on other columns)

Additional Column Settings Description:

Specify detailed options for the type of information you selected. ﬂ

Reguire that this column contains information:
i Yes % No

Type each choice on 2 separate line:

|Accounting =
(Administration
Information Technology|

‘ ‘ i

Type the list of departments here

Figure 1-13. Adding a column to a list

The Contacts template includes a lot of columns we don’t really need. We could
delete them, but it doesn’t really hurt to leave them there—it just makes data entry

more complicated. To simplify that data entry, create a new datasheet view for enter-
ing records in bulk.

A
iy The datasheet view is only available if you have Office Professional
:"; N Edition (or higher) installed.
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To create a datasheet view for the list:

1. Click Settings — Create View on the Phone List toolbar.

2. Click Datasheet View under the “Choose a view format” header on the left of the
Create View page.

3. Name the view Edit Data and select the following columns in the Columns sec-
tion of the Create Datasheet View page: Last Name, First Name, Business
Phone, Department, and Mobile Phone.

4. Deselect all other columns.
5. Change the “Position from Left” number for the Department column from 8 to 1.

6. Click OK when done. SharePoint displays the new view of the list as shown in
Figure 1-14.

Department list appears

in drop-down
Home > Phone List
Phone List
New = | Actions = Settings - View:  Edit Data
Last Name | - ‘ First Mame L 4 Busziness Phone | tohile Phone n Department
“fl Jones Tam 7730007 961-0001

*

F79-0004

You can select and extend a range
by clicking and dragging the
lower-right corner (just like in Excel)

Figure 1-14. Adding data to the phone list

Add some names and numbers to the phone list. If you have an existing phone list in
an Excel workbook, you can actually cut/paste columns of data from that workbook
into the list. Be sure to add numbers for a few different departments, since we’ll use
this list in the next task.

Phone lists should be easy to find, so I usually put them on the home page. To do
that, create a web part for the phone list on the home page and customize the web
part to display phone numbers by department.

To add the phone list web part:

1. Navigate to the home page and click Site Actions — Edit Page. SharePoint dis-
plays the home page in Edit mode.

2. Click “Add a Web Part in the Right web part zone” on the right side of the page.
SharePoint displays the Add Web Parts to Right page.

22 | Chapter1: Using SharePoint



3. Select the Phone List web part in the Lists and Libraries section of the page and
click Add. SharePoint adds the phone list to the page as a web part.

4. Click Edit - Modify Shared Web Part on the Phone List toolbar. SharePoint dis-
plays the web part properties page on the right.

5. Click “Edit the current view” under the Selected View heading. SharePoint dis-
plays the Edit View: Phone List page as shown in Figure 1-15.

6. Deselect the E-mail Address column, scroll to the end of the page, expand the
Group By section, and select “First group by the column: Department.”

7. Click OK. SharePoint displays the phone list as shown in Figure 1-16.

To see Edit View pages

List Views ES

You can edit the current view or select
another view.

Selected View o

I<Cu"EHtVIEW> L2 R

Edit the current vlaw-"_‘
Toolbar Type Click here

INO Toolbar =

Appearance
Layout
Advanced

Cancel Apply

Home > Phone List > Settings > Edit View

Edit VView: Phone List

= Columns

Select or dear the Display  Column Name

chedk box next to i

each column you I

want to show or hide

i thic wici: 30 e Business Phone

specify the order of O ke

the columns, select a

number in the ml Asitant

Position from left

box. O Attachments
O @ aty
[ i company
O é Content Type
[T i Country/Region
M} Created

To customize this view further, use a Web page editor compatible with Windows SharePoint Services.

ok | ol |

Position from Left

i

Scroll down to see Group By section

Figure 1-15. Editing the web part view

=

Click here to expand items for this department

View All Site Content

Shared Documents

hone List

Documents
Type Name
= Shared Documents

B Kevins Demo ! NEw

2 Modified By
System Account

= Team Discussion

i Calendar

& Add new document
= Calendar
» Tasks Announcements
= Phane List
Di -

& Add new announcement

There are currently no active announcements. To add a new
announcement, dick "Add new announcement” below.

People and Groups

18] Recycle Bin

& Add new event

There are currently no upcoming events. To add a new event, dick "Add
new event” below.

LastMame  FrstMame  Business Phone

(i Department : Accounting (3)

[ Department : Administration ()
# Department : Information Technology (3)

& Add new item

|/
ay

Windows
SharePoint Services

Links b2

There are currently no favorite links to display. To
add a new link, dick "Add new link” below.

& Add new link

| E

Figure 1-16. Using the new phone list from the home page
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Replacing Network Drives with Libraries

Most companies store shared files on network drives. These are usually mapped to
drive letters on employee desktops—for example, P: for personal files, R: for released
files, and so on. Learning those drive letters and their folder structures is often one of
the first things a new employee needs to know.

By replacing those network drives and their folder structures with SharePoint librar-
ies, you get some big benefits very quickly:

* Files are discoverable. SharePoint uses a web page interface, which is easier to
navigate than network drives.

* The contents of documents stored in SharePoint are searchable.

* Libraries support version control for files.

* You can filter, sort, and format views of the library in useful ways, such as only
showing recently changed files.

* Employees can get to their files securely from home or while on the road with-
out using a Virtual Private Network (VPN).

The hardest part of migrating from network drives to SharePoint libraries is deter-
mining how you want to organize the files you move over—it is best to flatten deep
folder structures. For example, a path like R:\Departments\Legal\Templates\Contracts
might map to the Contract Templates library in the Legal Department site. Also,
since libraries can keep version history, you might want to change naming conven-
tions that incorporate version information into the filename. Those aspects of the
migration generally require some discussion and planning. The actual migration is
much simpler and involves these major tasks:

* Create department sites.
* Create libraries for the department.
* Upload files to the libraries.
To create a department site, follow the instructions in the section “Creating Sites,”

earlier in this chapter. Use the title “Legal Department” and the address “Legal” as
shown earlier in Figure 1-13.

To create a library in the Legal Department site:

1. Click Site Actions — Create in the upper-right corner of a page.

2. Click Document Library under the Libraries heading on the left of the Create
page.

3. Name the library “Contract Templates” and select Yes under “Create a version”

at the bottom of the page as shown in Figure 1-17; then click OK. SharePoint
creates a new, empty library with version control.
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Click here to turn on version control

Legal Department » Create » New

New

Mame and Description

Type a new name as you want it to appear in headings and Neames

links throughout the site, Type desariptive text that will Contract Templates
help site visiters use this document library.

Description:

Use these files when creating new ﬂ
contracts.

[~ |

Navigation
Spedify whether a link to this decument library appears in . Display this document library on the Quick Launch?
th jick Launch, &

e Quick Laun fes € e

Document Version History
Create a version each time you edit a file in this document library?
Spedify whether a version is aeated each time you edita

file in this document library, Learn about versions, @ Yes e
Document Template
. Document Template:
Select a document template to determine the default for all
new files created in this document library. IM\:rusoft Office Word 97-2003 document |
— . Create Cancel
Choose the Office aipphcatlon used to edit I
the files or None if files are PDFs, mixed,
or other type

Figure 1-17. Creating a new library with version control

To upload documents to the library:

1. On the Contract Templates toolbar, click Actions - Open with Windows
Explorer. SharePoint opens the library in Windows Explorer.

2. Open the network drive folder that you want to move files from, select the files
to move, and drag them onto the library’s Windows Explorer window as shown
in Figure 1-18.

The address in the library’s Windows Explorer window (for example, \wombat6\
legal\Contract Templates) is the Windows notation for the address of the library. You
can drag the folder icon to your desktop as a shortcut to the library, map a drive let-
ter to the address, or use it in command scripts.

Using Document Version Control

Now that you’ve migrated your network drives to SharePoint (grin), employees can
manage revisions to documents through shared workspaces. Shared workspaces are
special sites that allow team members to work together privately on revisions and
then publish those revisions once approved. SharePoint can also track version his-
tory and control access to documents through a check-out/check-in procedure.
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- Legal Department > Contract Templates

tE Contract Templates

View Al Site Content Use these files when creating new contracts.

Documents New » Upload = Actions* | Setfings v Yiew: All Documents
= Shared Documents

Type MName Modified ) Modified By

ZiCaatactbanpts There are o items to show in this view of the "Contract Templates™ document ibrary. To create a new item, dick New” or “Upload” above.

Lists.

« Calender =lolxf

= Tasks Fle Edt View Favorites Took Help | &

Discussions Back ~ (o)) - ,"Seid!"ﬁﬁderg i .

oo i Qe Q- | Pomwst - o conroctTempites S TE

L. Address [ R:\LegaliTemplates\Contracts E=E | Fe Edt Vew Fovores Took hen [ &
es -

»
|| People and Groups

et - &) - ij|p5&aﬁh || Folders

Adress [ \wombats Vegal\Contract Templates 7] [ Go

& Recydcle Bin

|6 objects sel¢cted  [63.0kE [%3 Local intranet 7

Select the files on the network drive and drag [Lobjects [obytes [ Local nranet Z
them to the library’s Explorer window
to upload them as a batch

Figure 1-18. Uploading files from a network drive to a SharePoint library

For example, suppose the Legal Department needs to make changes to the standard
non-disclosure agreement (NDA) that was uploaded to the Contract Templates
library in the preceding section. The author performs these major tasks:

1. Checks out the document.

2. Creates a workspace for the revision.

3. Revises the document and collects feedback from the reviewers.
4. Publishes the approved document back to the library.

5. Checks in the final document.

Checking a document out prevents others from making changes and indicates to oth-
ers that the document is under revision. To check out the document:

* Navigate to the Contract Templates library and click Check Out from the NDA
document’s Edit menu. SharePoint adds a little icon to indicate that the docu-
ment is checked out.

You handle revisions through a shared workspace rather than through email so that
comments are shared among reviewers and can be stored for future reference. To cre-
ate the shared workspace:

1. Click Send To — Create Document Workspace from the NDA document’s Edit
menu as shown in Figure 1-19. SharePoint displays the Create Document Work-
space page.

2. Click OK to create the workspace. SharePoint creates a workspace and copies
the NDA document into the Shared Documents library.
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3. Click “Add new user” in the Members section on the right side of the page.
SharePoint displays the Add Users page.

4. Type the reviewers’ email addresses and select Contribute in the list of permis-
sions, and then click OK. SharePoint adds the user to the Members list for the

workspace.
Click here to display the document’s edit menu
Legal Department > Contract Templates
Contract Templates
View All Site Content Use these files when creating new contrgcts.
Documents New = | Upload = | Actions = | |Settings = View: | All Documents - |
® Shared Documents Type MName Modified _) Modified By
& Contiac okt Damage Waiver 1/26/2007 11:54 AM WOMBATS \Administrator
Lists WOMBATE\Administrator
= Calendar Employment Temp 1/26/2007 11:54 AM WOMBATS\Administrator
= Tasks @ | NDA - | 1/31/2007 9:13 AM WOMBATS \Administrator
|| Discussions o View Properties 1/26/2007 11:54 AM WOMBATS \Administrator

= Team Discussion E 53| EditProperties 1/26/2007 11:54 AM WOMBATE\Administrator
Sites % Manage Permissions
People and Groups Edit in Microsoft Office Word
18] Recycle Bin K | Delete

| sendTo || otherLocaton

|_h Check In @ E-mail a Link

[ | Discard Check Out [ Create Document v-u'-'-rkspace ke ]

-::2] Version History Download a Copy \

G/) Workflows

Alert Me Click here to create workspace

Figure 1-19. Creating a shared workspace

Only the members of this shared workspace can view the page in Figure 1-19, and it
is not automatically added to site navigation. The author must notify reviewers that
the workspace exists and send them a link to it asking for their feedback. To make
changes to the document and send it for review:

1. Return to the workspace home page.

2. Click Edit in Microsoft Office Word from the NDA document’s Edit menu.
SharePoint prompts you for your user name and password and then opens the
document with Word in Edit mode.

. Turn on change tracking and edit the document in Word as you would nor-
mally. Click Save when done and close Word.

. Click Send To — E-mail a Link from the document’s Edit menu. SharePoint cre-
ates an Outlook email message containing a link to the document.

. Fill out the email’s To, CC, and Subject fields; compose a message instructing the
reviewers to use the Team Discussion to submit their comments; and click Send.
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Once all the comments are in, it’s time to publish the document back to the library
so others can start using it. To publish the approved document:

1. Click Edit in Microsoft Office Word from the NDA document’s Edit menu,
accept all changes to the document, and then save and close.

2. Click Send To — Publish to Source Location from the document’s Edit menu.
SharePoint displays the Publish to Source Location page.

3. Click OK to confirm that you want to publish the document. SharePoint copies
the completed document back to the Contract Templates library.

4. Return to the Contract Templates library and click Check In from the NDA doc-
ument’s Edit menu. SharePoint displays the Check In page.

5. Enter a comment in the Check In page and click OK to make the changes visible
to others.

The shared workspace does not go away after the document is published. The author
may choose to keep it in place for a period of time or request that the SharePoint
administrator archive it. It’s a good idea to have some policy in place for how that is

handled.

The preceding review process requires a lot of management on the author’s part. If
reviewers don’t respond, the process can stall, and multiple reviewers might have con-
flicting changes. MOSS addresses those problems with workflows. Workflows are a
set of tasks that must be completed in a particular order within a specified time frame.
That topic is beyond the scope of this chapter; see Chapter 8 for more information.

Best Practices

By now, you should have a good idea of what SharePoint can do for you and should
be in the process of evaluating which edition to acquire. The following practices
should guide you as you move forward:

* Set up a staging server or virtual machine for evaluation. This is a valuable way
to try out different configurations before installing in production, and the evalu-
ation environment can be used for web part development later.

* Think about your existing work processes and how using SharePoint may
change them. SharePoint can replace email as a workflow tool. Some subtle
things, like document-naming conventions, may also change since SharePoint
includes version control.

* If you are considering MOSS, verify that management wants the personalization
features. If the idea of employee My Sites and blogs gives them the willies, plan
on disabling My Sites. Read Chapter 7 for more information on personalization
features, why they are useful, and how to control them.
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Try to build instructions into your SharePoint sites. SharePoint is easy to use,
but the applications you create with it may need explaining, especially where
they replace existing procedures. The SharePoint setup procedure uses a task list
to tell you the steps you need to perform after installation—it’s a good example
of a self-documenting approach.

Plan to deliver high-value, low-effort projects first. SharePoint is uniquely suited
for Agile development: you can get applications in users’ hands quickly and
adjust as needs evolve.

Add users to web sites through Active Directory security groups wherever possi-
ble. That way, you won’t need to edit SharePoint security settings as new
employees start, leave, or transfer.

Open libraries in Window Explorer to upload groups of files quickly.

Use the datasheet view to add or edit list items in bulk.
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CHAPTER 2
Word, Excel, and Outlook

SharePoint works closely with Microsoft Word, Excel, and Outlook. In this chapter,
I show you how to use SharePoint through those client applications. Both you and
your users need to know these things, so you might consider using this chapter as a
starting point for your internal user training.

SharePoint works best with Office 2003 and 2007, so I feature those product ver-
sions here. There is a big difference between the 2003 and 2007 Office versions:
Office 2007 replaces the menus that most of us know with the Ribbon. The Office
Ribbon is a tabbed set of toolbars with commands displayed as icons and text.

You can use SharePoint 2007 with Office 2003 if your organization isn’t ready for
Office 2007. Office 2007 offers some improved integration with SharePoint, but it is
not a requirement. In this chapter, I note where features are specific to Office 2007.

Setting Client Security

Before you can fully use SharePoint with Office, you must change the security set-
tings on your computer so that the SharePoint domain is trusted. If your computer is
part of a domain, you’ll probably also want to enable automatic logon so that Share-
Point will automatically use your network credentials rather than prompting you for
your user name and password. To make those changes:

1. Start Internet Explorer and choose Tools — Internet Options — Security —
Trusted Sites — Sites. Internet Explorer displays a list of the trusted sites for your
computer.

2. Type the address of your SharePoint site and click Add - OK. Use an asterisk to
include subdomains. For example *somecompany.com includes intranet.some-
company.com, extranet.somecompany.com, www.somecompany.com, and so on.

3. Click Custom Level, scroll to the bottom of the page, and select “Automatic
logon with current user name and password.” Click OK - OK to close the dialog
box.

30



Figure 2-1 illustrates the security settings. Step 3 prevents SharePoint from prompt-
ing you for your user name and password. Instead, SharePoint uses your network
identity. These changes can be made for all users through the group policy settings in

Active Directory by your system administrator.

General Security |Pr1'vacy| Contentl Connections I Prog'ramsl Advanced I

Select a zone to view or change security settings.

@ €@ v O

You have websites in this zone.

Internet Local intranet Uk Restricted L .
sites Add SharePoint sites to your trusted sites.
T i Use * to include all subdomains.
Sites
7 This zone contains websites that you —e H
+  trustnot to damage your computer or H
o R,

7 You can add and rernm! websites from this zone. All websites in

r~Security level for this zone 4
& this zone will use the zone's security settings.

Custom

Custom settings. Add this website to the zone:

-To change the settings, dick Custom level,

-To use the recommended settings, didk Defat I http://* usingsharepoint.com

Websites:

Defal

Custom level... |

Security Settings - Trusted Sites Zone

 Settings

Q) Disable d
{®) Enable

Allow websites to prompt for information using scripted windc

[ e

Femove

in this zone

X

() Disable
@ Enable
Scripting of Java applets
O Disable
@ Enable
O Prompt
User Authentication
Logon
&) Anonymous logon
O Automatic logon only in Intranet zone
[0 Automatic logon with current user name and p
O Prompt for user name and password

4 | »
*Takes effect after you restart Internet Explorer

~Reset custom settings
Resetto:  [vegium (defauit)

Figure 2-1. Setting your computer’s security for SharePoint

Setting Client Security

3



Your system administrator may have made these changes for you already, but you
need to be aware of these settings if you plan to access SharePoint from home. You
won’t be able to create workspaces, and you will be repeatedly prompted for your
user name and password unless you make the preceding changes.

Whenever you open an Office document from SharePoint, Internet Explorer warns
you that “Some files can harm your computer. If the file looks suspicious or you do
not fully trust the source, do not open the file.” That warning is intended to prevent
you from accidentally opening documents that contain viruses written as macros.
Most folks learn to ignore the warning, but you can turn it off by performing these
tasks:

* Verify that Office macro security settings are set to prevent untrusted macros
from running.
* Change the Explorer options to disable “Confirm download for Office docu-

ment types” to turn off the warning.

You must perform both of these tasks or you run the risk of catching and spreading
viruses. Setting macro security is done differently in Office 2003 and 2007 so both
procedures are covered below.

To verify Office 2007 macro security settings:

1. From Microsoft Word 2007, click the Office button - Word Options — Trust
Center — Trust Center Settings and select “Disable all macros except digitally
signed macros” or any of the more restrictive settings above that one. Click OK
to close the dialog boxes.

2. Repeat for Excel and PowerPoint if you use them.
To verify Office 2003 macro security settings:
1. From Microsoft Word, click Tools - Macros — Security and select High or Very
High on the Security Level tab.

2. Repeat for Excel and PowerPoint if you use them.
To turn off the warning when opening Office documents:

1. From Windows Explorer, click Tools — Folder Options — File Types and select
the DOC file type.

2. Click Advanced and deselect “Confirm open after download”; then click OK as
shown in Figure 2-2.

3. Repeat steps 1 and 2 for the Excel and PowerPoint document types.
The new Office 2007 default document formats (DOCX, XLSX, etc.) omit macros, so
you can more safely trust those file types. If you are seriously concerned about

macro-borne viruses, consider turning off warnings for only DOCX and XSLX file
types, and establish a company policy that discourages use of the older file types.
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Word Document

BEDOC..  Microsoft Word HTML Document
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Figure 2-2. Turning off warnings when opening Office documents

Editing, Saving, and Sharing Documents

To open a Microsoft Office document from SharePoint in read-only mode, click on
the file. To open an Office document in Edit mode, click Edit in the document’s Edit
menu. The Edit menu is the drop-down list shown in Figure 2-3 that appears when
you click the triangle to the right of the filename.

Saving an open document saves your changes back to SharePoint. To see how that
works, click Save As and save a copy of the document to SharePoint with a new
name as shown in Figure 2-4.

While you have a document open for editing, no one else can edit it. If someone
tries, Office displays a dialog box giving three choices as shown in Figure 2-5.

The last option in Figure 2-5 is the most useful one: it opens the file in read-only
mode and then lets you switch to Edit mode when the other user closes the file.
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Figure 2-3. Using the SharePoint Edit menu to open documents
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Figure 2-5. Someone else has the file open for editing
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Using the Task Pane
When working with documents from SharePoint, Office enables the Document Man-

agement task pane (see Figure 2-6), which lists information about the documents in
the library and provides quick access to alerts, document versions, and other features.

To display the Document Management task pane in Office 2007:
* Open an Office document from SharePoint and click the Office button — Server —
Document Management Information.

A
To display the equivalent task pane in Office 2003, click Tools —
s Shared Workspace. (The task pane is named “Shared Workspace” in

W g .
* ke Office 2003.)

.Dnulmﬂltl'-hna.genmt i X-
% Essential SharePoint 2007
Open site in browser

Sortby ~

@ market desc.doc Trew (A
@ Essential Share...  §HEw
LE'[_j chi15.doc
Toc.aspx
W cho3.doc
W cho2.doc
0§ choi.doc

{(Workspace C
@ cho0.doc
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Figure 2-6. The Document Management task pane
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Each of the icons at the top of the task pane maps to an equivalent task that you can
perform from the SharePoint library. Table 2-1 describes the icons and lists the tasks

you can perform with them.

Table 2-1. Task pane buttons

Office 2007 Office 2003 Name Use to
il Status Check whether or not the open document is up-to-date.
Members View or add team members to the SharePoint site that contains
the document.
Tasks View or assign tasks for members of the SharePoint site that
contains the document.
Documents Add documents to the library, open other documents from
the library, or save a local copy of the file linked to the Share-
Point site.
Links Add or view links to related information.
N/A Document View the document’s revision history. In Office 2007, click the
Information Office button — Server — View Version History.

The Document Management task pane is pretty handy when working with docu-
ments from SharePoint, but it does not appear automatically in Office 2007 the way

it does in Office 2003. To change that:

1. On the Document Management task pane, click Options at the bottom of the

Status tab on the task pane.

2. Under the Document Management heading, select the option to show the task
pane at startup when the document is part of a workspace (that’s the first option

on the page), and click OK.

Working Offline in Office 2007

One of the problems of a connected environment is that sometimes you need to dis-
connect, like when you’re flying coast-to-coast and you want to get some work done.
SharePoint solves that problem by letting you check out the file before your trip.
Checking out creates an updatable copy of the file on your computer and prevents
others from changing the document until you check in your changes.
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The following procedure works only in Office 2007.

To check out a document for offline changes:
1. From SharePoint, click Check Out from the document’s Edit menu. SharePoint
displays a dialog box confirming that you want to check out.
2. Click OK. SharePoint checks the document out to you and creates an updatable
copy on your computer in your My Documents\SharePoint Drafts folder.
To edit the file offline:

1. Open the document from your My Documents\SharePoint Drafts folder. Office
displays a dialog box asking if you want to get updates. Since you are offline,
click Don’t Update.

2. Make your changes and save the file.

Once you are back in the office, you can connect to the network and check in your
changes. To do that:

1. In SharePoint, display the document’s Edit menu and click Check In. That
uploads your changes from the SharePoint Drafts folder on your computer and
allows others to edit the document.

2. Verify that SharePoint deleted the document from your SharePoint Drafts folder.
With some library types, SharePoint does not automatically delete this file,
which can cause conflicting updates later.

Working Offline in Office 2003

Office 2003 does not create an updatable copy of a document when you check out, so
working offline is a little different. To work offline in Office 2003, follow these steps:

1. From SharePoint, click Check Out from the document’s Edit menu. SharePoint
checks the file out to you, which prevents others from changing it.

2. From the Edit menu, click Send To —» Download a Copy and save the file to your
computer. SharePoint creates a copy of the file that is not linked to SharePoint.

3. Open and edit the copy of the document as needed.

Once you are back online, upload your changes to SharePoint and check the file back
in. To do that:

1. From the SharePoint library, click Upload and select the document downloaded
in step 2 above. SharePoint displays the Check In page.
2. Click Check In. SharePoint uploads your changes and checks in the document.

3. Delete the copy of the document from your computer.
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Resolving Conflicting Updates

The difference between the preceding two sections is that Office 2007 makes it easy to
store updatable copies of SharePoint documents on your computer. In Office 2007,
you can actually create updatable copies without checking the file out, but that’s a bad
idea because offline changes can very easily overwrite changes made by others.

For example, if you make a copy of a document while it was checked out, you can
edit that copy later even though the original file has been checked back in. When you
close the file, Office attempts to send your changes to SharePoint; if someone else
has edited the file since you opened your copy, Office displays the Document
Updates task pane (see Figure 2-7).

Document Updates NG
_ Your changes conflict with
¥ changes made to the workspace
copy by:
) SHAREPOINTlsystem

on 2{7/2007 5:53 PM
You must resolve this conflict to make
your changes available to others,
How do you want to resolve this
conflict?

Merge

Merge the workspace copy into my

copy:
Merge Copies -l——Merge (good luck)

You can then accept or reject all
changes or each change
individually,

You can resolve the conflict by
saving your document,

Compare

View both copies and make
changes manually:

Open Workspace Copy -|——Add your changes to the shared document manually

Replace

Select one copy to replace the
other:

| Keep Workspace Copy -l——Discard changes
| Keep My Copy -|——0verwrite changes by others
h ]

Figure 2-7. Using the Document Updates task pane

At that point you can merge the two files, re-enter your changes, discard your
changes, or overwrite the other user’s changes. Merging sounds like a good idea, but
it rarely turns out well. You usually have to manually compare the documents and
re-enter your changes in the SharePoint copy.
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Requiring Check Out to Avoid Conflicts

You can avoid conflicting updates by requiring that documents be checked out
before they are edited. To do that:

1. From the SharePoint library, click Settings - Document Library Settings. Share-
Point displays the Customize page.

2. Click Versioning Settings under the General Settings heading on the left side of
the page and select Yes for the Require Check Out section at the bottom of the
page as shown in Figure 2-8. Click OK to close the page.
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it versors. @ o versenng keep your change
€ Creste major versiorn. H
Cxamgle: 1, 2,3, 4 hIStory
€ Create majer and mrer {dralt) versons.
Example: 1.0, L1, 1.2, 20
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0 the following number of magor vermions:
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v, Leam shout e ek i R prevents offline conflicts

[ ] _ome |

Figure 2-8. Requiring check out to prevents conflicts

Why isn’t this setting the default? T think the answer is flexibility: not all libraries
have multiple authors, so requiring check out might seem burdensome. Also, any-
one who can edit a file can always overwrite someone else’s changes intentionally;
requiring check out just makes accidental overwriting unlikely.

Editing Lists in Excel

The preceding sections apply equally to Word, Excel, and PowerPoint. Each of those
applications includes the Document Management task pane, and supports check out
and working offline. The rest of this chapter is devoted to the unique SharePoint fea-
tures offered by individual Office applications. The first, and most important, is the
lists feature offered in Excel.
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In Excel, lists are ranges of cells that can easily be sorted, filtered, or shared. Lists
have these advantages over regular ranges of cells:

* Lists automatically add column headers to the range.

* XML data can be imported directly into a list.

* Excel can automatically check the data type of list entries as they are made.

* Lists can be shared and synchronized with SharePoint.
That last item is the key advantage: lists are a way to share tables of data. Those

tables can be edited and viewed by multiple people at the same time, much the way
that a database works; but unlike a database, lists are very easy to create and change.

Viewing SharePoint Lists in Excel

There are a lot of different ways to create lists in SharePoint. In fact, since SharePoint
uses lists everywhere, most tasks involve either creating lists or adding new items to lists.

To view a list in Excel:

1. Display the list in the browser. For example, navigate to the Phone List sample
you created in Chapter 1.

2. Click Actions — Export to Spreadsheet on the list toolbar as shown in Figure 2-9.
SharePoint creates an Excel query and displays the File Download dialog box.

3. Click Open to display the query results in Excel. Excel displays a security warning.

4. Click Enable to run the query. Excel creates a new workbook and inserts the list
as shown in Figure 2-10.

A
o In Excel 2003, click Open instead of Enable in step 4. The appearance
.‘s of the resulting list is also somewhat different.
e ®

15

Why view a list in Excel? SharePoint lets you sort and filter lists, but it won’t let you
analyze data, chart, or print the way that Excel can. You can also use Excel to bring
data together from a number of sources: SharePoint, databases, web pages, host sys-
tems, and so on. You can also use Excel to move data from a source into SharePoint.

Editing Lists Offline and Resolving Conflicts

The list in Figure 2-10 is linked to the Phone List in SharePoint. You can add phone
numbers in Excel and then synchronize those changes with SharePoint. That’s like
working with documents offline, but only the cells with changes are sent to SharePoint.
That lets Excel resolve conflicts with changes from other users on a cell-by-cell
basis—when working with lists, merging your changes with others actually works!
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Figure 2-10. Viewing the Phone List sample in Excel
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Editing lists offline involves these tasks:

* Add the synchronize commands to the Excel 2007 toolbar.
* Make changes to the list and synchronize with SharePoint.
* Resolve any conlflicts that occur.
The commands to update SharePoint from Excel are included in the List toolbar in

Excel 2003, but are hidden in Excel 2007. To display the list commands in Excel
2007, add them to the Quick Access Toolbar as follows:

1. Click the Office button — Excel Options - Customize - Commands Not in the
Ribbon, and select Synchronize List near the end of the commands list.
2. Click Add to add the command to the Quick Access toolbar.

3. Scroll up in the commands list, select Discard Changes and Refresh, and click

Add.
4. Click OK to close the Customize page.

Figure 2-11 shows the list commands in both versions of Excel. Click Synchronize

List to update both the worksheet and the SharePoint. Click Refresh to discard your
changes and update the worksheet with data from the SharePoint.

o . : 5 Excel 2007 after adding to the
@ - g 3 Quick Access area

Synchronize list Discard changes and refresh

Excel 2003 List toolbar

List~ | 2] Toggle Total Row | 63 29 | % 50 B0 5 & | [H By

Figure 2-11. Synchronizing a SharePoint list in Excel

If your changes conflict with changes made by someone else, Excel displays
Figure 2-12 to resolve the conflicts.

To replace the other member’s changes with yours, choose Retry All My Changes.

Importing Data into SharePoint from Excel

One of the most common tasks in the IT world is moving data from one system to
another. It’s not exciting or creative, but it is a terribly useful skill. The easiest way to
import data into SharePoint is through Excel. That’s because Excel can read data
from almost any source (CSV files, databases, spreadsheets, web queries, etc.), and
then import that data into a SharePoint list.
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Resolve Conflicts and Errors |

& Rows yau changed were previously changed by another user. Your changes conflict with that user's
\‘!‘) changes.

- Conflick
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Discard All My Changes Retry All My Changes | Urilink Py List |

Figure 2-12. Reconciling conflicting edits in a shared list

Why import data into SharePoint lists? So information can be shared more widely or
in a more useful format. For example, a company has an application that tracks the
progress and costs of construction projects; the company wants managers to be able
to see and analyze the data, but doesn’t want to reprogram the application to pro-
duce those reports. To tackle this through SharePoint, complete these tasks:

Create a database query to import the data into Excel and save the resulting
workbook.

Create a new list in SharePoint by importing the data from the workbook.
Create views in the SharePoint list to group and total the data as needed.

Make sure the managers are members of the site where the list is shared and
email them the list address.

Gather feedback and create new views as needed (there are always feature
requests).

This approach is best suited for a one-time import or for infrequent
updates. To see live data in SharePoint, use SQL Reporting Services.
&

When importing data into Excel for use in a list, make sure that the columns have
headings, that the data is in a consistent format, and that the rows are contiguous.
Gaps in rows and inconsistent columns, subheadings, and column totals cause prob-
lems when importing into SharePoint. You may have to manually clean up a work-
sheet before you can import the data into SharePoint.
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To create a new SharePoint list from Excel data:

1. Close the workbook if it is open in Excel.

2. From SharePoint, click Site Actions — Create. SharePoint displays the Create
page.

3. Click Import Spreadsheet under the Custom Lists heading in the middle-right
side of the page. SharePoint displays the New page.

4. Name the list to be created, click Browse to select the Excel workbook contain-
ing the list to import, and click Import. SharePoint starts Excel, opens the work-
book, and displays the dialog box shown in Figure 2-13.

5. Select “Range of Cells” from the Range Type drop-down list and select the range
to import into SharePoint; then click Import. SharePoint creates the list based on
the columns in the range, imports the data from Excel, and closes the workbook.

Import to Windows SharePoint Services list . 5'
Range Type:
I Range of Cells j
Select Range:
I construction_data!$4$1:$Ms771 J

o Import your spreadsheet data as a new Windows ShareFoint Services
list.

Impart Cancel

Figure 2-13. Importing Excel data into SharePoint

The Range Type drop-down in Figure 2-13 lets you import from Excel data lists and
named ranges. Use the named range type when importing from an Excel database
query—Excel automatically creates named ranges for any query it creates.

Once SharePoint creates the list, you’ll want to customize it to add views and con-
trol access to the data. Chapter 4 describes how to do those things.

Viewing SharePoint Calendars from Outlook

A SharePoint calendar is a special type of list that displays events in a calendar view
as shown in Figure 2-14. SharePoint calendars can be viewed from Outlook much
like Exchange shared calendars. Also, you can export individual events from a Share-
Point calendar into your personal Outlook calendar so you can get reminders and
plan your time while offline.
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Using SharePoint 2007 > Essential SharePoint 2007 > Calendar
Calendar
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Figure 2-14. Use SharePoint calendars to view events

The Team Sites and Document Workspace site templates include calendars, but
other site templates do not. To add a calendar to a site:

1. From SharePoint, click Site Actions — Create, and click the Calendar link under
the Tracking heading in the middle of the page. SharePoint displays the New
page.

2. Name the list and click Create. SharePoint creates a new calendar within the site.

To view a SharePoint calendar in Outlook:

1. Display the calendar in SharePoint and click Actions - Connect to Outlook on
the list toolbar. Outlook displays a warning that SharePoint Services is adding a
folder to Outlook.

2. Click Yes to allow SharePoint to add the folder. Outlook adds the SharePoint
calendar under the Other Calendars heading in the Navigation Pane.

SharePoint calendars are read-only in Outlook, so you can’t add events from there.
To add an event to the calendar:

1. Display the calendar in SharePoint and click New on the list toolbar.

2. SharePoint displays the new item page. Fill out the fields and click OK. Share-
Point adds the event to the calendar.

If you want to receive a reminder for an event, export the event from a SharePoint
into your personal Outlook calendar. To do that:
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1. Click on the event in the SharePoint calendar to view the event details.

2. Click Export Event on the toolbar. SharePoint displays a File Download dialog
box.

3. Click Open to open the event in Outlook. Outlook displays the Appointment
details dialog box.

4. Select Reminder and click OK to add the appointment to your personal Outlook
calendar.

Organizing Meetings from Outlook

SharePoint provides a special type of site called a meeting workspace, which can be
created from meeting requests sent from Outlook. Meeting workspaces are meant to
prepare attendees by publishing the objectives and agenda before a meeting is held,
and they help record decisions and related documents after the meeting takes place.

Workspaces are used to organize the meeting process like this:
1. Attendees receive a meeting request in Outlook that links to the SharePoint
workspace.

2. Attendees can click on the link to see details about the meeting and add items as
needed.

3. Optionally, someone can open the workspace and make notes during the meeting.
4. Later, the person who called the meeting can go to the workspace to record con-
clusions, assign follow-up tasks, or add key documents.

Meeting workspaces aren’t online meeting places, but they can be used in conjunc-
tion with Microsoft Live Meeting or other online meeting services.

The following sections show you how to create SharePoint meeting workspaces from
Outlook.

Creating a Meeting Workspace
To create a meeting workspace from Outlook:
1. Select the Calendar in the Navigation pane to choose a date and time for the
meeting.
2. Choose Action - New Meeting Request. Outlook displays the Meeting Request
dialog box.
3. Complete the fields on the dialog box and click Meeting Workspace. Outlook
displays a workspace task pane in the dialog box as shown in Figure 2-15.

4. Click Create. Outlook creates a Meeting Workspace for the meeting and adds a
link to the workspace in the dialog box.
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5. Click the link and add objectives and agenda items to the workspace as shown in

Figure 2-16.

6. Return to Outlook and click Send to close the dialog box and send the meeting
request. The request includes a link to the meeting workspace so attendees can

review the objectives, agenda, and add documents before attending.
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Figure 2-15. Creating a meeting workspace
Using SharePoint 2007 > Kick-off meeting Welcome System Account + | @
4 Kick-off meeting [This site =] | 5|
| #  Kick-off meeting
Date: 2/15/2007 Time: 5:00 AM - 6:30 AM =3
Location: Home
Home
Objectives - Agenda x
Subject Owner Time

There are no items to show in this view of the "Agenda” list. To create a new
item, dick "Add new item” below.

E Add new item

Document Library
Name

Type () Modified By

There are no items to show in this view of the "Document Library” document
library. To create a new item, dick "Add new document™ below.

[ Add new document

Figure 2-16. Adding objectives and agenda items for the meeting
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The workspace in Figure 2-16 is for a meeting that happens once. Recurring meet-
ings create a different type of workspace called a meeting series. To create a meeting
series from Outlook:

* Choose Action - New Recurring Meeting instead of Action - New Meeting
Request in step 2 of the preceding procedure.

Meeting series list recurring meetings by date as shown in Figure 2-17.

Using SharePoint 2007 > Weekly staff meetiong Welcome System Account = | @
4 weekly staff meetiong This Site =] | 2]

| 24§ | Weekly staff meeting

Date: 2/15/2007 Time: 8:30 PM - 9:00 PM >>
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2/22{2007 There are no items to show in this view of the "Agenda” list. To
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3/15/2007 Attendees ¥
3/22/2007 Name Edit  Response Document Library -
3/29/2007 Jeff A, Webb None Type Mame _) Modified By
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4/12/2007 document library. To create a new item, dick "Add new document™
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4/26/2007 [ Add new document
5/3/2007 |
5/10/2007
5/17/2007
5/24/2007
1 Previous Next *

Figure 2-17. Using a meeting series for recurring meetings

Creating Different Types of Workspaces

Outlook lets you create different types of meeting workspaces or link a meeting to an
existing workspace. To see the different options before creating a meeting workspace:

* Click Change Settings in the meeting workspace task pane (refer to Figure 2-15).
Outlook displays the options shown in Figure 2-18.

By default, Outlook creates a Basic Meeting workspace that includes Objectives,
Attendees, and Agenda lists. Figure 2-18 lets you create workspaces based on differ-
ent templates as described in Table 2-2.
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Figure 2-18. Choosing other workspace options

Table 2-2. Other meeting workspace templates

Template Use to

Blank Meeting Start from scratch, adding your own lists and content.

Decision Meeting Include Tasks and Decisions lists in addition to the basic lists.

Social Meeting Include Directions, Things to Bring, Pictures, and Discussions lists.

Multipage Meeting Include the basic lists and add two blank pages for additional information.

Custom Create a custom meeting workspace from a custom template installed on your site.

Linking to an Existing Workspace

Sometimes, you or someone else may have already created the workspace before you
send the meeting request from Outlook. In that case, you can use Figure 2-18 to link
the request to the existing workspace. To do that:

1. Select the team site that contains the meeting workspace in step 1 on
Figure 2-18.

2. Select “Link to an existing workspace” in step 2.

3. Select the workspace from the “Select the workspace” drop-down list and click OK.
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Sharing Contacts with Outlook

Outlook provides a set of tools for viewing and maintaining the list of contacts in
your address book. If your company uses Exchange Server, you may already use a
public list of contacts from Outlook to contact someone in your organization. Share-
Point provides another way to share contacts from your address book with others.
Rather than providing a single, public list containing everyone’s information, Share-
Point is focused more on team-based or project-based lists of contacts.

For example, a Team Site might include everyone on the team in the contact list.
Later, as new members join and lines of communication are established across
groups, the contact list grows. In this case, the contact list is a way to share the col-
lected knowledge of who the key people are and how to get in touch with them.

For a project site or a document workspace, the contact list obviously includes every-
one with responsibilities on the project. Outside resources, such as sales people or
customers, would be added as they become available.

Of course, you can also use SharePoint to share a general, company-wide list of con-
tacts. One advantage of that approach is that SharePoint contacts are easily shared
over the Internet.

Finally, there’s nothing stopping you from using all these approaches to help orga-
nize contacts by company, team, and project.

It’s not a great idea to add the same contact to multiple lists. If the contact’s informa-
tion changes, it then has to be changed in all the lists. Instead, it’s a good idea to fol-
low rules about where you store contacts and how you use them. Here are some
suggestions:

* Decide whether you are going to use SharePoint or Exchange Server to share
company-wide contacts.

* If using SharePoint for company-wide contacts, organize those contacts into one
or more lists at the top-level site.

* Restrict who can add or change contacts in the top-level SharePoint lists.

* Use project or workspace contact lists as temporary resources that have a lim-
ited lifetime.

A company might provide Employee, Customer, and Vendor contact lists in its top-
level site that can’t be edited by most members, but then allow team members to cre-
ate their own ad hoc contact lists in team sites and workspaces. Although the ad hoc
lists might become out-of-date, they allow members to organize the contacts that the
team needs and perhaps include contacts that don’t belong in the company-wide
lists.

The following sections show how to work with SharePoint contact lists in Outlook.
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Creating Contact Lists

SharePoint team sites and document workspaces include a list of contacts by default.
That list is simply named “Contacts,” and it appears on the Quick Launch bar of the
site’s home page. You can rename that list or create new contact lists for different
types of contacts.

To rename the default contact list:

1. Display the list in the browser.
2. Select Modify settings and columns — Change general settings.
3. Type the new name in the Name field and click OK.
Changing the name of a list changes the name displayed on the list page and on the

Quick Launch bar. It also determines the name of the list displayed in the Outlook
Navigation pane if you link the list to Outlook.

You may want to create more than one contact list for a site. For example, you might
want to organize employees, customers, and vendors into separate lists so you can
better control who has access to the different lists. To create additional contact lists:

1. Select Create from the Navigation bar, then choose Contacts from the lists sec-
tion of the Create page.
2. Enter a name for the new contact list, select whether or not a link to the list

should appear on the home page Quick Launch bar, and click Create.

This creates a new list based on the contacts template. Lists based on the contacts
template can be linked to Outlook as shared lists.

To control access to a list:
1. Display the list in the browser.
2. Select Modify settings and columns — Change permissions for this list.

3. Select a group and click Remove Selected Users to prevent members of that
group from viewing the list; or select a group and click Edit Permissions of
Selected Users to change the access privileges of those members.

Exporting Contacts from Outlook to SharePoint

You can export one or more contacts from Outlook to a SharePoint web site by fol-
lowing these steps:

1. Display the SharePoint site in your browser and click Contacts on the site’s
home page. You’ll see the contact list for the site.

2. Click Import Contacts. You'll see a list of the contacts from your local address
book.
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3. You can import some or all of your contacts. To import some of the contacts,
hold down the Ctrl key while clicking on the contacts to import. To import all of
the contacts, click the first contact, scroll to the end of the list, hold down the
Shift key, and click the last contact. Figure 2-19 illustrates importing all of the
contacts.

4. Click OK to import the selected contacts. You’ll see a security warning that
SharePoint is trying to access your address book (see Figure 2-20). Select “Allow
access for 1 minute” and click Yes to allow the import to continue.

5. When complete, the new contacts appear in the Contact list.

Select Users to Import A x|

Type Mame or Selact From Lisk: Show Mames Fram the:
I |C0ntacts j

I Marme | Display Name | E-mail &

ebh, Janet (PS5, ME]
-bbi@hiddenfootpri,

Advanced W | ok Cancel

Figure 2-19. Selecting the contacts to import

Linking SharePoint Contacts to Outlook
To link shared contacts back to Outlook:

1. Display the contact list in the browser and click Link to Outlook.

2. Outlook displays a security warning. Click Yes to import the SharePoint contact
list into Outlook. When finished, Outlook shows the shared list in the Other
Contacts section of the Contacts Navigation pane as shown in Figure 2-21.
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Figure 2-20. Allowing access to the address book
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Open Shared Contacts..,
Customize Current Yiew,..

Figure 2-21. Linking the SharePoint contacts back to Outlook

Editing Shared Contacts from Outlook

The SharePoint contact list is stored on the SharePoint server so it can be used by all
members of the site. That means you can’t edit those contacts directly from Out-
look. Instead, you must follow these steps:

1. Open the contact to change in Outlook. Outlook displays the detailed contact
information as Read Only, shown in Figure 2-22.

2. Click the link in the Edit area. Outlook opens the SharePoint Edit page for the
contact.

3. Make your changes and click Save and Close to complete the change.

4. Return to Outlook and close the Contact dialog box.
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Figure 2-22. Changing shared contacts from Outlook

If you view the contact in Outlook right away, you won’t see the changes you just
made. Outlook updates its shared lists when the Outlook application starts and once
every 20 minutes after that. To refresh the list immediately:

1. Right-click the shared contact list in the Navigation pane (refer to Figure 2-21).

2. Select Refresh from the context menu.

Best Practices

You should now be comfortable opening and editing documents from SharePoint
with Office 2003 or Office 2007. You should understand how to check files in and
out, work offline, and edit lists in Excel. The following practices should guide you as
you move forward:

* Choose between Office 2003 and 2007. Trying to support both versions within a
company is difficult.

* When transitioning between Office versions, set a timeline for the change and
convert one department at a time.

* Ask your system administrator to add SharePoint domains to the list of trusted
sites and enable automatic logon for all users through a group policy setting.
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* The default library versioning settings apply very loose control such as those you
might use on a small team project. For more complete document control, change
the library’s settings to require check out and keep version history.

* Use Excel to quickly import data into SharePoint lists from other systems.

* Use SharePoint calendars to track events for a team or project. Export an event
to your personal Outlook calendar to receive a reminder for that event.
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CHAPTER 3
Creating Sites

SharePoint sites organize and control access to information. You create a new site
when access needs are unique or when the purpose of the site is unique. For example:

* Create sites for each department in your organization so department members
can add and edit documents, but others can’t (unique access).

* Create a general Helpdesk site where employees can ask questions of any depart-
ment (unique purpose).

In Chapter 1, I showed you how to create a simple document control site for a Legal
department. In this chapter, I'll tell you how to organize your sites, control access,
customize their appearance, and create custom site templates.

Choosing a Location and Template

Sites are organized hierarchically within SharePoint sort of like the folders in a con-
ventional filesystem, only instead of drives, folders, and subfolders, SharePoint uses
web applications, site collections, and subsites:

Web application
A web site that has been extended using the SharePoint administration tools.
Each web application has a unique address—usually a subdomain of your orga-
nization’s web address such as http://intranet.something.com.

Site collection
A group of sites that all exist under a top-level site. Web applications usually have
several top-level sites: one at the root and others under the /sites and /personal
paths.

Subsite
A site beneath the top-level site in a site collection.

Figure 3-1 illustrates a typical configuration with public, internal, and partner web
applications.
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http://*.something.com
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www Intranet Partners
Site collections
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http://intranet.something.com/sites/Legal/Contracts

Figure 3-1. How SharePoint organizes sites

The /root and /sites paths are the default locations for site collections when you
install SharePoint; the /personal path is for employee sites (My Sites), which is a fea-
ture that comes with MOSS.

When choosing a location for a site, consider these factors:

* Who needs access? Top-level sites have the widest audience; subsites are typi-
cally more restricted.

* How will users find the site? It’s easiest to create navigation links that follow the
physical structure, so put the most widely used sites just under the root.

e Is it a department site? It’s generally best to create a site collection for each
department under the /sites path.

For example, Figure 3-2 illustrates how you might organize a company intranet.
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revision
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Employee site collections with
private and shared areas
(MOSS only)

Figure 3-2. Organizing subsites and site collections

In Figure 3-2, the subsites under http://intranet.something.com are available to every-
one in the organization. Each department has its own site collection with subsites as
needed, and each employee has his or her own site collection.

R
s

qAs
[
.

The /sites and /personal paths are used to organize site collections; they
\ aren’t sites themselves. If you navigate to http://intranet.something.
W comisites, you’ll get a Not Found error.
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Creating Site Collections

Create a site collection if you expect there to be a lot of subsites or a lot of content
beneath a level. In Figure 3-2, I show departments as their own site collections because
each department may have many subsites and may include a large amount of content.
Using site collections there allows me to move a department to its own database in
the future if needed. It also allows me to assign ownership to someone within the
department.

Users may or may not be allowed to create new site collections, depending on how
SharePoint is configured. That feature is called self-service site creation; see
Chapter 13 for instructions on enabling or disabling self-service site creation.

To create a new site collection with self-service site creation enabled:

1. Navigate to the site collection creation page in the /_layouts folder (for example,
http://intranet.something.com/_layouts/scsignup.aspx). There may be a link to this
page in the Announcements list or on the Site Directory page.

2. Choose the folder to create the site collection in and complete the page as shown
in Figure 3-3, and then click Create. SharePoint creates a new site collection and
displays the Set Up Groups page (see Figure 3-4).

3. Add visitors (read-only access), contributors (read/write access), and owners
(full control) to the site collection and click OK. SharePoint displays the new
top-level site for the site collection.
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Figure 3-3. Creating a new site collection
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Figure 3-4. Configuring access to the site collection

Site collection owners have full control over all the sites in the site collection. They
may also receive email from the site collection when someone requests access to the
site, or when a site exceeds its size limit or is no longer actively used. For those rea-
sons, they need special SharePoint training and perhaps a copy of this book.

If self-service site creation is not enabled, only SharePoint Administrators can create
new site collections. To create a new site collection using the SharePoint Central
Administration pages:

1. Navigate to the SharePoint Central Administration site. From the server, select
Start — All Programs — Administrative Tools — SharePoint 3.0 Central Adminis-
tration. SharePoint displays the Central Administration page.

2. Click the Application Management tab and click “Create site collection” under
the SharePoint Site Management heading on the righthand side of the page.
SharePoint displays the Create Site Collection page.

3. Choose the folder to create the site collection in and complete the page; then
click OK. SharePoint creates a new top-level site for the site collection.

4. Navigate to the site and click Site Actions — Site Settings — “People and groups”
to configure access to the site.

Creating Subsites

To group related content, create a subsite within a site collection. Any site can con-
tain many different lists and libraries, so subsites are really a tool for organizing those
lists and libraries. For example, you might create a subsite for each project within the
Construction department. Fach project subsite might contain a library for designs, a
task list, a discussion board, and a calendar. Using subsites allows you to keep the
names of those lists and libraries the same for each project and lets you create a cus-
tom site template to make site creation easier.
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To create a subsite within a site collection:

1. Navigate to the top-level site in the collection.

2. In WSS, click Site Actions — Sites and Workspaces, and complete the New
SharePoint Site page. In MOSS, click Site Actions — Create Site, and complete
the page.

Choosing a Template

SharePoint comes with a set of built-in site templates. I described those templates
briefly in Chapter 1, and you can see them listed on the New SharePoint Site page
(refer to Figure 3-3) any time you create a new site. The site template defines what
lists, libraries, and pages are included in the new site as well as what theme is
assigned to the site. Tables 3-1 and 3-2 list the specific items included in each of the
built-in templates.

Table 3-1. Built-in site template contents

Template Lists Libraries Use to
Team Site * Announcements + Shared Documents Organize a project within a
« Calendar department.
+ Links
« Tasks
+ Team Discussion
Blank Site * None * None Create a site from scratch.
Document Workspace + Announcements + Shared Documents Collaborate on a document.
+ Calendar
+ Links
+ Tasks
* Team Discussion
Wiki Site + None « Wiki Pages Collaborate on web content
through a Wiki.
Blog « (ategories + Photos Share your thoughts with
« Comments others.
+ Links
+ Other Blogs
* Posts
Basic Meeting Workspace + Agenda * Document Library Organize a meeting.

« Attendees
+ Objectives

Blank Meeting Workspace + Attendees * None Create a meeting site from
scratch.
Decision Meeting Workspace + Agenda + Document Library Organize a meeting to make
« Attendees a decision.

+ Objectives
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Table 3-1. Built-in site template contents (continued)

Template
Social Meeting Workspace

Lists
+ Attendees
* Directions
+ Discussion Board
+ Things to Bring

Libraries

* Picture Library

Use to
Organize a party.

Multipage Meeting + Agenda + None Organize a meeting with

Workspace « Attendees tabbed pages.
+ Objectives

Table 3-2. Additional built-in site templates included with MOSS

Template Lists Libraries Use to

Document Center * Announcements * Documents Centrally manage company-
« Tasks wide documents and

templates.

Records Center * Holds + Hold Reports Store records in a central

* Links * Missing Properties repository and prevent

Personalization Site

Site Directory

Report Center

Search Center with Tabs

Search Center

Publishing Site

+ Record Routing
* Records Center

* Submitted E-mail
Records

Tasks
+ Workflow Tasks

- Sites
« Tabs
+ Workflow Tasks

Announcements
Report Calendar

Sample Dashboard KPI
Definitions

+ Sample KPls
« Workflow Tasks

« Tabs in Search Pages
« Tabs in Search Results
* Workflow Tasks

* None

+ Workflow Tasks

» Undassified Records

* Records Pending
Submission

* Documents
* Images

* Pages

* Documents
+ Images

+ Pages

Data Connections
Documents
Images

Pages

Reference Library
Reports Library

* Documents
* Images

* Pages

* None

* Documents
+ Images
+ Pages

changes to records after
they are stored.

Target content to user’s My
Sites.

List and categorize sites.

Create, manage, and deliver
reports.

(reate a tabbed-page
search tool.

(reate a single-page search
tool.

Publish web pages.
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Table 3-2. Additional built-in site templates included with MOSS (continued)

Template Lists Libraries Use to
Publishing Site with « Workflow Tasks + Documents Publish web pages using an
Workflow - Images approval process.
+ Pages
News Site + Workflow Tasks + Documents Publish articles, links, and
. |mages RSS feedS.

« This Week in Pictures
+ Pages

One of the best ways to learn about the various templates is to create a gallery contain-
ing subsites that use each of the built-in templates. Then, as you create custom tem-
plates or buy add-on ones, you can add samples of those to the gallery . That helps site
collection owners choose templates, and makes custom templates self-descriptive.

Customizing Site Navigation

There are three navigation web parts on the home page (see Figure 3-5) that you can
customize:
* The link bar web part displays tabs at the top of the page that link to other sites.

* The Quick Launch web part displays links to lists and libraries within the cur-
rent site on the left side of the page.

* The Tree View web part provides a hierarchical alternative to the Quick Launch.

The following sections tell you how to change to those web parts to make it easier to
find key information.

Changing Link Bar Tabs in WSS

The tabs that appear in the top link bar on the home page usually correspond to the
top-level web sites within a site collection. Those tabs are inherited from the parent
site by default. To change the tabs on the link bar:

1. Navigate to the home page and click Site Actions — Site Settings, and then click
“Top link bar” under the Look and Feel heading. SharePoint displays the Top
Link Bar page.

2. Click Stop Inheriting Links on the toolbar. SharePoint changes the toolbar as
shown in Figure 3-6.

3. Click New Link to add a new tab, or click the Edit icon to change an existing link.

To restore the inherited tabs, click “Use Links from Parent.”
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Figure 3-5. The navigation web parts on the home page

Essential SharePoint 2007 > Site Settings > Top Link Bar

Top Link Bar

Use this page to specify the links that appear in the top link bar of the site.

T
| == New Link EUSE Links from Parent

b Click here to restore the inherited tabs

Click here to add a tab

Click here to change an existing tab

Figure 3-6. Changing the link bar tabs

Adding Links to Quick Launch in WSS

The

Quick Launch web part displays links to the lists and libraries in a site on the
left side of the home page. When you create a new list or library, you can choose
whether or not it should appear in Quick Launch. To change those links:

1. Navigate to the home page and click Site Actions — Site Settings, and then click
Quick Launch under the Look and Feel heading. SharePoint displays the Quick
Launch page (see Figure 3-7).

2. Use the toolbar to create new links or headings or click on the Edit icon to
change or delete an existing link.
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Using SharePoint 2007 > Essential SharePoint 2007 > Site Settings > Quick Launch

Quick Launch

Use this page to change the links and headings in the Quick Launch.

=i New Link | =i'New Heading, | [EP Change Order

3 Pictures Use toolbar to add links, headings, or change their order
3 Figures

;4 Documents
52 Chapters
52 word2007
._3 Samples
.?. Excel 2007

Click edit icon to change or delete an existing link

7 Lists

:; Calendar

'—E Discussions

53 Team Discussion

3 Sites

j People and Groups

Figure 3-7. Changing the Quick Launch links

Changing the Link Bar and Quick Launch in MOSS

MOSS manages the link bar and Quick Launch tabs using a single Site Navigation
Settings page (see Figure 3-8) rather than the Top Link Bar and Quick Launch pages
found in WSS.

MOSS refers to top link bar tabs as Global Navigation, and Quick Launch links as
Current Navigation. To manually change the link bar tabs and Quick Launch links:

1. Navigate to the home page and click Site Actions — Site Settings and then click
Navigation under the Look and Feel heading. SharePoint displays the Site Navi-
gation Settings page.

2. In the Subsites and Pages section, deselect “Show subsites” to remove subsites from
the link bar and Quick Launch. This allows you to selectively add subsites in step 5.

3. In the Global Navigation section, select “Display only the navigation items
below the current site” to stop inheriting link bar tabs from the parent site.

4. In the Current Navigation section, select “Display only the navigation items below
the current site” to stop inheriting Quick Launch links from the parent site.

5. In the Navigation Editing and Sorting section, use the toolbar to change the tabs
that appear in the link bar and Quick Launch. Add items to the Global Naviga-
tion folder to have them appear in the link bar; add items to the Current Naviga-
tion folder to have them appear in the Quick Launch.

6. Click OK when done.
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Home > Sites > gallery > Site Settings > Modify Navigation
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Figure 3-8. MOSS combines the link bar and Quick Launch settings into one Navigation Settings page

Adding a Help Tab

SharePoint includes a Help system for users, but strangely does not feature it in any
of the built-in site templates. In fact, Help is kind of hidden in SharePoint, so I gener-
ally add a Help tab to any new site collection I set up.

To add a tab for SharePoint Help in WSS:
1. Follow the steps in “Changing the Link Bar in WSS” to add a tab to the link bar.
2. Use the following URL for the link address (be sure to omit http://):
javascript:HelpWindowKey(“NavBarHelpHome”)
You can’t add that URL to the top link bar in MOSS, so to add a Help tab in MOSS:

1. Follow the steps in “Changing the Link Bar and QuickLaunch in MOSS” to add
a tab to the link bar.

2. In the Navigation Link web page dialog box, use the following URL:
/_layouts/help.aspx?Key=NavBarHelpHome

3. Select “Open link in new window” and click OK.
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The SharePoint Help system provides instructions on how to create and use lists,
libraries, sites, and create formulas. It is a good alternative to the books that simply
march through SharePoint features without explaining why they exist or when to use
them, and (even better) it is free.

Adding Tree View Navigation

The Quick Launch web part allows you to organize links however you like.
Microsoft refers to that as logical navigation. The Tree View web part displays links
to subsites, lists, and libraries in a hierarchical fashion. Microsoft refers to that as
physical navigation. There are benefits to either approach:

* Use the Quick Launch web part for content-oriented sites such as Document
Centers where you want to feature some libraries and hide others.

* Use the Tree View web part for dashboard-type or top-level sites where the sub-
sites are already organized logically (such as by project) and where there are
many subsites. The Tree View web part doesn’t require as much maintenance as
the Quick Launch web part.

To replace the Quick Launch web part with a tree view:

1. Navigate to the home page and click Site Actions — Site Settings, and then click
“Tree view” under the Look and Feel heading. SharePoint displays the Tree view
page (see Figure 3-9).

2. Select Enable Tree View to add the Tree View web part to the home page.

3. Optionally, deselect Enable Quick Launch to remove the Quick Launch web
part.

4. Click OK to make the change.

Clear this checkbox to remove Quick Launch

Using SharePoint 2007 > Essential SharePoint 2007 > Site Settings > Tree view

Tree view

Manage this site's left navigation panel.

Enable Quick Launch

Specify whether the Quick Launch should be displayed to aid navigation. The Quick
Launch displays site content in a logical manner,

Enable Tree View )
Spedify whether a tree view should be displayed to aid navigation. The tree view 7l Enable Tree View
displays site content in a physical manner.

Select this to display tree view x| o |

Figure 3-9. Replacing Quick Launch with a tree view
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Summarizing Content with Web Parts

The home page is the first page users see, and it’s often the only page they need if
you design it correctly. Even though a site may include many lists and libraries repre-
senting hundreds or even thousands of documents, you can effectively summarize
that content by displaying web parts that show only the most relevant content on the
site’s home page.

In Chapter 1, I showed you how every list and library can be displayed as a web part.
You can use that technique to summarize recent changes on the home page of any
site. For example, to feature the 10 newest documents on a home page, complete
these tasks:

* Add the library as a web part to the home page.

* Modify the view displayed in the web part to sort documents by the Created
column.

* Limit the number of items to display in the view to 10.
To add the library as a web part:
1. Navigate to the home page and click Site Actions — Edit Page. SharePoint
changes the page to Edit mode.

2. Click Add a Web Part on the page in the location where you want to add the
new library summary. SharePoint displays the Add Web Parts page.

3. Select the library to display and click Add. SharePoint adds the library as a web
part and displays the web part properties in the task pane on the right.
To modify the view displayed in the web part:
1. Click “Edit the current view” in the web part properties. SharePoint displays the
Edit View page.
2. Scroll halfway down the page to the Sort section and choose “First sort by the
column Created (descending order).”
To limit the number of items displayed in the view:
1. Scroll to the end of the page, expand the Item Limit section, and change the
Number of items to display to 10.
2. Select “Display items in batches of the specified size” and click OK.
Now, the home page will include a list of the 10 most recent documents. You can use
this technique to feature key information from any list or library by changing the view

displayed in the web part. For more information on creating custom views, see
Chapter 4.
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Adding Other Pages

In practice, I find that many users have a hard time navigating among lists and librar-
ies—once they leave the home page, they are easily lost. You can make life easier for
those folks by creating additional pages that appear as tabs on the home page, and
then add web parts to those pages that summarize key lists and libraries.

The Multipage Meeting Workspace is a simple example of this design: it includes a
home page, plus three other pages that appear as tabs next to the Home tab as
shown in Figure 3-10. All of the built-in meeting site templates include this feature,
though only the multipage template includes sample pages.

. ﬁ 1 Using SharePoint 2007 > Gallery = Multipage Meeting Weorkspace
| Multipage Meeting Workspace
Home | Page 1 Page 2 Page 3

I
Each tab displays a different page

Figure 3-10. Meeting site templates include tabbed pages

To use this tabbed approach:

1. Create a new site based on any of the meeting templates. I'll use the Blank Meeting
Workspace site template in this example, and I'll name the site “Construction
Project.”

2. Create the lists and libraries that your site will use. In this example, I've created a
Drawings library, a Tasks list, and a Calendar.

3. On the home page, click Site Actions -+ Add Pages. SharePoint displays the Add
Page task pane.

4. Name the first page “Drawings” and click OK. SharePoint displays the new page
in Edit mode.

5. Drag the Drawings library web part from the task pane onto the Left web part
zone. SharePoint adds the library as a web part on the page.

6. Repeat steps 4 and 5, naming the page “Tasks” and dragging the Tasks web part
onto the page.

7. Repeat steps 4 and 5, naming the page “Calendar” and dragging the Calendar
web part onto the page.

8. Click Exit Edit Mode in the upper-right corner of the page to view the result
(shown in Figure 3-11).
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Each tab displays a different list or library here

B_g;i_' Using SharePoint ?lJD? > Gal\er.v > Construction Project > Drawings
L‘| Construction Project

Home ‘ Drawing‘s‘ Tasks | Calendar

Demo of how tocreate a tabbed home page.
Drawings
Type Name 2 Modified By

There are no items to show in this view of the "Drawings” document library. To create a new item, dick "Add new document” below.

[ Add new document

Figure 3-11. Using tabbed pages to display lists and libraries to create a Construction Project site

To delete a page:

1. On the home page, click Site Actions - Manage Pages. SharePoint displays the
Pages task pane.

2. Click Order — Delete at the top of the task pane. SharePoint changes the task
pane to Delete mode.

3. Select the page to delete and click Delete. SharePoint deletes the page.

Setting Security (Controlling Access)

As you saw earlier in “Creating Site Collections,” you can determine who has
access when you create a top-level site. For subsites, I recommend inheriting per-
missions from the parent site and then changing them as needed. The benefit of
inheriting permissions is that all the members of the parent site are automatically
copied into the subsite. You can then remove members or restrict permissions in
the subsite.

To change from inherited permissions to unique permissions:

1. Navigate to the home page and click Site Actions — Site Settings, and then click
Advanced Permissions under the Users and Permissions heading. SharePoint dis-
plays the Permissions page.

2. On the toolbar, click Actions — Edit Permissions. SharePoint displays a warning
that you are about to create unique permissions.

3. Click OK. SharePoint displays the permissions in Edit mode.
To add new users to the site:

1. On the Permissions page toolbar, click New. SharePoint displays the Add Users
page (see Figure 3-12).

2. Type the name of the Active Directory (AD) security group or user in the Users/
Groups text box, select “Give users permissions directly,” select the permission,
deselect “Send welcome e-mail to the new users,” and click OK. SharePoint adds
the security group or user.
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AD security group for Construction department

Using SharePoint 2007 > Gallery > Construction > Site Settings > Permissionls > Add Users
Add Users: Construction
Use this page to give new permissions.
Add Users Users/Groups:
You can enter user names, group names, or e-mail addresses. Separate  omecompary\constiictan
them with semicolans.
Add all authenticated users
& w
Give Permission Give Permission
Choose the permissions you wan these users to have. You can add users to O s o o et i
a SharePoint group (which s aready assianed to a permission level), or you .
can add users individually and assign them to a spedific permission level, [Using SharePoint 2007 Members [Contribute] ]
View permigsions this group has on sites, lists, and items....

SharePoint groups are recommended as they allow for ease of permission e ey
management across multiple sites. e Seet ErE IR S, . L

™ Ful Control - Has full control. Give permission

[ Design - Can view, add, update, delete, approve, and dlrectly

customize.

W Contribute - Can view, add, update, and delete.

™1 Read - Can view only.
Send £-Mail I Bend weicome.e-mal to. e new users Do not send email
Use this option to send e-mail to your new users, You can personaize the —
message thatis sent. -

me to the SharePoint site: Construction

Links and information about the site wil be added below your personal
message. Personal Message:

oK Cancel

Figure 3-12. Adding an AD security group to the Construction site

Why do T choose not to send an automatic email when adding users? Because the
email that SharePoint generates tends to confuse people, especially when I'm setting
up a new site. I tend to get the site through the approval process and then send out
my own email announcing it and telling folks how to use it.

To remove a user or group from a site (restrict permissions):

1. On the Permissions page, select the user or group to remove.

2. Click Actions —» Remove User Permissions. SharePoint deletes the user or group.

Using the Site Users Web Part

The Site Users web part (see Figure 3-13) provides an easy way to view the users and
groups that have access to a site. If a site has unique permissions, it also includes a
link that allows you to add new users without going through the Site Settings pages.

Home Drawings Tasks

Calendar | Admin

Demo of how to create a tabbed home page.

Site Users

USINGSHAREPOINT \administrator
Groups
Using SharePoint 2007 Members
Using SharePoint 2007 Owners
Using SharePoint 2007 Visitors
E  Add new user

Click here to add new users or groups
(only appears for sites with unique permissions)

Figure 3-13. Using the Site Users web part to view and add users
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To add the Site Users web part to a page:
1. Navigate to the page to modify and click Site Actions — Edit Page. SharePoint
displays the page in Edit mode.

2. Click the Add a Web Part link in one of the web part zones. SharePoint displays
the Add Web Parts page.

3. Select the Site Users web part in the Miscellaneous section near the bottom of
the page and click Add. SharePoint adds the web part to the page.

4. Click Exit Edit Mode in the top right corner of the page when done.

v
NN

I usually add an Admin page to web sites with a Site Users web part
and other administration links on it to make it easy for site owners to
%La* administer their own sites.

Using Active Directory Security Groups

At the risk of repeating myself, I encourage you to use Active Directory (AD) security
groups rather than individual identities wherever possible. That makes it much easier
to administer security in SharePoint, because members can be added or removed
through Active Directory rather than by visiting individual sites and changing security.

You may need to sit down with your security administrator to map out what security
groups your company uses. Most companies have security groups for departments, but
management, administrative, and other role-oriented groups may be less clearly defined.

It’s OK to use individual identities for site owners, as those roles tend to be filled by
one or two people—it doesn’t really make sense to create an AD security group in
those cases.

Working with SharePoint Groups

SharePoint has its own type of security group that determines permissions across one
or more site collections. Use SharePoint groups when users have a specific role across
sites, such as approving documents or designing web pages. The built-in SharePoint
groups are listed in Table 3-3 for WSS, and Table 3-4 for MOSS.

Table 3-3. SharePoint groups

SharePoint Group Permissions Specific permissions

Members Contribute View, add, update, and delete list items and documents
Owner Full Control Administer the site, lists, and libraries

Visitors Read View lists and libraries
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Table 3-4. Additional SharePoint groups in MOSS

SharePoint Group Permission Specific permissions

Approvers Approve Edit and approve pages, list items, and documents
View lists and libraries when given access

Designers Design View, add, update, delete, and customize design
View lists and libraries when given access

Hierarchy Managers Manage Hierarchy  Create sites, edit pages, lists, and documents
View lists, libraries when given access

Quick Deploy Users Limited Access View lists, libraries when given access

Records Center Web Service Submitters  Limited Access View lists, libraries when given access

Restricted Readers Restricted Read View pages and documents, but not version history or user
rights

View lists, libraries when given access

Style Resource Readers Limited Access View lists, libraries when given access

Earlier versions of SharePoint called these cross-site groups because you could add
users to one of these groups, and then add that group to a number of different sites.
SharePoint groups are useful for management roles where you want to grant read or
approval access across all site collections.

To add users to a SharePoint group:

1. On the Permissions page toolbar, click New. SharePoint displays the Add Users
page.

2. Type the name of the AD security group or user in the Users/Groups text box,
select “Add users to a SharePoint group,” select the group, and click OK. Share-
Point adds the user to the SharePoint group.

To create a new SharePoint group:

1. Navigate to a site with unique permissions. Top-level sites in each site collection
g queé p p
have unique permissions, as do subsites that are explicitly set to have unique
que p P y q
permissions; see “Setting Security (Controlling Access),” earlier in this chapter.

2. On the Permissions page toolbar, click New — New Group. SharePoint displays
the New Group page.

3. Complete the page and select the permissions to assign the group in the last sec-
tion of the page, and then click Create.

Members of a SharePoint group have permissions on every site that includes that
group. For example, members of the Visitors group of the top-level site can view all
of the subsites that inherited permissions.
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To restrict general access to a site, remove the SharePoint groups from that site:

1. Navigate to the home page of the subsite and click Site Actions — Site Settings,
and then click Advanced Permissions under the Users and Permissions heading.
SharePoint displays the Permissions page.

2. On the toolbar, click Actions — Edit Permissions. SharePoint displays a warning
that you are about to create unique permissions.
3. Click OK. SharePoint displays the permissions in Edit mode.

4. Select the SharePoint groups to remove and click Actions —» Remover User Permis-
sions on the toolbar. SharePoint removes the groups from the permissions list.

Permission inheritance, AD security groups, and SharePoint groups can be confus-
ing at first. I recommend starting slowly with simple permissions at the top-level site,
inherited by subsites, and restricted where necessary. Use SharePoint groups spar-
ingly in the beginning. Once access needs are clearer, you can use SharePoint groups
to simplify granting access to users who need privileges across sites.

Changing the General Appearance

To change the title, description, and icon displayed on a site:

1. Navigate to the home page of the site and click Site Actions — Site Settings, and
then click “Title, description, and icon” under the Look and Feel heading.

2. Change the settings on the page, and click OK to make the changes.

The color, fonts, and backgrounds used by a site are controlled by the site theme.
The default theme is blue and orange with a white background. To change the theme
of a site:

1. Navigate to the home page of the site and click Site Actions — Site Settings, and
then click “Site theme” under the Look and Feel heading. SharePoint displays
the Site Theme page.

2. Select a theme in the list box on the right side of the page. SharePoint shows a
preview of the theme.

3. Click Apply to change the site’s theme.

In MOSS, you can also apply an alternate cascading style sheet (CSS) to redefine the
styles used throughout a site. Creating CSS files is a task for web design experts, but
once you have the CSS file, you can apply it to your site by following these steps:

1. Upload the CSS file to a library within the site. Copy the address of the uploaded
file; you’ll need it for step 3.

2. Navigate to the home page of the site and click Site Actions — Site Settings, and
then click “Master page” under the Look and Feel heading.

3. Scroll to the bottom of the page and select “Specify a CSS file” under the Alternate
CSS URL heading. Paste the address of the CSS file in the text box and click OK.
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To override the styles in WSS, modify or replace the CSS files used by SharePoint on
the server; see “Applying Stylesheets,” later in this chapter.

Creating Custom Themes

The themes that appear on the Apply Theme page are at this location on the server:

C:\Program Files\Common Files\Microsoft Shared\web server extensions\12\
TEMPLATE\THEMES

To change an existing theme:

1. Edit THEME.CSS, .gif, and other files in the theme’s folder.

2. Restart SharePoint by running iisreset.exe.

Changes to a theme automatically appear in sites based on the theme after Share-
Point restarts.

To create a new, custom theme based on an existing theme:

1. Copy and rename a theme’s folder in \TEMPLATE\THEMES.
2. Edit the files in the new theme folder.

3. Rename and edit the theme.inf file in the theme folder to match the theme’s
name.

4. Edit the file SPTHEMES.xml in the \TEMPLATE\LAYOUTS\1033 folder. This
file loads the theme definitions in SharePoint.

The theme’s .inf file contains the theme’s title and localized name displayed for dif-
ferent languages, as shown here:

[info]
title=NewTheme
codepage=65001
version=3.00
format=3.00
readonly=true
refcount=0

[titles]
1031=NewTheme

The SPTHEMES.xml file tells SharePoint where to find the theme definitions. For
example, the following snippet adds NewTheme to the list of available themes:

<?xml version="1.0" encoding="utf-8" ?>
<SPThemes xmlns="http://tempuri.org/SPThemes.xsd">

<Templates>
<TemplateID>newtheme</TemplateID>
<DisplayName>New Theme</DisplayName>
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<Description>Demo theme</Description>
<Thumbnail>../images/thice.png</Thumbnail>
<Previews../images/thice.gif</Previews>
</Templates>
</SPThemes>

You don’t have to restart SharePoint for the new theme to be available.

Applying Stylesheets

SharePoint uses CSS to control the fonts, background, and foreground colors used by
the sites on the SharePoint server. The default stylesheet is CORE.CSS, which is
found at this location on the server:
C:\Program Files\Common Files\Microsoft Shared\web server extensions\12\TEMPLATE\
LAYOUTS\1033\STYLES
Changes to CORE.CSS affect all of the SharePoint sites on the server. For example,
making the following change:
body {
font-family: verdana, arial, helvetica, sans-serif;
background: white;
color: red;

}

turns all of the body text on the server red! Be careful when editing this file.

Sites using themes are also affected by THEME.CSS found in the /TEMPLATE/
THEMES/* folders. You can edit THEME.CSS to change the styles applied by a spe-
cific theme. For example, the following change to THEME.CSS in the NewTheme
folder changes the page title font color for the theme created in the preceding section:

.ms-pagetitle{

color:black;

font-family:Verdana,Arial,Helvetica,sans-serif;

font-weight:bold;

}
Changing styles in a theme doesn’t immediately change existing sites based on that
theme, because stylesheets are cached on the client. If you don’t see the changes you've
made, force a full refresh of the page by pressing Ctrl+F5 in the browser. The full
refresh reloads any cached stylesheets—just clicking the Refresh button won’t do that.

Identifying the class name of styles that SharePoint uses on a page is difficult.
Appendix B includes instructions on how to use a custom web part provided with
this book’s samples to view and edit styles on any web part page.

You can also find a full reference to the style names used by SharePoint at http://
www.heathersolomon.com/content/sp07cssreference.htm. Ms. Solomon includes a
wealth of information about rebranding SharePoint through “CSS Trickery,” and her
site is by far the best source on the subject.
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Creating and Using Site Templates

One of the biggest advantages of SharePoint over other web tools is how easy it is to
duplicate your work using site templates. Once you get a project or department site
set up the way you want it, you can simply save the site as a template and then cre-
ate other similar sites based on that template.

There are two types of site templates in SharePoint:
* Built-in templates are stored on the server as site definitions. These come with
SharePoint and are sometimes provided by add-on vendors.
* Custom templates are stored in the database as template files (.stp). You create

these from existing sites.

Site definitions are collections of XML and ASPX files stored in folders at this loca-
tion on the server:

C:\Program Files\Common Files\Microsoft Shared\web server extensions\12\
TEMPLATE\Site Templates

Site definitions are complex, difficult to create, and almost impossible to debug. In
contrast, custom templates are simple, easy to create, and don’t need debugging. So
why worry about site definitions? For the most part you shouldn’t, but it helps to
understand three things:

* Custom templates are based on site definitions. In order for a custom template
to work, the underlying site definition must be installed on the server.

* Changes to site definitions propagate to all the sites that are based on them. In
practice, changing a site definition in a live environment risks breaking sites, but
minor changes can be OK.

* Changes to custom templates don’t change the sites that are based on them. You
can’t reapply a new custom template after a site is created, so changes must be
made manually in each site.

How to Develop Custom Templates

Because you can’t change a site’s template once the site is created, it is best to follow
these steps when developing custom templates:

1. Create a prototype site with live data.

2. Gather feedback on the site from actual users.

3. Make their changes and get confirmation that the site is working as needed.

4

. Create a custom template based on the approved prototype and use it to create
subsequent sites.
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These steps are familiar to most programmers and they fit well with the Agile devel-
opment process. It is easy to prototype sites with SharePoint, so it is better to do that
and get early feedback than to spend a lot of time in meetings planning exactly how
the site should work.

If needs change after you deploy a custom template, you can modify individual sites
manually or work on a time-forward basis with a new version of the custom tem-
plate. (New sites get the new features; older sites will be upgraded as needed.)

Saving a Site As a Custom Template

The Construction Project site shown earlier in Figure 3-11 was based on the Blank
Meeting Workspace template. I added a Drawings library, Tasks list, Calendar list,
and three tabbed pages to the site. To save that site as a custom template:

1. Navigate to the site home page and click Site Actions — Site Settings and then
click “Save Site as template” under the Look and Feel heading. SharePoint dis-
plays the Save Site Template Page.

2. Complete the page as shown in Figure 3-14 and click OK. SharePoint saves the
site as a template and displays a link to the Site Template Gallery.

3. Click on the link to display the Site Template Gallery, as shown in Figure 3-15.

Using SharePoint 2007 > Gallery > Construction Project > Site Settings > Save as Template

Save Site as Template

Use this page to save your Web site as a site template. Users can ceate new Web sites from this template.

File Name
Enter the name for this template file.

File name:
ICDnstPro]‘lD .stp

Mame and Description Template name:

The name and description of this template will be displayed on the Web site template

Construction Project version 1.0
picker page when users create new Web sites. I 4

Template description:

Basic construction project with drawings, ;I
tasks, and calendar. _I
-

oK | Cancel

Figure 3-14. Saving a site as a template

Using SharePoint 2007 > Site Template Gallery

Site Template Gallery

Make a template available for use in Web site creation by adding it to this gallery. The templates in this gallery are available to this site and all sites under it, Default site
templates are not shown.

Upload ~  Actions ~ Settings ~ View: Default View

Name Title Modified Language

i1 ] Ew E; Construction Project version 1.0 3/2/2007 12:10 PM English

Figure 3-15. The Site Template Gallery
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Be sure to include a version number in the template’s file name and

title when creating custom templates. It helps you keep track of
&

13, changes later.

When creating templates, you can choose whether or not to include content from the
site in the template in step 2 in the preceding list. Choose Include Content if your
site contains lists that provide values to other lists (look-up lists); if you include a list
of tasks that must be completed after a new site is created (an instructions list); or if
the site includes a Help library or other documents that should always be copied into
new sites based on the template.

Using and Deploying Custom Templates

Custom templates appear on the Custom tab of the template list when you create a
new site within the current site collection, as shown in Figure 3-16. To use the tem-
plate, simply select it when you create a new site. The new site will contain the same
lists, libraries, and pages as the source site.

Template Selection

Select a template:

Collaboration | Meetings | Custom

Construction Project version 1.0

Basic construction project with drawings, tasks, and calendar

Figure 3-16. Selecting a custom template when creating a new site

The custom template is not visible from other site collections, however. To use it
outside the current site collection, you must deploy the template.

To deploy the custom template to another site collection:

1. Navigate to the top-level site in the source site collection.

2. In WSS, click Site Actions — Site Settings and then click “Site templates” under
the Galleries heading. In MOSS, click Site Actions — Site Settings - Modify All
Site Settings, and then click “Site templates” under the Galleries heading. Share-
Point displays the Site Template Gallery as shown earlier in Figure 3-15.

3. Click on the template name. SharePoint displays the File Download dialog box.

4. Click Save and save the file to a Templates folder on your computer.
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5. Display the Site Template Gallery of the destination site collection. As a shortcut,
you can edit the URL of the source gallery (./_catalogs/wt/Forms/Common.aspx) in
the address bar to go there.

6. Click Upload on the toolbar and upload the .stp file you saved in step 3. Share-
Point adds the template to the list of custom site templates for the site collection.

To deploy the custom template to all site collections:

1. Follow steps 1 to 3 above, then copy the .stp file to a Templates folder on the server.

2. On the server, run the command prompt and enter the following commands to
install the custom template on all site collections:

path=C:\Program Files\Common Files\Microsoft Shared\web server extensions\12\
BIN;%path%

stsadm -o addtemplate -filename constproj10.stp -title "Construction Project
version 1.0" -description "Basic construction project template with drawings,
tasks, and calendar."

iisreset -noforce

The stsadm.exe utility provides a command-line interface to administrative functions

in SharePoint. Some of those functions are also available through the SharePoint Cen-
tral Administration site. See Appendix B for a full list of the stsadm.exe commands.

Templates deployed using stsadm.exe don’t appear in the Site Template Gallery, but
they are available when you create new sites. To remove a template deployed using
stsadm.exe, use the following command:

stsadm -o deletetemplate -filename constproji0.stp -title "Construction Project
version 1.0"

A
S Create a Templates folder on the server and on your development
.‘s\ computer to help keep track of the templates you have created and
T e deployed.

Viewing and Editing Template Files

The custom template file (.stp) is actually a compressed cabinet file containing an
XML template description. To see the contents of the template file:

1. Download the template file as described in the preceding section.

2. Rename the downloaded file to have the .cab file extension.

3. Open the file using Extract, WinZip, or another file compression utility and
extract the file manifest.xml.

4. Open manifest.xml using FrontPage, WordPad, or an XML editor (not Notepad—
manifest.xml doesn’t include whitespace and you won’t be able to decipher it).

The elements in manifest.xml, like all XML elements, are case-sensitive.
Errors in the element names or nesting will prevent the template from
working.
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To make changes to a custom template directly:

1.

2.

3.

Edit manifest.xml. You can find reference information about the elements in the
WSS SDK Help file (WSS3SDK.chm) under Reference — General Reference —
Collaborative Markup Language Core Schemas.

Package the changed file using CabArc.exe. For example, the following com-
mand packages changes as TeamWithPics2.stp:

CabArc n TeamWithPics2.stp manifest.xml
Upload the packaged file to the Site Template Gallery. SharePoint adds the new
template and displays its description in the Site Template Gallery.

A w
CabArc is available at  http://msdn.microsoft.com/library/en-us/
s dncabsdk/html/cabdl.asp. The WSS SDK can be found by searching

[
- Vs http:/fwww.microsoft.com for WSS3SDK.chm.

Replacing a Built-in Template

Microsoft recommends that you avoid modifying the built-in site definitions, because
upgrading to a new release of SharePoint would overwrite your changes and possibly
break sites based on those templates.

It’s simpler and safer to create a new, custom template with the same name, then
hide the built-in template—in effect replacing the built-in template with your own.
To replace a built-in template with a custom template:

1.
2.
3.

Create a new custom site template based on the built-in template you are replacing.
Deploy the custom site template to all site collections on the server.

On the SharePoint server, edit the WebTemp.xml configuration file to hide the
old site definition and list the new one.

. Stop and restart IIS to refresh SharePoint’s template list. To stop and restart IIS,

run iisreset.exe on the SharePoint server.

The WebTemp.xml file is found in the C:\Program Files\Common Files\Microsoft
Shared\web server extensions\12\TEMPLATE\1033\XML folder of the SharePoint
server. To hide a template, change the Hidden attribute to TRUE, as shown here in bold:

<Templates xmlns:ows="Microsoft SharePoint">
<Template Name="STS" ID="1">

<Configuration ID="0" Title="Team Site" Hidden="TRUE" ImageUrl="/ layouts/images/
stsprev.png" Description="A site for teams to quickly organize, author, and share
information. It provides a document library and lists for managing announcements,
calendar items, tasks, and discussions." DisplayCategory="Collaboration" >
</Configuration>

</Template>

</Templates>
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After you restart IIS, your new custom site template appears in the template list and
the old definition doesn’t. Sites that were based on the old site definition will still
work, but new sites can’t be created easily based on that old definition.

Best Practices

You should now understand how to organize sites using web applications, site col-
lections, and subsites. You should be able to customize the navigation and appear-
ance of a site, add tabbed pages, apply themes, and create custom site templates. Use
the following practices as you move forward:

Add a Help tab to the top-level link bar of your site collections. The built-in
SharePoint Help system provides the basic instructions most users need, but it is
not featured in the default site navigation.

Check existing sites before creating a new one. Often new site requests will fit
into an existing site.

Broad sites are more usable than deep hierarchies.

Create a site collection for any set of related sites that might need separate stor-
age or administration in the future.

Build a site gallery containing demonstration sites for each built-in or custom
site template. That makes it easier for site collection owners to choose the tem-
plate that fits their needs.

Add the Site Users web part to an Admin page so site owners can easily view
existing users and add new ones.

Prototype sites and get agreement from users before creating custom templates
based on the site. SharePoint is ideally suited for Agile development.

Include a version number in custom template filenames and titles.

Save the custom templates you create to a Templates folder, and add a Templates
folder to the server for all custom templates you deploy using the stsadm.exe utility.
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CHAPTER 4
Creating Lists

SharePoint lists are tables of data, much like Excel spreadsheets. In Chapter 2, I
showed you how to create lists from spreadsheets. But lists can do a lot more than just
store columns and rows of data—in fact, lists are like mini-applications in SharePoint.

I've organized this chapter to follow the steps I use when creating new list-based
applications for my clients:

1. Create a list using one of the built-in templates.

2. Add columns to collect additional data and calculate values as required.

3. Create supporting lists for lookups and master lists.

4. Add views to display required reports.

5. Enable email, versioning, and item approval as required.

6. Optionally customize the data entry forms.

7. Save the final list as a template and deploy it to other site collections.
That’s similar to the process I showed for creating sites: start with what’s provided,
customize, get approval, and deploy. Don’t skimp on the approval part of that pro-
cess—it’s a lot harder to change lists once they are deployed. Get agreement that the

prototype you’ve created meets the stated needs before you save it as a template and
deploy it across multiple sites.

This chapter builds on the Phone List sample we created together in Chapter 1. If
you skipped that, you’ll want to go back and do it now. I also introduce the Problem
Reports application, which is based on the Issue Tracking list template.

Using Built-in List Templates

SharePoint provides a set of built-in list templates that you can start from and cus-
tomize as needed. Tables 4-1 and 4-2 describe the list templates that come with
SharePoint.
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Table 4-1. Built-in list templates

(Category List
Communications  Announcements

Contacts

Discussion Board

Custom Lists Custom List
Custom List in Datasheet view
Import Spreadsheet

Tracking Links

Calendar

Tasks
Project Tasks
Issue Tracking

Survey

Use to
Share news, status, and other time-sensitive information.

Collect and store phone numbers, email addresses, and other infor-
mation about employees or external contacts. Contact lists can be
shared with Outlook.

(reate threaded discussions among team members. Discussion
boards are similar to newsgroups.

(reate a new list starting with basic columns and a standard view.
(reate a new list starting with basic columns and a datasheet view.

(reate a new list with columns and data from a spreadsheet. Includes
a datasheet view.

List web pages and other resources related to a task or project.

Track events, milestones, and deadlines that can be displayed graph-
ically as a calendar page. Calendar lists can be shared with Outlook.

Track work items.
Track work items that can be displayed graphically in a Gantt Chart.

Assign issues or problems to individuals and then track the progress
of the resolution.

Pollindividuals using a series of questions and display the results
graphically.

Table 4-2. Additional list templates provided by MOSS

Category List
Custom Lists Languages and Translators
KPI List

Use to

Add languages and translators used by the Translation Management
workflow.

Track and display progress toward a set of goals graphically.

As with site templates, it’s a good idea to create one sample of each type of list in a
gallery that site owners can browse. Then, as you create new custom lists, you can
add them to the gallery. It really helps users to see the available list types before cre-

ating their own.

When you create a new site, some lists are created automatically by the site tem-
plate. Figure 4-1 shows a site created from the Team Site template, which automati-
cally includes Announcements, Calendar, Links, Tasks, and Discussion lists. See
Chapter 3 for tables of what lists and libraries each site template includes.

These new lists are empty to start with: list templates define the columns that the list
will contain and the views of the list items that are displayed. The list items are pro-
vided by the users. Figure 4-2 shows the parts of a Links list.
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Home

[tems

Columns

Views

View All Site Content Gallery > Team Site

Documents Built-in Team Site template

= Shared Documents Announcements

Lists There are currently no active announcements, To add a new announcement, dick “Add new l'l j

e i anmouncement” belou. oy

— ]

» Tasks —1— & Add new announcement Windows

— - SharePoint Services
Discussions

Calendar
= Team Discussion  ——=
There are currently no upcoming events. To add a new event, dick “*Add new event” below. Links =
Site
= E Add new event There are currently no favorite links to

People and Groups display. To add a new link, dick "Add
T X . . new link” below.

L These lists are created automatically by the Team Site template e

and they appear here on the home page as web parts
Figure 4-1. Site templates automatically create some lists

Links

Use the Links list for links to Web pages that your team members will find interesting or useful.

New =~ | Actions ~ Settings ~ view: | All Links | -
Type Edit URL

3 3 Msft SharePoint Server Page

(] E; Windows SharePoint Services 3.0 Help

(] \_‘E Good Wiki explanation (Chapter 1)

Figure 4-2. The parts of a list

Items

Items are the rows of data in a list. Users add new items or change existing ones.

Columns

Columns define the types of data that a list contains. The Links list contains col-
umns for a URL and Notes as well as a set of predefined columns that Share-
Point uses such as ID, Created, Created By, and so on. Those predefined
columns are usually not displayed. Columns are also called fields in the
Microsoft documentation.

Views

Views control what columns are displayed, how they appear, and what filters or
grouping are applied to the rows. Views are similar to reports.

Adding Columns

The built-in list templates give you most of what you need, but you’ll quickly find
that you have to make some changes to get what you want. I gave a quick example of
how to create and customize a list in the Phone List example in Chapter 1, so I won’t
repeat that information here, but I will go into more detail about the types of
changes you can make and why you make them:

Adding Columns
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* Add columns to gather additional information.
* Add calculated columns to display information in different ways.

* Add choice or look-up columns to provide new ways to group or filter items.

The following sections describe those tasks in detail.

Adding Columns to Gather Information

You can extend any list by adding new columns to it. Let’s look at the Phone List sam-
ple again to show how that works. To add an Assistant column to the Phone List:

1. Navigate to the Phone List sample list created in Chapter 1. Tip: you can navi-
gate to a list by clicking on the title bar of the web part that displays a list.

2. On the list toolbar, click Settings — Create Column. SharePoint displays the Cre-
ate Column page.

3. Complete the page as shown in Figure 4-3 and click OK. SharePoint adds a new
text column to the list.

The type of information in this column is:
% Single fine of text

This type can include text formatting and pictures ¢ pultiple ines of text

Choice, lookup, and Yes/No restrict possible values = € Choice (menu to chacse from)

€ Number {1, 1.0, 100}

" Currency (5, %, ©

{7 Date and Time

Special uses for some of the column types:

Currency and date format the value based on the site’s region setting

" Lockup finformation already on this site)
€ Yes/No {chedk bok)
" Person or Group
" Hyperlink or Picture
Calculated can combine columns and flag items for views € Caleulated {czloulation based on other coiumns)

Additional Column Settings Description:

Specify detailed options for the type of information you selected. I il
-

Require that this column containg information:
" Yes ¥ Mo
Maximum number of characters:

255

Diefalt vallie:
& Text © Calculated value

[

¥ Add to defaut view

Figure 4-3. Adding an Assistant column to the Phone List

Once you add an Assistant column, it’s up to you to add data for each row in the list.
Because you selected Add to default view in Figure 4-3, Assistant automatically shows
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up in the main view of the list, so you can just click Actions — Edit in Datasheet to fill
in the new column. But don’t do that yet! I'll change and expand this example shortly.

Assistant is a simple text column. Figure 4-3 lists the special uses for some of the
other column types. Most of them are obvious, but I'll explain the Calculated and
Lookup columns in detail in the following sections.

Adding Calculated Columns

Use calculated columns to bring together values from other columns. For example,
the Phone List contains a Full Name column that is a single line of text. Since the list
already has First Name and Last Name in it, it makes more sense to create Full Name
out of those two columns. To do that:

1. On the Phone List toolbar, click Settings — Create Column. SharePoint displays
the Create Column page.

2. Complete the page as shown in Figure 4-4 and click OK. The formula shown in
Figure 4-4 is =[First Name] & " " & [Last Name]. SharePoint adds a new calcu-
lated FullName column to the list.

Home > Phone List > Settings > Create Column

Create Column: Phone List

Use this page to add a column to this lst.

Name and Type Column name:

FullName

The type of information in this column is:
€ single line of text

Name the column
“FullName” (no space)

Type a name for this column, and select the type of information you want to store in the
column,

 Multiple lines of text

" Choice {menu to choose from)

" Number (1, 1.0, 100)

) Currency (5, ¥, ©

" Date and Time

" Lookup {information already on this site)
1~ Yes/No {check box)

" Person or Group

 Hyperiink or Picture

¥ Calculated (calculation based on other columns)

Additional Column Settings

Specify detailed options for the type of infarmation you selected.

Description:

3

Insert Column:

Formula:
=[First Name] & " " & [Last Name]

Select the Calculated type

Use this formula

Business Phone

E-mail Address

7 |Fax number =]
Add to formula

The data type returned from this formula is:
% Single line of text

" Mumber (1, 1.0, 100)
" Currency (S, ¥, €
€ Date and Time
 YesiNo

¥ Add to default view

Figure 4-4. Adding a calculated column to a list

Adding Columns
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A s

iy To get help using formulas, display the SharePoint Help and click
.‘s‘ “Formulas and functions.” To display SharePoint Help, use the fol-
9 lowing link: ./_layouts/help.aspx?Key=NavBarHelpHome.

Notice that I told you to name the column “FullName.” The Phone List already has a
“Full Name” column, and you can’t have two columns with the same name! We’re
not using the Full Name column, so let’s delete it. To delete a column:

1. On the list toolbar, click Settings — List Settings. SharePoint displays the Cus-
tomize page.

2. Scroll down and click Full Name in the Columns list. SharePoint displays the
Change Column page.

3. Scroll to the end of the page and click Delete. SharePoint warns you that data for
this column will be deleted. Click OK to delete the column.

Adding a Choice, Lookup, and Yes/No Columns

Use the Choice, Lookup, and Yes/No column types to structure the information
entered in the column. In Chapter 1, I added a Department Choice column to the
Phone List. I used the Choice type because I wanted to make sure the entries were
consistent—users can only choose from the selections in the list of departments I
provided. That prevents misspelled or incorrect department names and allows the
Phone List to be grouped by department.

Choice, Lookup, and Yes/No column types have these advantages:

* Values are consistent, so grouping and filtering on these columns is effective.
* It’s easier to enter values, since choices are provided as drop-down lists or multiple-
choice selections.

* Choices can be shared across lists and sites.

Let’s continue with the Phone List sample a bit more and change the Assistant col-
umn from a text column to a lookup. You can’t change the type of a column once it’s
created, so we’ll have to delete the Assistant column and re-create it with the new
type. (Remember, I told you not to enter data in it!) To change the Assistant column:

1. On the Phone list toolbar, click Settings — List Settings. SharePoint displays the
Customize page.

2. Scroll down and click Assistant in the Columns list. SharePoint displays the
Change Column page.

3. Scroll to the end of the page and click Delete. SharePoint warns you that data for
this column will be deleted. Click OK to delete the column.
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4. On the Change Column page, click Create Column. SharePoint displays the Cre-
ate Column page.

5. Complete the page as shown in Figure 4-5 and click OK to create the new Assis-
tant column.

Home > Phone List > Settings > Create Column

Create Column: Phone List

Use this page to add a column to this list.

Name and Type Column name:
Type a name for this column, and select the type of information you want to store in [Assistant
the column

The type of information in this column is:

€ Single line of text
' Multiple fines of text
' Choice (menu to choose from)
' Number (1, 1.0, 100)
€ currency (5, ¥, €
€ Date and Tme
& Lookup (nformation already on this sitt) ——————— (Choose Lookup type
1 Yes/No (check box)
© Person or Group
' Hyperlink or Picture
€ Calculated (calaulation based on ather columns)

Additional Column Settings Description:

Specify detailed options for the type of information you selected.

Require that this column contains information:
Cves @ o

Get information from:

Phone List s

1 this column: ——Getinformation from
[FullName - Phone List’s FullName
T Alow mulipe values column

¥ Add to default view

oK Cancel

Figure 4-5. Creating a new Assistant column as a Lookup type

Now, you can fill out the Assistants in the phone list. To do that:

1. On the Phone list toolbar, click Actions — Edit in Datasheet.

2. Click the Assistant column and then click the down arrow on the right side of
the column to drop-down the list of choices.

3. Click the choice to select the assistant as shown in Figure 4-6.

Home > Phone List

Phone List

| New v Actions v | Settings v view: | All contacts

Last Name \ = | First Name | = \ Company \ = \ Business Ph‘ = | Department | = | FulName | B Assistant |-

June Wombat Tech 7790005 Admiristratian June Di Charles Murphey [+ (Click here to
| Jdones Edvina Worbat Tech 7790003 Aecounting (R .o Chrles Murphey drop-down list
. Jones Mora “Wombat Tech 775-0002 Accourting NowJanes  [[tna-#Dorianw/sbb

sting:HEdwina Janes
| [yones Tam Warbat Tech 7re0001 Accounting Tamdanes  [string:#leff Webb
| [ ey |Charles Wombat Tech 7790004 | Admiristiation | Cherles Murphey [Sfna#+/une Dix
<ting-#iNora Jones
. ‘webb Deorian Wombat Tech 779-0007 Infommation Technology | Dorian Webb  [sting:#Sophia Webb
| |webe Jett ‘Wombat Tech, 7750006 Infomation Technlogy | Jeft \Webb sing:tiTom Jones
| weo Sophia Wobat Tech 7730008 Information Teshnology | Saphia Webb

Figure 4-6. Using the Lookup column
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The Assistant column is a circular lookup. That is, you can choose any name pro-
vided that the person is already entered in the Phone List. You can use a lookup to
pull data from another list in the site by selecting a different source list and column
name.

Why Use a Lookup?

Lookup and Choice column types serve similar purposes. Both provide choices from
a list of values. With Choice columns, the values are entered directly in the column
settings. With Lookup columns, the values come from another list.

Why go to the trouble of setting up a whole list just for a lookup? Because changes to
the lookup list appear automatically in the Lookup column. To see how that works:

1. Select Charles Murphey as an assistant in the first row of the Phone List as
shown in Figure 4-6, and then change his first name to Charley in the fifth row
of the Phone List.

2. Click Actions — Show in Standard View, and “Charley Murphey” now appears
in the first row.

3. Finally, click on Charley Murphey in the first, and you’ll see his contact details.
Lookups link lists together!

In this case, you’ve got to enter assistants before you enter managers (otherwise, you
won’t be able to find their assistant). That’s always true of lookups: the source list
must contain the values you want to look up before you can fill out the destination list.

Lookups can be used across any list or library in the current site. For example, you
might add a Lookup column to a Task List that gets its values from a library contain-
ing Contracts. Each task then links to the contract that spells out the exact terms of
the task as shown in Figure 4-7.

Legal Department > Tasks

Tasks

Use the Tasks list to keep track of work that you or your team needs to complete.
New v | Actions ~ | Settings - View: Al Tasks -
0 Tite ) Assigned To Status Pricrity Dus Date % Complete  Contract Lookup column
Review/sign contract ! Hew JeffA.Webb NotStarted  (2)Normal  3/28/2007 seeing subconract—— (lick here to see library item
Legal Department > Contracts > Seeling Subcontract v

Contracts: Seeling Subcontract

Close
;}Ed\t Item | ¥ Delete Item ﬂﬂ-_iﬁManagE Permissions | E3Manage Copies -_bcheck Qut | Alert Me
Click here to display document— Seeling Subcantract
Title Seeling Subcontract
Created at 3/14/2007 10:37 AM by System Account Close
Last modified at 3/14/2007 10:39 AM by System Account

Figure 4-7. Using Lookup columns to drill down to a contract from a task list to a document
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Adding Site Columns

One thing you’ll notice when working with lookups is that you can’t look up values
from a list in another site. Lookups can only get values from lists in the current site.
To get values from another site, you need to create a site column.

SharePoint provides quite a few built-in site columns for general types of lookups. To

add one of the built-in site columns to a list:

1. On the list toolbar, click Settings — List Settings, and scroll to the end of the Col-

umns list.

2. Click Add from existing site columns (it’s the second link after the end of the
columns list). SharePoint displays the Add Columns from Site Columns page.

3. To add a site column to a list, select the column from the list on the left and click
Add; then click OK. Figure 4-8 shows adding a Gender column to the Phone

List.

Home > Phone List > Settings > Add Columns from Site Columns

Add Columns from Site Columns: Phone List

Use this page to add site columns to this list,

Select Columns
Select which site columns to add to this list,

Select site columns from:
All Groups

Available site columns:

Format :I

FTP Site
Full Name

Home Address City
Home Address Country

Home Address Street =
4 I =— I »
Description:

Maone

Group: Core Contact and Calendar Columns

Options [¥! add to defauilt view

Government ID Number z
Hobbies ﬁl

Home Address Postal Code < Remove
Home Address State Or Provi

Columns to add:

y o
oK | Cancel

Figure 4-8. Adding a site column to a list

The Gender site column is a simple choice column containing Male/Female options.

The advantages of using a site column in this case are:

* You don’t have to create your own Gender column each time you want to pro-

vide this choice.

* The choice is consistent across sites: it’s always Male/Female, not M/F, or Yes/

No (just kidding).
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Customizing Site Columns

Most of the built-in site columns are simple text or date columns that include the
name and description of the column. Exceptions to that rule are listed in Table 4-3.

Table 4-3. Special built-in site columns

Site column Values

Append Only Comments Multiline text: can only add text, not change or delete

Assigned To Lookup from site users

Gender Choice: Male/Female

Issue Status Choice: Active/Resolved/Closed

Language Choice from list of spoken languages

Priority Choice: (1) High/(2) Normal/(3) Low

Related Issue Lookup from Issues list

Status Choice: Not Started/Draft/Reviewed/Scheduled/Published/Final/Expired
Task Status Choice: Not Started/In Progress/Completed/Deferred/Waiting on someone else
UDC Purpose Choice: Read Only/Write Only/Read Write

You can change the choices for most of these site columns—interestingly, you can’t
change the Gender site column. For example, to simplify the Status choices:

1. Navigate to the top-level site in the site collection.

2. Click Site Actions — Site Settings, and then click Site Columns under the Galler-
ies heading in the middle of the page. (In MOSS, click Site Actions — Site Set-
tings — Modify All Site Settings.)

3. Scroll to the bottom of the page and click the Status link just above the Core
Task and Issue Columns heading. SharePoint displays the Change Site Column
page.

4. Scroll down and delete the Scheduled and Published choices from the list under
the Additional Columns Settings heading; then click OK. SharePoint changes the
list of choices for all lists that use the column.

A
- Removing choices from a site column doesn’t change the data in lists,
.“.\ it just changes the choices displayed when a user adds a new item to a
& . . A
o3 list or edits an existing item.

Creating New Site Columns

Site columns share values across all of the sites within a site collection. They are set
at the top-level site in the site collection, and those changes aren’t shared with other
site collections.
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You create new site columns to share values across all sites in a collection. A Depart-
ment Lookup column makes a good example, since it’s best to have a single place to
maintain the list of departments in case of a reorg. To create a Department site col-
umn complete these tasks:

1.
2.

4.

Create a Departments list in the top-level site and add items to the list.

Delete the built-in Department site column. That column is a text column, so
we’ll be replacing it with a Lookup column.

. Create a new Department site column that looks up its values from the Depart-

ments list.

Add a new custom Department site column to the Phone List sample.

To create a top-level Departments list:

1.
2.

4.

Navigate to the top-level site in the site collection.

Click Site Actions — Create, and click Custom List under the Custom Lists head-
ing. (In MOSS, click Site Actions — View All Site Content — Create.) SharePoint
displays the Site Column Gallery page.

. Name the list “Departments,” select No for “Display this list on the Quick

Launch,” and click Create. SharePoint displays the new list.

Click Actions — Edit in Datasheet and enter a list of your company’s departments.

To delete the built-in Department site column:

1.

2.

Click Site Actions — Site Settings, and then click Site Columns under the Core
Contact and Calendar Columns heading. (In MOSS, click Site Actions — Site
Settings - Modify All Site Settings.) SharePoint displays the Change Site Col-
umn page.

Scroll to the bottom of the page and click Delete. SharePoint displays a warning.
Click OK to delete the column.

To add the new custom Department column:

1.

2.

3.

On the Site Column Gallery page, click Create. SharePoint displays the New Site
Column page.

Complete the page as shown in Figure 4-9 and click OK. Name the column
“Dept” as shown; we’ll change that next.

Click on the Dept column in the Site Column Gallery and change the name from
Dept to Department; then click OK.

v
NN

You can’t name the new column Department directly—that name is
reserved by SharePoint. That’s why you have to name it Dept; then
1kt change that name to Department in step 3. That create-and-rename
" trick solves similar problems in other places, so please remember it!
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Using SharePoint 2007 > Site Settings > Site Column Gallery > Create Column

New Site Column: Using SharePoint 2007

Use this page to add a site column.

Name and Type Column name:
Type a name for this column, and select the type of information you want to store in .
the comn, > [oert Name the column Dept;

The type of information i this column is: we'll (hange that later
€ single ne of text
' Multiple lines of text
" Choice (menu to choose from)
" Number (1, 1.0, 100)
€ currency (3, %, €
" Date and Time
' Loolup (information already on this sit)) —————————————— (hoose Lookup
' Yes/No (check box)
£ Person or Group
" Hyperlink o Picture

' Calaulated (calaulation based on other columns)

Group Put this site column into:
Spedify a site column group. Categerizing columns into groups will make it easier for
users to find them, @ Existing group:
[Care Contact and Calendar columm=————————— se the Core Contacts
€ New group: group
Additional Column Settings Description:

Specify detailed options for the type of information you selected.

Require that this column contains information:
Cives Eno

Get information from:

Departments =

10 thiscoumn: ——Select the list and column
Title (linked to item) ¥ to get values from

I Allow multiple values

™ Allow unlimited length in document libraries

oK Cancel

Figure 4-9. Creating a custom site column using a lookup from the Departments table

To use the new Departments site column in the Phone List sample:

1. On the Phone List toolbar, click Settings — List Settings, and click the Depart-
ment column in the columns list.

. Rename the Department column “Department Old” and click OK.

. Scroll to the end of the Columns list and click “Add from existing site columns.”
. Select the Department site column, click Add, and then click OK.

. Display the Phone List and click Actions — Edit in Datasheet.

N L W N

. Select the values in the Department Old column and drag them to the Depart-
ment column. SharePoint moves the values from one column to the other.

After you move the values, you can delete the Department Old column from the
Phone List and update the view used by the web part on the home page.
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Creating Master Lists

Figure 4-10 shows the updated Phone List web part that uses the new Department
Lookup column to group the phone numbers. To see why I used a lookup site col-
umn in this sample rather than a choice site column, follow these steps:

1. Click on the Information Technology department link on the Phone List web
part. SharePoint displays the item in the Departments list.

2. Click Edit Item and change the name to “IT,” then click OK.

3. Go back to the Phone List web part and refresh the page. The Information Tech-
nology department is now shown as IT.

Not only that, but the name is updated throughout the site collection! In this case,
the Department list functions as a master list for the site collection.

Phone List -
Last Name First Name Business Phone

[ Department : Accounting (3)
[ Department : Administration (2)

[ Department MW)MI (3)—C(lick here

= Add new item :
: Edit list item

X Delete Item *indicates a required field |
Department Name * E
Created at 3/9/2007 12:25PM by System Account oK Cancel

Last modified at 3/14/2007 5:19 PM by System Account

Phone List - i Display web part again
LastMame FirstMame Business Phone i

[ Department : Accounting (3)

[# Department : Administration (2}

@ Department : IT (3) ——New department name appears here (and everywhere)

E Add new item

Figure 4-10. Use lookup site columns to share lists across sites

Lookups link lists together. Site columns span site boundaries. You combine them to
create master lists. Master lists have these characteristics:

* Exist at the top-level site in a site collection

* Have a lookup site column

* Hold values that need to be reused throughout the site collection
SharePoint does not have a way to create global master lists—lists can’t span site col-

lections. To reuse the master list in other site collections, you must copy the list to
the other site collection and create a new site column in that collection.
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Creating Views

So far we’ve created a simplified view for entering items in the Phone List, we’ve seen
the datasheet view, and we’ve created a view for the Phone List web part. That’s a
pretty good survey of the basic uses of views. We use views to:

* Simplify data entry.

* Summarize information in a web part.

* Group or filter information for a specific purpose or audience.
Earlier, I said views are like reports. Actually, they are a lot better: reports are static,

but views are updated every time you refresh the web page. In this section, I'll focus
on how to create views that help monitor the status of items in an Issue Tracking list.

R

i

The Issue Tracking list is one of the most useful templates included in
SharePoint. It helps manage problems (a friend calls those opportuni-
4 ties) and their resolutions. It can automatically send email when an
" issue is assigned, and it keeps a history of the issue as changes are
made.

Creating Report Views for Issue Tracking

To create the Issue Tracking list for this sample:
1. Click Site Actions — Create, and click the Issue Tracking link under the Track-
ing heading in the middle of the page.
2. Name the list “Problem Reports” and click Create.
The Issue Tracking template includes views that display All Issues, Active Issues, and
My Issues (issues assigned to you). Management wants to see issues that have not yet

been assigned and issues that are either overdue or are taking a long time to resolve.
In this sample, I'll create two new views to address those needs:

* The Unassigned view will show only items that have not yet been assigned to
anyone.

* The Alert view will display items that are past their due date or more than two
weeks old.

The Unassigned view is the easiest, so I'll create that first. To create a view of
unassigned items:

1. Drop-down the View list and click Create View as shown in Figure 4-11. Share-
Point displays the Create View page.
2. Click Standard View. SharePoint displays the Create View page.

3. Name the view “Unassigned,” select “Make this the default view,” and scroll
down to the Filter section.
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4. Click And, and select “Assigned To is equal to” as shown in Figure 4-12. (Leave
the last field blank.)

5. Scroll to the end of the page and click OK. SharePoint creates the view and
makes it the new default view for the list.

6. Click New; add a test item to verify that the view displays only unassigned items.

Home > Problem Reports

Problem Reports

MNew = | Actions = Settings ~ view: | All Issues &

0 Isseed Title _) Assigned To Issue Status Priority All Issues
There are no items to show in this view of the "Problem Reports” list. To create a new item, dick "Mew” above. Active Issues
My Issues

[ | Modify this View

[lij Create View Q

Figure 4-11. Creating a new view for the Problem Reports list

= Filter

Show all of the items in this view, or display a subset of the

items by using filters. To filter on a column based on the lo [[[D Show all items in this view
current date or the current user of the site, type [Today] or

[Me] &= the column value. Use indexed columns in the first
clause in order to speed up your view. Views of issues lists 6 S suwitens only when the following is true:
use a default filter with Current set to YES so only the

current version of each izsue is displayed. Learn about

filtering items Show the items when column

|Current ;I
| is equal to ;I

|Ye.5

@ and  Or

When column

|Assignad To =l
| is equal to B3|
|

Show More Columns. ..

Figure 4-12. Adding a filter to display only unassigned items

The Current column filter in Figure 4-12 ensures that the most recent item appears in
the view. If you remove that filter, the item history is also displayed.

Use the And filter operator to narrow the list of items displayed in a
view. Use the Or filter operator to broaden the list of displayed items.

Creating the Alert view is more complex because there are two different criteria:

* Management wants to see items that aren’t resolved by their due date.

* It also wants to include items that are more than 14 days old.
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To satisfy that last requirement, we need to add a calculated column based on the
Created date. Then, we can create a view that uses a filter to combine the criteria. To
add the calculated column:

1. On the list toolbar, click Settings — Create Column. SharePoint displays the Cre-
ate Column page.

2. Complete the page as shown in Figure 4-13 and click OK. SharePoint adds a new
calculated Alert column to the list.

Home > Problem Reports > Settings > Create Column

Create Column: Problem Reports

Use this page to add a column to this ist,

Hame and Type Column name:

Type & name for this column, and select the type of Information you want to store in the [Alert ——Name the column Alert
i

column,
The type of Information in this column is:
€ Single line of text
€ Multiple lines of text
' Choice (menu to choase from)
€ Number (1, 1.0, 100)
) Currency (5, %, §
€ Date and Time
" Lookup {information aready on this site)
€ Yes/No (check box)
€ Person or Group
€ Hyperlink or Picture

@ Calaulated (caloulation based on ether columns) — Select the Calculated
Additional Column Settings Bescrpton: type
Specify detailed options for the type of information you selected. é’
Formula: Insert Column:

[Created] + 14

Use this formula

Add to formula

The data type returned from this formula is:
€ single line of text

€ Number (1, 1.0, 100)
€ Currency (§, ¥, €)
@ {3 !

Show as date

€ YesiNo
Date and Time Format:
¥ Date Only (" Date &Time

Omit time information
7' add to default view

oK. Cancel

Figure 4-13. Create an Alert column that calculates the date two weeks after the problem is reported

To create the Alert view:

1. Drop-down the View list and click Create View. SharePoint displays the Create
View page.

2. Click Standard View. SharePoint displays the Create View page.
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3. Name the view “Alert” and scroll down to the Filter section.
4. Complete the filter as shown in Figure 4-14.

5. Scroll to the end of the page and click OK. SharePoint creates the view and
mabkes it the new default view for the list.

6. Change the Due Date of the test item to verify that the view displays only over-
due items.

= Filter

L @ [[[D Show all items in this view

i E Show items only when the following is true:

Show the items when column

IC.urrEnt ;I
I is equal to 3

|YEs

& Aand O O . .
3 L Show current issues that are active

When column

| Issue Status ;l

| is equal to E4|

IActiue

& And  Or

When column

[Alert =l

| is less than ;I

|[Todav]

Include only the ones that are past the

& Oy Alert date or Due Date

When column

| Due Date ;I

| is less than =l

I[Tudav]

Figure 4-14. The filter settings for the Alert view

The trick of adding a calculated column to help create a view is a good one to know,
especially when working with dates. That technique is required because SharePoint
doesn’t let you perform calculations within filters. Try entering the filter “Due Date
is less than [Today] — 7”—it won’t work!

Formatting Views

In addition to the filter settings, views have a number of other settings that let you
format their appearance on the Create View and Edit View pages (see Figure 4-15).
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Home > Problem Reports = Settings > Edit View
Edit View: Problem Reports
To customize this view further, use a Web page editor compatible with Windows SharePeint Services,
oK Cancel
Name )
View Name:
Type a name for this view of the list. Make the name descriptive, such as |Alar‘t
"S_nrted by Author”, so that site visitors will know what to expect when they ek aiddyess GF this s
click this link. http: /fusingsharepoint, com: 2007 /home Lists/Problem Reports/
Alert .aspx &
This view appears by default when visitors follow a link to this list, If
you want to delete this view, first make another view the default.
[# Columns
H Sort
[ Filter
[ Group By
[H Totals
[H Style
[® Folders
@ Ttem Limit
@ Mobile
oK Cancel

Figure 4-15. View settings are organized into sections

View settings are organized into the following sections:

Columns section
Lets you select which columns to display. It’s a good idea to limit the number of
columns to what fits horizontally on a standard display. Otherwise, users will
have to scroll sideways to get the whole view.

Sort section
Specifies the columns to sort on. Use sorting to help users find the information
they want. Usually that means sorting by Title in ascending order or by Create
(creation date) in descending order (most recent first).

Group By section
Use this section to create tree-views of list items. Group By sections also sort
items and take precedence over the Sort section. The Phone List web part uses
Group By to organize phone numbers by department.

Total section
Use this section to provide a count or sum of items. Totals combine with Group
By to give running totals for each category.

Style section
This section applies formatting to the view. I like to use the Shaded view for

most lists since it makes rows easier to read. (Shaded applies shading to alter-
nate rows.)
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Folders section
This section applies to document libraries, so I'll discuss that in Chapter 5.

Item Limit section
This section sets the size of the batch of items displayed on a page. If you want
to display all of the items in a list, set the number very high. Otherwise, large
lists are broken into multiple pages.

Mobile section
The Mobile lets you create a view for mobile devices, which have much smaller
screens.

The best way to learn about formatting views is to experiment with the settings your-
self. It’s a good idea to create a style guide when you find a combination of settings
that you like. I've found these general design rules work best:

* Limit the number of columns to what will appear on a screen that is 1,024 pix-
els wide. 800 pixels generally won’t fit enough information, and most displays
now support 1,024.

* Use the Shaded style. I've noticed folks have less trouble reading that style, and
it looks nice.

* Avoid Totals in standard views. They look better and make more sense in
datasheet views.

* Set the item limit so that views page or scroll—don’t do both. I've found users
often miss the paging links at the bottom of the page, but they understand how
to scroll. I reserve paging for lists with more than 1,000 items, and then I try to
fit each page on a single screen (Number of items to display: 20, display items in
batches of specified size).

Feel free to use those suggestions as a starting point for your own style guide, or come
up with one that’s completely your own. If you include pictures and print it out, folks
will be more likely to follow the guide (and you’ll be surprised by how welcome it is).

Renaming a List and Changing Other Settings

To rename a list after it is created:

* On the list toolbar, click Settings — List Settings and then click “Title, descrip-
tion, and navigation” under the General Settings heading on the left side of the
page (see Figure 4-16).

General Settings
@ Title, description and navigation
@ Versioning settings —— Content approval and versioning

8 Advanced settings Email, attachments, and other settings

Figure 4-16. Types of settings on the List Settings page
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Changing Email and Attachment Settings

The Problem Reports list can send email notifying employees when an item is
assigned to them. To enable that feature:

* Click Advanced Settings on the list Settings page and select Yes under the E-Mail
Notification section.

If the E-Mail Notification section is disabled, SharePoint’s email features are not con-
figured or are disabled. Figure 4-17 shows the other advanced settings.

Home = Problem Reports > Settings > Advanced Settings

List Advanced Settings: Problem Reports

Content Types Allow management of content types?

Spedfy whether to allow the management of content types on this list, Each content
type will appear on the new button and can have a unique set of columns, workflows
and other behaviors,

& ho

E-Mail Notification Send e-mail when ownership is assigned?

Send e-mail when ownership is assigned or when an item has been changed. Cive

& No
Attachments Attachments to list items are:
Spedify whether users can attach files to items in this list. 1 Enabled
" Disabled
Folders

Display "New Folder™ command on the New menu?

Specify whether the "™ew Folder” command appears on the New menu. Changing this r &
setting does not affect existing folders, Yes No

Search Allow items from this list to appear in search results?

Spedfy whether this list should be visible in search results, Users who do not have I ~
permission to see these items will not see them in search results, no matter what this Yes No

setting is.

Figure 4-17. Use the Advanced Settings page to send email when an issue is assigned

Advanced Settings can also enable or disable file attachments to list items. Attach-
ments allow users to upload files (such as a screenshot of an error) when they create
a new item. In the case of the Problem Reports list, attachments are very useful, but
for other list types they may not be needed.

Approval and Change History

The Problem Reports list tracks the change history of each item—that’s one of the
main features of the Issue Tracking template—so versioning is On by default. To
enable change history for other list types:

* Click “Versioning settings” on the list Settings page and select Yes under the
Item Version History section (see Figure 4-18).
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Home > Problem Reports > Settings > Versioning Settings

List Versioning Settings: Problem Reports

Content Approval

Require content approval for submitted items?
Spedfy whether new items or changes to existing items should remain in a draft state - =
until they have been approved. Learn about requiring approval. Yes No

Item Version History . . . ; . )
Create a version each time you edit an item in this list?
Spedfy whether a version is created each time you edit an item in this list. Learn ' yes C No
about versions.
Optionally limit the number of versions to retain:

[T Keep the following number of versions:

[ Kesp drafts for the following number of approved versions:

Draft Ttem Security

Who should see draftitems in this list?
Drafts are minor versions or items which have not been approved. Spedfy which @& Any user who can read items
users should be able to view drafts in this list. Learn about specifying who can view
and edit drafts. & Orlyus

& Only u

ho can edititems

ho can approve items (and the author of the item)

I

Figure 4-18. Use the Versioning settings to enable change history and to require content approval

Use the Content Approval option when you want to control what items appear in a
list. I use that setting in Discussion Board lists that are open to the public—I want to
review all posts before they appear on my web site.

Enabling Content Approval adds a view to the list that lets the site owner approve,
reject, or delete items submitted to the list. It’s a good idea to set an alert on lists that
require content approval so you know when something is pending your approval.
See Chapter 8 for instructions on setting alerts.

Controlling Access to Lists

Lists inherit permissions from their parent site. You can restrict access to an entire
list or to items within a list.

To restrict who has access to a list:

1. On the list toolbar, click Settings — List Settings, and click “Permissions for this
list” under the Permissions and Management heading in the middle of the page.
SharePoint displays the Permissions page.

2. Click Actions — Edit Permissions. SharePoint displays a warning that you are
creating unique permissions.

3. Click OK to proceed. SharePoint changes the display of the Permissions page so
that you can edit the permissions.

4. Select a user or group and click Actions - Remove User Permissions to remove
access to the list for those users as shown in Figure 4-19.
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Home > Problem Reports > Settings > Permissions

Permissions: Problem Reports

Use this page to assign users and groups permission to this list. This list does not inherit permissions from its parent Web site.
New ~ Actions - | Settings ~
] Remove User Permissions T Name Permissions
Remove selected user permissions. > " .
(B : — {h s 2003 tierbars—Cantibute Click here to remove their
e bermn, access to the list
W u Edit selected user permissions, a SharePoint 2007 Owners Full Contral
Inherit Permissions
~ U Inherit permissions from parent. g SharePoint 2007 Visitors Read
Group
[ USINGSHAREPOINT \administrator  User USINGSHAREPOINT \administrator  Full Control
Select users to remove

Figure 4-19. Restricting access to a list

Figure 4-19 shows removing permissions for all users except the Administrator. That
means only the Administrator can see the list; it is hidden from everyone else and if
someone tries to access it, SharePoint displays an Error: Access Denied page (see
Figure 4-20). Those two points confuse some folks:

* In SharePoint, you generally can’t see what you can’t access. That means some
lists, libraries, and sites may not appear on the Quick Launch or link bar for
some users. That makes instructing users interesting sometimes!

* The Access Denied page lets you sign in as a different user. Most folks have only
one account, so that makes little sense to them. But when you’re helping some-
one, it’s handy to sign in as yourself, grant that person access, and then sign out
by closing the browser (be sure to do that so the user doesn’t proceed with your
credentials).

Go back to site

Error: Access Denied

e
Ll

Current User
You are currently signed in as: USINGSHAREPOINT \Trish

When helping someone, you can log in as yourself
to change permissions

Sign in as a different user

Figure 4-20. What the user sees if he/she doesn’t have permissions to access something

You can also restrict access to individual items in a list. To do that:
1. Click Manage Permissions on the list item’s Edit menu, as shown in Figure 4-21.
2. Follow the same steps as for restricting access to a list.

Notice that I've only talked about restricting access. Actually, you can increase per-
missions as well, but that’s a much less common practice. In general, permissions are
more restricted the deeper you go into a site hierarchy.
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| Testitem 1 -

View Item

Edit Item

Manage PErI‘niSSiOI‘IS@
Delete Item

& X&u

Version History
Alert Me

Figure 4-21. Use the edit menu to restrict access to individual items

Part of the reason for that is simplicity—it’s way too hard to remember how permis-
sions are set if they don’t follow the physical structure. The other reason is visibility:
as I mentioned above, SharePoint hides restricted items, so if a user has read access
to a list within a site that she can’t see...it’s very hard for her to find that list.

Editing List Pages
SharePoint lists use these web pages to add, edit, and view items:
NewForm.aspx

Creates a new item and adds it to the list.

EditForm.aspx
Edits an item from the list.

DispForm.aspx
Displays an item in read-only mode.

Allltems.aspx, Myltems.aspx, and so on
Display a view of the list; views are stored as .aspx files alongside the add/edit/
display pages.

These files are stored in the list’s folder within the site. For example, the Problem

Reports new item page is stored at ./Lists/Problem%20% Reports/NewForm.aspx.

Why is that important? Because you can edit those pages to hide fields, add web
parts, or change them in any other way. To edit pages directly, you’ll need Share-
Point Designer. SharePoint Designer is “new” for 2007, but really it is just an
updated and renamed version of Microsoft FrontPage.

There are a number of reasons why you might want to edit one of these standard
pages:

* To restrict what information is entered in new items

* To display additional information on the page

* To create a page that combines tasks
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In the following sample, I'll use SharePoint Designer to create a custom page to sub-
mit problem reports. I won’t go into detail on how to use SharePoint Designer (that’s
a subject for another book); I'll just cover the basics required to complete these
application requirements:

* Managers don’t want users to assign problems, set their priority, change their
status, or categorize problems. Those tasks will be performed once the item is
reviewed by a technician.

* Users need a single place to go to submit items—they don’t want to navigate
deep into a site or lose their place once they’ve submitted an item.

* Users want to see the items they’ve submitted so they can tell if the issues have
been resolved.

The following sections address each of those needs in turn.

Simplifying the New Item Form

The first task is to remove the unwanted fields from the NewForm.aspx page. To do
that:

1. Open the web site in SharePoint Designer.
2. Open the NewForm.aspx page from the ./Lists/Problem%20%Reports/ folder.

3. Click on the Problem Reports list web part and change the IsIncluded element
to false in the code pane as shown here:

<IsIncluded>false</IsIncluded>

4. Click Insert — SharePoint Controls — Custom List Form. SharePoint Designer
displays the List or Document Library Form.

5. Select the Problem Reports list and the New item form, and clear the Show stan-
dard toolbar checkbox as shown in Figure 4-22. SharePoint Designer adds a list
form web part that can be edited.

6. Select the Assigned To, Issue Status, Priority, Category, and Related Issues table
rows and press Ctrl+X to remove those rows.

7. Save the page and review the changes in SharePoint by clicking New on the list
toolbar. It should look like Figure 4-23.

The Assigned To and Due Date fields are blank for new problem reports. You can set
default values for those fields from the list settings page. You might want to set the
default Due Date to [Today] + 14, and the default Assigned To person to the depart-
ment manager. Since the Due Date appears on the NewForm.aspx page, it can be
changed by the user; but since Assigned To doesn’t, new items are always assigned
to that default person.

If this were a real application, you’d go back to your customer at this point and ask
what default values he wants—that information was left out of the spec!
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& http:/ /usingsharepoint.com:2007 /home/Lists/Problem Reports/NewForm.aspx - Microsoft Office

: Al Edit View Insert Formet Tools Table Site DotaView TaskPanes Window  Help

ol

Type a question for help =

J[’(:)bler'["] F Type of form to create: # calendar

&' Mew item form (used to add new items to the list)
|El content Editor Web

P05 - W R - | (None) - - S, T T | =@ A B
Folder List @0 B X ||[G Web site || NewFormaspx* x || Web Parts O x
& [0 Problem Reports =4 4] [<table #onetipListForm> [cwebPartpages:WebPar Zone 2Main>] B 4 Source Library { Web Parts ™ 4 b X
g ?ttad‘\mams fhome/_catalogs/masterpage/defaultmaster| Brovee ==
ssue
2 21| Select the collection you
want to browse.
" i 2 i . el
List or Document Library Form EE we Using SharePaint 200...
List or document library to use for form: S\tg:l [ Server Gallery
|Prnb\em Reports j
Content type to use for form: Web Part List ' Filter
=4 Home > Problem | |Issue = e
e QR I J €7 | Announcements

<WebPartPages: WebPartZone...

A3 Atiach Style Sheet...

[=] Unassigned.aspx Tl (" Edititem form (used to edit existing list items) o]
<« | b PlaceHolderMain N o « |
" Display item form (used to view list items) B
Tag Properties o x n Manage Styles o x
Tag Properties (@S Properties X Apgyﬁy{s jManagE Styles ®
E Aﬁ Mew Style... =

@ .ms-alignleft

AllowLayo... True
@ .ms-alignright

FrameTy... Mone = S5 styles:

1w Il core.css - <SharePoint:cs «
Title Main — bady, form

AccessKey il body

AllowCust... True @ .ms-alphaimage

AllowPers... True
BackColar - ed I
BackImag.

» -
BorderColor [l Gray - mj I LlJ ’—|v

| [ [ [ [ |veualpids: on [Style Application: Auto [3.29%8 [Quirks [435x 456 |6 [C5521

Figure 4-22. Replacing the form web part with a custom list form in SharePoint Designer

Home = Problem Reports

Problem Reports:

oK Cancel

Title * [
Description (1| r U = A=

-

=
Comments 1|B F U i=

-

=
Due Date 12 &M x| |00 x|

Figure 4-23. The vastly simplified form for entering Problem Reports
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Making It Easier to Submit Items

Under the current scheme, users need to know to go to the Problem Report list and
click on New to submit a report. Once the report is submitted, they are returned to
the Problem Reports list. That’s more clicking than they should really need to do.
We can simplify their task by adding a tab to the site’s home page for the NewForm.
aspx page. To do that in WSS:

1. Click Site Actions — Site Settings, and then click Top link bar tab under the
Look and Feel heading. SharePoint displays the Top Link Bar page.

2. Click New Link and enter the full address of the NewForm.aspx page; enter the
label for the tab in the description field, and then click OK. SharePoint adds a
tab to the top link bar for submitting problem reports.

To add a top link bar tab for the new item form in MOSS:

1. Click Site Actions — Site Settings — Modify All Site Settings, and then click Navi-
gation under the Look and Feel heading. SharePoint displays the Site Navigation
Settings page.

2. In the Global Navigation section, select “Display only the navigation items
below the current site” to stop inheriting link bar tabs from the parent site.

3. In the Navigation Editing and Sorting section, select Global Navigation, click
Add Link, and enter the full address of the NewForm.aspx page. Enter the label
for the tab in the description field; then click OK. SharePoint adds a tab to the
top link bar for submitting problem reports.

Providing Feedback After Submitting

When a user completes the new item form and clicks OK, SharePoint automatically
displays the default view of the list. That’s not great feedback and it leaves the user
with a few questions: Was the new item accepted? Which one is it? What do I do next?

To solve those problems, modify the default view of the list to display the new item
clearly and to let the user know what to do next. To create the new view, follow the
steps in “Creating Views,” earlier in this chapter, to create a new standard view for
the Problem Reports list with the settings shown in Table 4-4.

Table 4-4. Create View page settings for the Submitted view

Section Field: Setting

Name View Name: Submitted
Make this the default view: Checked
Create a Public View: Selected

Columns Select: Attachments, Issue ID, Type, Title, Assigned To, Due Date
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Table 4-4. Create View page settings for the Submitted view (continued)

Section Field: Setting
Sort Modified, descending order
Filter Current is equal to Yes

And

Created By is equal to [ME]
Group By Issue Status, ascending order

By default, show groups: Expanded
Style Shaded
Item Limit 20, display items in batches

The new view displays only the items the current user has submitted, and new items
appear at the top of the list under the Active group with a green New! icon beside
them. That’s clearer feedback, but the user still won’t know what to do next. To fix
that, edit the view page to add a web part containing instructions:

1. Display the Submitted view.
2. Click Site Actions — Edit Page. SharePoint displays the view in Edit mode.

3. Click Add a Web Part in the middle of the page, select the Content Editor Web
Page, and click Add. SharePoint adds the new web part to the page.

4. Click the “Open the tool pane” link on the web part, click the Source Editor but-
ton, and enter the following code:
<script type="text/javascript">
if(document.referrer.index0Of("NewForm")>=0)
document.write("<h3>Thank you for your report</h3>

<a href="./NewForm.aspx'>Click here</a> to submit
another report or <a href='../..'>click here</a>
to go Home.");

</script>

5. Click Save and then click OK to close the property pane of the web part.

The preceding example shows how to create a web part that runs client-side code. 1
call those client-side web parts, and they are powerful tools for customizing Share-
Point. In this case, the web part displays a thank you message if the user has just sub-
mitted an item. That message is not displayed if the user just clicked on a link to the
list.

When complete, the changes to NewForm.aspx and Submitted.aspx establish the sim-
ple Problem Reports workflow shown in Figure 4-24.
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User clicks “Report a problem” to submit a report

Home > Froblem Reports

Problem Reports:

Tis Teat itern 3
Description

This i a test item ta varily the Frobiem Reports workliow.
Plense da not resperd to tha prablem, it wil be deiesad.

Tess commenit =

- |

i Riats [zzrzer | PR | F|

o &= | Fills out the form and clicks “OK”

Hame > Problem Reparts
Problem Reports
Thank you for your report

Gets confirmation and clicks to continue

iiick here to submit another report or click here to go Home.
izl e st tieg o
S Issue Skates 1 Active {4)
+ Testiben 11nea 3/23/2007 1200 AM
New item can (optionally) generate
an email to Assigned To

Figure 4-24. The completed Problem Reports application

Resetting the List Forms

SharePoint Designer sometimes breaks the link between the pages used to view, edit,
and create list items. If the list starts showing Page Not Found errors, you’'ll need to
reset the form files for the list. To do that:

1. Open the web site in SharePoint Designer.

2. Expand the Lists folder in the Folder List pane on the left side of the screen.

3. Right-click on the list in the Folder List pane and select Properties. SharePoint
displays the list properties.

4. Click the Supporting Files tab and select the correct new item form as shown in
Figure 4-25.

Saving the List As a Template

Part of the beauty of SharePoint is that you can easily reuse your work. In the case of the
Problem Reports list, this means you can save the list as a template, and then use that
template to create new lists that include your unassigned and alert views, and any other
customizations. Saving a list as a template is very similar to saving a site as a template.
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List Properties ) 2|
General | Settings | Security Supporting Files |
Default view page:
|Listsfproblems,f#\llltems.aspx j
Content type spedific forms:

|Issue j

Display item form;

|Listsfproblems,fDispForm.asp)d Browse... |
New item form:

ILists!Pmblem ReportsMewFaorm.aspx Browse... |
Edit item form:

ILists,{probla'nstdiﬁ:nrm.aspx Browse... |
ok | cancel | aply |

Figure 4-25. Resetting the form pages used by the list

To see how this works:

1. On the list toolbar click Settings — List Settings, and then click “Save list as tem-
plate” under the Permissions and Management heading. SharePoint displays the
Save as Template page.

2. Enter the settings in Table 4-5 and click OK. SharePoint saves the list as a tem-
plate and adds it to the site collection’s list template gallery.

3. Click Site Actions — Create, and then click Problem Report Sample 1.0 beneath
the Tracking heading to create a test list based on the template.

4. Add items to the list to verify that it works.

Table 4-5. List template settings

Option Setting

File name ProblemReport10

Template title Problem Report Sample 1.0

Template description Sample list for tracking/assigning opportunities
Include content Clear
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Deploying List Templates

List templates are saved at site collection level. That means the ProblemReport10
template is available to all sites in the site collection. Deploying a list template is very
similar to deploying a site template. To deploy the template to another site collection:

1.
2.

Navigate to the top-level site in the source site collection.

Click Site Actions — Site Settings, and click “List templates” under the Galleries
heading. (In MOSS, click Actions — Site Settings - Modify All Site Settings.)
SharePoint displays the List Template Gallery.

. Click the ProblemReport10 link in the gallery. SharePoint asks if you want to

save the file.

. Click Save to download the template. Be sure to store it in your Templates folder

on your computer to stay organized.

. Navigate to the site collection where you want to install the template and repeat

step 1 to display the List Template Gallery for that site collection.

. Click Upload on the gallery toolbar and upload the file you created in step 3.

SharePoint copies the file into the List Template Gallery.

Lists that include Lookup columns will have problems when used in other site collec-
tions since the source list for the lookup won’t exist in the new location. Avoid
Lookup columns when creating lists for reuse as list templates. The exceptions to
that rule are when the list template is reused within the current site or when the
lookup is a site column and the template is reused within the current site collection.

Best Practices

Create a gallery containing sample lists created from the built-in list templates
and any general-purpose custom list templates you create.

Use Lookup columns to link lists together and to provide drill-down.

Lookups link lists together. Site columns span site boundaries. You combine
them to create master lists that cross site boundaries.

Use calculated columns to create alert dates within lists. You can then filter on
those dates to create views that highlight items before they are overdue.

Create a style guide for creating list views. This will help views have a more consis-
tent appearance across sites and save users a lot of time trying out different settings.

Avoid Lookup columns when creating lists for reuse as list templates.

Restrict permissions as you go deeper into the site hierarchy. Permissions should
follow the physical structure.

Create a custom default view to display feedback to users after they submit new
items.

Use a client-side web part to display a conditional message confirming new items.
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CHAPTER 5

Creating Libraries

Libraries organize content within a site. Technically, libraries are a special type of list
that provides these key features:

Templates for creating new documents

An optional approval status field that indicates whether the document is pend-
ing, approved, or rejected

Storage for previous versions of documents
The ability to reserve documents by checking them in and out
Synchronization between list columns and properties stored in the document

Integration with Microsoft Office products like Word, Excel, and PowerPoint

Just about anything you can do with a list, you can do with a document library, so
the topics covered in Chapter 4 apply equally to libraries. I won’t repeat those here.
Instead, T will talk about the features that are unique to libraries and explore their
use. At the end of the chapter, I'll apply what you’ve learned and show you how to
use document libraries for project, task, document control, and archive applications.

R
s
v

If you need help adding columns, lookups, or views to a library, see
s Chapter 4. If you need help working with libraries from Microsoft

Ny §
* Qe Office, see Chapter 2.

Using the Built-in Library Templates

SharePoint provides a set of built-in library templates that you can use as a starting
point. Tables 5-1 and 5-2 describe the library templates that come with SharePoint.
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Table 5-1. Built-in library templates

Category Library Use to
Libraries Document Library Collect and share Office documents and other files.
Form Library Publish InfoPath forms for collecting structured data such as timesheets,
purchase order requests, and other business forms.
Wiki Page Library Share web pages that can be edited by multiple authors.
Picture Library Collect and share image files.
Web Pages  Basic Page Store HTML-format web pages.
Web Part Page Store SharePoint web part pages.

Table 5-2. Additional library templates provided in MOSS

Category Library Use to
Libraries Translation Management Library ~ Create documents in multiple languages and manage their translation.
Report Library Publish Excel report spreadsheets.
Data Connection Library Publish Office Data Connection (ODC) and Universal Data Connection
(UDQ) files.
Slide Library Publish slides from PowerPoint 2007 presentations.

Choosing a Document Template

The web page libraries shown in Table 5-1 are actually subtypes of the Document
Library template. To see all of the library subtypes:

1. Click Site Actions — Create, and then click Document Library under the Librar-
ies heading. SharePoint displays the New library page.

2. Click the Document Template drop-down list. SharePoint displays the available
templates as shown in Figure 5-1.

Selecting a template in Figure 5-1 creates a new, blank template file in the library’s
Forms folder and associates the library with that document type. For example,
choosing the Microsoft Office Excel spreadsheet template creates a template.xlsx file
in the Forms folder and associates the library with Excel 2007 as shown by the Edit
menu (see Figure 5-2).

Removing Unneeded Document Templates

Having both Office 97 through 2003 and Office 2007 document types in Figure 5-1
can cause confusion. If your company has transitioned to Office 2007, it is a good
idea to remove the previous Office versions from the list of choices. Conversely, if
you are standardized on Office 2003, you should remove the 2007 types until you
make the transition.
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Home > Document Center > Create > New

New

Name and Description

Type a new name as you want it to appear in headings and links throughout the site. e
Type descriptive text that will help site visitors use this document library.
Description:
=
[ |
Mavigation
o . : =
Spedfy whether a link to this document library appears in the Quick Launch. . DAy doomentibey on he Dot Lanc
& Yes C No

Document Version History

Create a version each time you edit a file in this document library?
Spedfy whether a version is created each time you edit a file in this document library, e @
Learn about versions. Yes No

Document Template

Document Template:

Select a document template to determine the default for all new files created in this
document library.

Microsoft Office Word 97-2003 document
Microsoft Office Excel 97-2003 spreadsheet
Microsoft Office PowerPoint 97-2003 presentation Cancel |
Microsoft Office Word document
Microsoft Office Excel spreadsheet
Microsoft Office PowerPoint presentation
Microsoft Office OneNote section
HTM Microsoft Office SharePoint Designer Web page
HTM Basic page

Web Part page

I
ASPX

Figure 5-1. Choosing a document template determines the subtype of the library

@ | MasterConstructionList20061218 | Hew - |

View Properties
Edit Properties

Manage Permissions

Delete
Send To 4
Check Out

|~ .
Open with Excel 2007—-@3 _ Editin Microsoft Office Exml@
X
L
&

MOSS only— Workflows

Alert Me

Figure 5-2. The template determines what application appears on the Edit menu

To remove file types from the document templates list:

1. Make a backup copy of the following file on the SharePoint server:

C:\Program Files\Common Files\Microsoft Shared\web server extensions\12\
TEMPLATE\SiteTemplates\sts\xmI\ONET.xml
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2. Open ONET.xml for editing and comment out the <DocumentTemplate> elements
for document templates to remove. For example, the following changes remove
the Office 97 through 2003 template choices:

<!-- JAW, 03/19/2007: Removed the Office 97-2003 file types.
<DocumentTemplate Path="STS" Name="" DisplayName="$Resources:core,doctemp
None;" Type="100" Default="FALSE" Description="$Resources:core,doctemp_None
Desc;" />
<DocumentTemplate Path="STS" DisplayName="$Resources:core,doctemp Word9g7;"
Type="101" Default="TRUE" Description="$Resources:core,doctemp Word97 Desc;">
<DocumentTemplateFiles>
<DocumentTemplateFile Name="doctemp\word\wdtmpl.doc" TargetName="Forms/
template.doc" Default="TRUE" />
</DocumentTemplateFiles>
</DocumentTemplate>
<DocumentTemplate Path="STS" DisplayName="$Resources:core,doctemp Excel97;"
Type="103" Description="$Resources:core,doctemp Excel97 Desc;">
<DocumentTemplateFiles>
<DocumentTemplateFile Name="doctemp\x1\xltmpl.x1ls" TargetName="Forms/
template.x1ls" Default="TRUE" />
</DocumentTemplateFiles>
</DocumentTemplate>
<DocumentTemplate Path="STS" DisplayName="$Resources:core,doctemp_
Powerpoint97;" Type="104" Description="$Resources:core,doctemp Powerpoint97
Desc;">
<DocumentTemplateFiles>
<DocumentTemplateFile Name="doctemp\ppt\pptmpl.pot" TargetName="Forms/
template.pot" Default="TRUE" />
</DocumentTemplateFiles>
</DocumentTemplate>
-->

3. Run iisreset.exe to restart SharePoint and load the changes.

Be sure to make a backup copy of ONET.xml and to comment your changes as
shown here. If you break something or if you need to deploy your changes to another
installation, you’ll be glad you did!

Changing Library Settings

Most of the built-in templates include a new, empty Shared Documents library when
they are created. You can create new documents, upload existing ones, create fold-
ers, check out files, and sort or filter the contents of the library using the toolbar and
Edit menu, as shown in Figure 5-3.
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Home > Shared Documents

Shared Documents

Share a document with the team by adding it to this document library.

MNew =~ | Upload ~ | Actions - Settings ~
Type MName Modified ) Modified By
L‘IE__j ch2 [ HEw 3/20/2007 7:32 AM System Account
B cho3 Trew 3/20/2007 7:32 AM System Account
W] [ choslrew ~| 3/20/20077:32 M System Account
Wiew Properties ]
.___,} Edit Properties
?g Manage Permissions
@j Edit in Microsoft Office Word Edit menu .
—Use to edit, delete, check in/out, download,
X | Delete send links, and other tasks
Send To 3
;_E_:] Check Out ) {b
Alert Me

Figure 5-3. Using the library toolbar and Edit menus

The Shared Documents library is very generic, and you often need to make these

common adjustments to it:

* Turn on versioning and/or document approval.

* Modify the template used when creating

new documents.

The following sections show you how to work with those settings.

Turning On Versioning and Approva

The standard Shared Documents library doesn’t include approval status or version

history by default. To enable these features:

1. Click Settings - Document Library Settings, and then click “Versioning set-
tings” under the General Settings heading on the left side of the page. Share-
Point displays the Document Library Versioning Settings page.

2. Change the settings as shown in Figure 5

-4 and click OK.

Versioning is not turned on by default when you create a new document library
because it requires additional storage space and because the versioned libraries are
slightly harder to use: the versioning process can hide minor revisions and may
require files to be checked out before changes can be made. Be sure to explain your
versioning process to those who will be editing documents in these libraries.

Changing Library Settings
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Hame > Ghared Documents > Settinge ing Lettngs

ing Settings: Shared Documents

Document Library Vers

New documents have Pending

_r"m"" Aol Requre content approvl for submitied (sems? StatUS, WhICh appfOVerS Ca_n
® d o e it oy i ruw—— changeto Approved or Rejected.
Only Approved documents are
LUEIEPE Vi Hdory: Create & verson each tme you sdt & file n tis documant dlsplayed
Specify whether a veeson = created sach ame you edt a file in this deament Brary. | ram shoot lerary? . .
vereers € Haversonis Saves the previous version every

@ Grele e veme———————————time 3 new version is uploaded
ExaTgie; . 1
or checked in

Optonally lmit the ber of versions to retain:

I e thes Fsermingg rmsmbber of smpjor vmrsione: . .

e Limit the number of versions to

- R b b b conserve storage space
=

Dralt Ibem Security

Drafis are mmnor versons of it
view drafis in

Whe should see draft i

= document lbrary?

ch hawe nat been sooroved. &
this dacue arn st specifng whe

et it o Hides revsions while files are

checked out
Seawies Chach 0% Requre documents to be checked out before they can be
R Nebemmitny teen ARSI 4 Requires users to check out before
' they can edit documents
S

Figure 5-4. Enabling approval and versioning for a library

Approving Documents

If you select Yes in Content Approval in Figure 5-4, new documents must be
approved before they appear to a general audience. Members of Approvers, Owners,
and Administrative groups have the honor of approving or rejecting documents.

To approve or reject pending documents:
1. Navigate to the library and select “Approve/Reject” items from the toolbar’s View
menu. SharePoint displays a view that groups documents by their approval status.

2. Select Approve/Reject from the document’s Edit menu. SharePoint displays the
Approve/Reject page (see Figure 5-5).

3. Select an approval status, enter a comment, and click OK.

When you enable approval status, SharePoint adds views for changing the status and
for checking documents that were submitted. The My Submissions view lets contrib-
utors check the status of their pending documents.

Approvers can see the pending documents awaiting their approval by checking the
Approve/Reject Items view or by setting an alert on the document library.

To set an alert:
1. Click Actions — Alert Me on the library toolbar. SharePoint displays the New
Alert page.

2. In the Change Type section, select “New items are added.” In When to Send
Alerts, select “Send a daily summary” and then click OK. SharePoint will now
send you a daily email if documents are added to the library.
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Home > Shared Documents > ch04 > Approve/Reject

Shared Documents: ch04

Use this page to approve or reject submissions. Note that rejecting an item does not delete it, and that users who know the exact URL of a rejected item can still view it.
Learn about requiring approval,

Approval Status

Approve, reject, or leave the status as Pending for others with the Manage Lists € Appraved. This item will become visible to all users.

penmission to evaliate,the ftem: o Rejected. This item will be returned to its creator and not appear in

public views,

O Pending. This item will remain visible to its creator and all users with
the Manage Lists permission,

Comment

Use this field to enter any comments about why the item was approved or rejected. LI
=
OK | Cancel |

Figure 5-5. Approving/rejecting documents

I recommend getting daily summaries rather than immediate alerts because it is more
efficient to group your work in batches. If you set a lot of alerts, it is easy to get
bombed by email and it’s more likely you will miss something.

Granting Approve Permission

MOSS includes an Approvers group specifically for users who can approve and reject
documents but do not have other special permissions. In WSS, the Owners and
Administrators groups can Approve/Reject, but they also have considerably more
power. If you are using WSS, you may want to create a separate permissions level for
approvers.

To create an Approve permission level in WSS:

1. At the top-level web site, click Site Actions — Site Settings, and click “Advanced
permissions” under the Users and Permissions heading. SharePoint displays the
Permissions page.

2. On the toolbar, click Settings — “Permission levels,” and then click Add a Per-
mission Level. SharePoint displays the Add a Permission Level page.

”

3. Name the permission “Approve,” select Approve Items in List Permissions, and
click Create at the bottom of the page. SharePoint creates the new permission level.

The Approve permission level now appears in the list of permissions that can be
assigned to users or groups.

Changing the Document Template

The document template in Shared Documents (template.doc) is really just a place-
holder for your own template. SharePoint uses .doc files rather than .dot files for tem-
plates because it doesn’t actually tell Word to create a new file when you click New
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Document, it just downloads the template as a starting point. When the user saves
the document, Word saves the file to the document library.

You change the document library template when you want to use that library for a
specific type of document, such as an NDA agreement or other standard contract.
To edit the template used by a library:

1. Click Settings - Document Library Settings, and then click Advanced Settings

under the General Settings heading on the left side of the page. SharePoint dis-
plays the Document Library Advanced Settings page (see Figure 5-6).

2. Click the Edit Template link in the Document Template section. SharePoint
opens the document template for editing.

3. Make your changes or cut and paste content from an existing template. Save and
close the document when you’re done.

Hame > Shared Documents = Settings > Advanced Settings
Document Library Advanced Settings: Shared Documents
ABnw managemsent of eontent bypes?
etk el Cres o
e Change the file type to use a
i s reaindn e [Fired GocumeriaFarmafsmoiatedoc different application
Bkt Tesrolais) Click here to modify the template
Diperiny b e s den] chen el
¥ Cpenin the dient applcaton
" Dispilyy as a Weh page
Lustom Send To Destination Destration name: (For exampls, Team Lirary)
Tiype U el 10
LRL
e
1olders Crsplay Mew | older” command on the Mew menu?
d F ey (o™

Figure 5-6. Changing the library’s document template

Now when you choose New Document from the library, SharePoint uses your new
template document. SharePoint uses the file type of the document template to deter-
mine which application to use when creating new documents.

To change the application from Word to Excel:

1. Create an Excel file on your desktop to use as the template. SharePoint calls
these templates, but they are really just documents (not .xlt files). For consis-
tency, name the file template.xls.

2. In the document library, click Actions - Open with Windows Explorer. Share-
Point opens the library in an Explorer window.
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3. Open the Forms folder and drag and drop template.xls from your desktop to the
Forms folder.

4. On the Document Library Advanced Settings page for the library, change the
template file name from template.doc to template.xls.

5. Click OK to make the change.

Document library templates are limited to the file types that SharePoint knows how
to open for editing: Word (.doc/.docx/.docm), Excel (.xls/.xlsx/.xlsm), or PowerPoint
(.ppt/.pptx/.pptm). SharePoint also provides specific library templates for some other
file types, such as SharePoint Designer pages (.htm), Web Part Pages (.aspx), Picture
Libraries (image types), and InfoPath Form Libraries (.xml).

Adding Content Types

Most libraries are associated with one document template, which determines the
default application used to create new files. You add templates by creating new con-
tent types for the site, and then adding them to the library. This creates a mixed-type
library, which displays more than one application on the New menu, as shown in
Figure 5-7.

You may want a mixed-type library if your document-creation process requires mul-
tiple types of documents for a specific project. For example, your project manage-
ment team might need a Statement of Work (.doc), Project Plan (.mpp), Deliverables
List (.xls), and executive briefing (.ppt) for each project. By putting the templates for
all of the document types in the same library, you can then group the documents by
Project using a custom view.

Using SharePoint 2007 > Mixed

Mixed

Tew |*| Upload ~ | Actions - Settings +

Word Document Modified () Modified By
Creste 3 new Word Document

Excel Spreadsheet
Create a new Excel Spreadsheet Create content types to add
PP e ititn choices to the New menu

Create a new PowerPaint
Presentation

Folder
| Add a new folder to this document
library.

Figure 5-7. Add content types to use multiple document templates within a library
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To create a new content type:

1.

Create the documents to use as templates (template.xls, template.doc, etc.) for each
Office application you wish to use from the library. Save them in a Templates folder
on your desktop.

. Navigate to the top-level site and click Site Actions — Site Settings, and then

click “Site content types” under the Galleries heading in the middle of the page.
SharePoint displays the Site Content Type Gallery page.

. Click Create on the toolbar. SharePoint displays the New Site Content Type page.

. Name the content type and click OK. The name you set here will appear in the

New menu. SharePoint creates the type and displays the property page for the
type.

. Click Advanced settings in the middle of the page, complete the page as shown in

Figure 5-8, and click OK. SharePoint uploads the template for the content type.

Using SharePoint 2007 > Site Settings > Site Content Type Gallery > Site Content Type = Advanced Settings

Site Content Type Advanced Settings: Excel Spreadsheet

Use this page to change advanced settings for this content type,

Document Template
Specify the document template for this content type.

Read Only should this content type be read only?
Choose whether the content type is modifiable. This setting can be changed later from
this page by anyone with permissions to edit this type. C Yes

Update Sites and Lists

Specify whether all child site and list content types using this type should be updated
with the settings on this page, This operation can take a long time, and any @ ves
customizations made to the child site and list content types will be lost.

€ Enter the URL of an existing document template:

(Edit Template)
(= Upload a new document template:

hy Documents\ESP2\Templates\template.xls  Browse... I

[

Update all content types inheriting from this type?

C N

oK Cancel

Figure 5-8. Creating a new content type

To add the content type to a library:

1. Navigate to the library and click Settings - Document Library Settings, and click

“Advanced settings” under the General Settings heading on the left side of the page.

2. In the Content Types section, select Yes and click OK. SharePoint enables multi-

ple content types for the library and adds a Content Types section to the Set-
tings page (see Figure 5-9).
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3. Click “Add from existing content types,” select the content types you created in
the preceding procedure, and click “Add from existing site content types.”
SharePoint adds the content types to the library.

Content Types

This document library is configured to allow multiple content types. Use content types to spedfy the information you want to display about an item, in addition to its
policies, workflows, or other behavior, The following content types are currently available in this library:

Content Type Vigible on New Button Default Content Type
Word Document ~ iy

Excel Spreadshest P

PowerPaint Presentation £

= Add from existing site content types

8 Change new button order and default content type

Figure 5-9. Adding content types to the library

Content types not only define the template used for new documents, they also define
the properties that a document supports. For example, you could create a Specifica-
tion content type for a Word document template that includes Revision, Product,
and Module properties, then use that content type across multiple libraries.

In other words, content types let you structure the information you store with a doc-
ument based on the type of document you are creating, regardless of where you store
it. They can also be used with lists, though they are much more common in libraries.

Organizing Libraries

Libraries are a way to organize documents within a site. There are a couple of factors
to help you decide when to create a new library and where to put it:

* WSS limits searches to the site level. If you’re not using MOSS or MOSS/S,
include all of the libraries you want members to be able to search in top-level
sites rather than subsites.

* There is no hard limit to the number of files you can have in a document library,
but fewer than 4,000 files per folder provides the best performance. Also, it
makes sense to organize libraries in such a way that users can find documents
without too much scrolling or paging.

* You can have a very large number of libraries in a single site. Again, it makes
sense to organize libraries in such a way that users can find them without too
much scrolling or paging.

You organize the documents within a library using folders or views. Each approach
has advantages and disadvantages, as shown in Table 5-3.
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Table 5-3. Organizing documents with folders or views

Organize using Advantage Disadvantage
Folders « Easy to create + Deep structures are hard to navigate
(Physical structure) + Easy to migrate from network drives + Documents can be misfiled

+ Work well with batch uploads
Views « Flexible, most customizable * You have to enter properties for files
(Logical structure) + Visually appealing + More difficult to create/maintain

« Easy to hide files « Not all users understand views

Organizing Documents with Folders

Organize documents into folders when migrating from network drives or when
working with a large number of files. When migrating network drives to SharePoint,
you can just drag and drop folders from the drive into the library, as shown in
Figure 5-10.

Network drive P:
=
File Edit View Favorites Tools Help | :,’
@Badc - @ T I? |/"__j Search i;_:_ Folders =
Address |E:| P:\Departments j Go
Library
[ Ilttp:Husingsharepuint.cnntmﬂhnmefﬂmnnuﬂ_!ﬁ -|E||1|
File Edit View Favorites Tools Help | ﬁ'
= 7 = f [T
@Back - @ - I? )._)Sean:h I Folders | |'chy & x i
Address ID http: ffusingsharepoint. com: 2007 home Documents j Go
Forms

Administration

into SharePoint

(Click Actions>0pen with Windows Explorer to see this view)

Figure 5-10. You can upload whole folders by dragging them into SharePoint

The advantage of this approach is that users are often already familiar with the folder
structure. There’s no point in changing it!

Drag-and-drop can have some problems, however. Uploads fail if a filename or
folder name contains any of these characters: &, ?, %, or .. (two periods together). If
a name like that occurs anywhere in the batch of files you are uploading, you’ll get
an error message stating “An error occurred copying some or all of the selected files.”
You need to rename the file and then retry uploading.
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Organizing Documents with Views

Organize documents using views to create more sophisticated displays such as the
collapsible tree view shown in Figure 5-11.

Home > Documents

Documents
Mew ~+ Upload = | Actions = Settings ~ View: Treeview -
Type MName Modified _) Modified By

2 Deptartment : Accounting (3)

B Docllnew 3/20/2007 1:52 PM System Account
I!E_j DocZ ! HEW 3/20/2007 1:52 FM System Account
B Doc3Inew 3/20/2007 1:52 PM System Account

© Deptartment : Administration (4)
[H Deptartment : Construction (3)

& Deptartment : IT (3)

[ Deptartment : Legal (3)

Figure 5-11. Views can group and filter documents to create logical organizations

To group files by department as shown in Figure 5-11, you have to enter a depart-
ment for each file. That’s more work than just putting the file in a folder, but it
means that if you want to just display the files for one department, you can do it
through a simple view.

To group files by department, complete these tasks:

1. Add a Choice or Lookup column to the library named Department. See
Chapter 4 for instructions on how to add a column to a list. The steps are the
same for libraries.

2. Create a view that groups the documents by department. Again, the steps are the
same for libraries as for lists.

3. Set the Department property for each document.

When you add a new column to a library, that column becomes a property that can
be set from Word or Excel. Those applications prompt you for the property setting
when you save the document to the library, as shown in Figure 5-12.

In Office 2007, the properties appear in a window at the top of the screen. You are
also prompted for those properties when you upload a single file to a library. You are
not prompted when you upload documents in bulk—in those cases, the properties
are set to the default column value.
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Webh File Properties e x|

Home

Documents
Department | accounting 'l

Administration
Construction
IT
Legal

oK I Cancel

Figure 5-12. New library columns appear as document properties (Office 2003)

Libraries automatically use the built-in Title property from the document to fill in
the Title column; all other custom columns are filled in using the Web File Proper-
ties page. Required columns show up as required properties; choice and lookup col-
umns display drop-down choices; and so on.

Document properties are sometimes referred to as metadata, because they describe
the contents of the document. Metadata forms the basis for organizing documents
logically through views, but it can be hard to gather especially when there is a large
number of existing files. You need to balance the effort involved in collecting meta-
data against the benefits of the views you can create from it.

Combining Approaches

Of course you can combine folders and views to get the best of both worlds. One
solution during migration is to upload files in folders and then set the properties of
those files in bulk using the datasheet view. Once those changes have been made,
you can hide the folders by selecting “Show all items without folders” in the view’s
Folders section as shown in Figure 5-13.

Spedfy whether to navigate through folders

T : i Folders or Flat:
to view items, or to view all items at once.

{" Show items inside folders
¥ Show all items without folders

Figure 5-13. Use this view setting to “flatten” folder structures in a view
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Saving a Library As a Template

As with lists and sites, you can save customized libraries as templates and then reuse
them to create similar libraries elsewhere. When you save a library as a template, the
columns, views, and document template are included, but settings such as version-
ing and document approval are not. You’ll need to reestablish those settings for each
new library you create.

To save a library as a template:

1. On the library toolbar, click Settings - Document Library Settings, and then
click “Save document library as template” under the Permissions and Manage-
ment heading. SharePoint displays the Save as Template page.

2. Complete the page and choose OK. SharePoint saves the library as a template
and adds it to the site collection’s List Template Gallery.

Library templates are saved at site collection level. To deploy the template to another
site collection:

1. Navigate to the top-level site.

2. Click Site Actions — Site Settings, and click “List templates” under the Galleries
heading. SharePoint displays the List Template Gallery. (In MOSS, click Site
Actions — Site Settings - Modify All Site Settings.)

3. Click on the library to move. SharePoint asks if you want to save the file.

4. Click Save to download the template. Be sure to store it in your Templates folder
on your computer to stay organized.

5. Navigate to the site collection where you want to install the template and repeat
step 1 to display the List Template Gallery for that site collection.

6. Click Upload on the gallery toolbar and upload the file you created in step 3.
SharePoint copies the file into the list template gallery.

Libraries that include Lookup columns will have problems when used in other site
collections since the source list for the lookup won’t exist in the new location. Avoid
Lookup columns when creating libraries for reuse across site collections.

Creating Library Applications

So far, this chapter has talked about how you do things with libraries but has said
very little about what you can do with them. One reason for that is kind of obvious:
libraries are for storing documents. But the real reason is because libraries are usu-
ally closely associated with the sites that contain them. It’s hard to talk about a
library application without using examples based on site templates.
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So, let’s forget that this is Chapter 5 for a moment and look at some of the site tem-
plates that create library applications. The four main types of library applications are
listed in Table 5-4.

Table 5-4. Library application types

Application type Site template Core needs

Project Team Site « Organized by project
+ Keep version history
+ Multiple authors, editors, reviewers
+ Only team members have access

Task Custom + Organized by type (template)
+ Grouped by client or case
* Multiple authors, editors, reviewers
+ Department has access
Document control Document Center (MOSS) + Single location
* Track versions
+ Formal process (workflow)
+ Approve/reject submissions
+ Single (or few) authors
+ Revisions occur offline
+ Everyone can read

Archive Records Center (MOSS) « Central location for final documents
+ Once stored, can’t be changed
+ Track status of submissions
« Controlled access

The application types listed in Table 5-4 are the types I see over and over again with
clients. Really, I've just sorted common client needs into four groups and picked the
site template that most closely matches those needs.

Project Applications

Projects are the simplest library application. They organize the documents and tasks
used to complete a single project, such as this book or a piece or software or a strate-
gic plan or...well, you get the idea. The main things that define a project are:
* It has a defined scope and lifespan.
* Team membership can cross department boundaries (matrix-style).
* Documents are a central focus either as the end product (e.g., a book) or in sup-
port of the project (e.g., design specs).

Figure 5-14 illustrates a project site for a book—this one, actually.
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Book site Library

cho1.doc

Auth , cho2.doc
uthor creates——» Ch03 dlore

Reviewer comments——» ch04 . doc

cho5.doc |——————— Revision history....

Editor revises

Figure 5-14. Using a library to organize project documents

To create the Book project application, complete these tasks:

1. Create a new site named “Book” using the Team site template.

2. Click on People and Groups on the left side of the home page and add the team
members who will review and edit the book to the Contributors group.

3. Turn on versioning for the Shared Documents library.
4. Create or upload chapter files for the book.

5. Click on a chapter’s Edit menu and select Send to — E-mail a Link, and send a
message to the reviewers letting them know the chapter is ready for review.

6. Have reviewers open the chapter for editing from the library, turn on revision
tracking, and make their corrections and comments.

You don’t really need to write any of my chapters; I include those steps to illustrate
the process and to make the points that project applications usually:

* Use an informal process
* Involve a limited number of people

¢ Focus on collaboration

Task Applications

Task applications are a variation on a project application and are often used within
department sites. They store and organize the documents used to complete a task for
one or more clients. The main things that define a task application are:

* It continues to grow over time.

* Team membership is usually contained within a department (hierarchical).

* The type or category of the document is the central focus.

* There are multiple categories of documents.

Figure 5-15 illustrates a task application for a Legal department.
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Legal documents site Library

Pleadings <«——Template (.doc)
p010203dd.doc  Approved .
p02304cde.doc  Pending Library

p02093dg.doc | etters

po1189ad. doc p010203dd.doc  Approved

T p02304cde.doc  Pending Library
p02093dq.doc  Wills

LR p010203dd.doc  Approved
T p02304cde.doc  Pending
p02093dq.doc  Pending
po1189ad.doc  Rejected

Paralegal creates

Assistant prints, sends

Attorney reviews,
approves, of rejects

Figure 5-15. Using libraries to organize tasks

To create a Legal Document task application, complete these tasks:
1. Navigate to the Legal Department site and create a new site named “Legal Docu-
ments” using the Blank site template.

2. Click on People and Groups on the left side of the home page and add parale-
gals to the Contributors group, assistants to the Visitors group, and attorneys to
the Owners group.

3. Create libraries for each of the document categories: pleadings, letters, and wills.
4. Turn on approval for each of the libraries.

5. Edit the document template for each of the libraries to match the standard form
the Legal department uses.

6. Have the attorney set an alert to receive notification when new documents are
created in each of the libraries.

7. Walk the legal team through the process of creating, approving, and printing the
documents.

Again, this is an exercise to show how to apply the skills from this chapter and
present a different type of use for libraries. The task application is unique from the
project application because:

* The process is more formal.
¢ Team members have distinct roles.

* There is a library for each document type that makes use of a document template.
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Document Control Applications

Document control applications are created to comply with a document control pro-
cess that defines exactly how drafts are created, reviewed, revised, approved, and
stored. The main things that define a document control application are:

* It follows a formal process (workflow).

* It has an open lifespan, but limited scope (only controlled documents).

* Only one or two employees can change documents.

* All employees may be able to read documents.

* Documents are generally stored in a single library and categorized by department.

* Documents usually define business processes, such as forms, work instructions,

policies, and procedures.

Figure 5-16 illustrates a company-wide document control application.

Corporate documents site Library
Documents
SAEEOLIE Publish starts
-Forms approval
Author creates document ——Purchase 0rder.dog -t swsiesserseess » Approval workflow
(draft0.7) Hourly Timesheet.xls A ApproverT
N +Instructions DOK
: +Policies Approver2 oK
+Administration o Approver3>
+Construction Publishes .,
e (version 1.0) " *+euuuerrereean <>
+Legal
Not OK/rejected
Employeesonlysee ™. !
approvedversions e e
(10,20,€1c) e s
Rejected restarts the process

Figure 5-16. Using a library for document control

To create the document control application, complete these tasks:
1. Navigate to the top-level portal site in MOSS and create a new site named “Corpo-
rate Documents” using the Document Center site template on the Enterprise tab.

2. Navigate to the site’s Documents library and add required columns for Depart-
ment and Document Type. For Document Type, specify the choices: Form,
Instruction, and Policy.

3. Create a view to group documents by Department and Document Type.

4. In the library’s versioning settings, specify that only users who can edit items can
see drafts.

5. In the library’s workflow settings, add an Approval workflow and select the Start
Option: “Start this workflow to approve publishing a major version of an item.”
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6. Specify who will approve documents and how approval is handled (parallel or
serial).

7. Create a new document in the Documents library and check in the draft. That
creates version 0.1 of the document.

8. Click Publish on the document’s Edit menu to begin the approval workflow.
9. Once approved, the document is published as a major revision (version 1.0) and
appears to all users.

Those tasks are abbreviated because we haven’t really talked about document work-
flows yet. In reality, you might define separate review and approval workflows based
on your document control policy, but that would make Figure 5-16 way too compli-
cated. The main features of the Document Control application are:

* Uses a well-defined process
* Limits who can make changes and how they are approved
* Only approved versions are available to a general audience

* Tracks revision history using minor versions (draft) and major versions (final)

Archive Applications

Archive applications are created to comply with a document retention policy that
defines where and how long records are kept. The main features of an archive appli-
cation are:

¢ Allows documents to be submitted via email or scanned to a location
* Prohibits changes to submitted items

* Routes records to specific libraries based on the type of document

Allows holds to be placed on records to suspend disposition

Figure 5-17 illustrates a company-wide archive application.

Corporate archive site Library
User scans and emails a contract Unclassifiedizecords
»| Record routing Library
fist Contracts
Listmatchesrouting e, Document is stored in contract library

alias to library

Figure 5-17. Using a library as an archive
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To create the archive application, complete these tasks:

1.

5.

Navigate to the top-level portal site in MOSS and create a new site named “Cor-
porate Archive” using the Records Center site template on the Enterprise tab.

. Click on People and Groups on the left side of the home page and add the

employees who can submit records as Contributors. You may want to allow all
employees to submit records, or you can restrict it to the accounts used by the
scanners.

. Create a Contracts library.

. Click on the Records Routing link and add aliases to route documents to the

Contracts libraries.

Email documents to the Contracts alias to test the settings.

Scanners/copiers/printers now often include scan-to-email features that fit well with
Archive applications. The key features of the Archive application are:

The Record Routing list directs incoming documents to the appropriate library.
This lets you change libraries without changing the alias, so you can keep sepa-
rate libraries for each year if you like.

The Unclassified Records library collects documents that don’t have a matching
type in the Record Routing list.

The Holds list lets you place holds on certain records because of pending litiga-
tion or other needs.

Records can also be submitted via a web service, so archives can integrate with
other applications.

Best Practices

For libraries that contain a mix of document types, organize the documents by
how they are used.

For libraries that contain only one type of document, include a template for cre-
ating new documents, and create separate libraries for each template you use.

WSS limits searches to the site level. If you're not using MOSS or MOSS/S,
include all of the libraries you want members to be able to search in top-level
sites rather than subsites.

Use folders (physical organization) when migrating files from network drives to
SharePoint. Folders provide the easiest migration path.

Use views (logical organization) when your library serves a wide audience with
varying needs. Views give you the greatest flexibility.
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Before uploading large groups of files, check for these characters in file or folder
names: &, ?, %, or .. (two periods together). SharePoint can’t accept files or fold-
ers with those characters in their names.

Use default column values to populate document properties when uploading
files in bulk.

Use the datasheet view to quickly change property settings after uploading files
in bulk.

When creating libraries that use versioning, be sure to explain your revision pro-
cess to users who will be working with those libraries. Depending on how the
library is set up, they may need to know how to check files in and out, how
minor and major revisions work, and that documents may require approval.
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CHAPTER 6

Building Pages

Most SharePoint pages are made up of web parts. In Chapters 1 and 3, I showed you
how to add web parts to a page and how to set the properties of those parts to
change their appearance. In this chapter, I'll show you how to:

Customize list web parts by converting them to data views.

Connect web parts to create summary/detail views.

Copy customized web parts to other pages and deploy them to other sites.
Develop client-side web parts using JavaScript and other techniques.
Apply filters to web parts on a page.

Customize page layout and navigation with master pages.

These are the advanced techniques that you need to design and build effective Share-
Point pages. These skills don’t require a lot of programming knowledge, but some
knowledge of HTML, JavaScript, and XML/XSL will come in handy.

A s
iy You will need SharePoint Designer to complete some of the tasks in
.‘s\ this chapter.

NS

Using the Built-in Web Parts

SharePoint includes a set of built-in web parts that you can add to any page. Tables
6-1, 6-2, and 6-3 list the web parts that come with SharePoint.

Table 6-1. Built-in web parts

Category Web part Use to
Lists and Libraries List View Display a view of a list or library on a page.
Data View (reate highly customized views of lists and libraries using

SharePoint Designer.
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Table 6-1. Built-in web parts (continued)

Category
Miscellaneous

Navigation

Web part

Content Editor

Form

Image

Page Viewer
Relevant Documents

Site Users

User Tasks
XML Web Part
Quick Launch

Link Bar

Tree View

Title Bar

Use to

Include HTML and JavaScript on a page.

Connect form controls to other web parts.

Display an image from a URL.

Display another page as an IFrame on the current page.
Display documents targeted at the current user.

Display a list of the users and groups who have permis-
sions within a site.

Display tasks assigned to the current user.
Display XSL transformations on XML input.

Display links to site lists and libraries on the left side of the
home page.

Displays links as tabs across the top of a page.

Display a hierarchical list of links on the left side of the
home page.

Display a title and logo for a page.

The navigation web parts don’t appear in the Add Web Parts list. They are con-
trolled by site settings and can’t be edited directly. See Chapter 3 for information on
controlling those web parts.

Table 6-2. Additional web parts included with MOSS Standard Edition

Category
Content Rollup
Default

Miscellaneous

Web part
Site Aggregator
Content Query

I need to. ..

RSS Viewer
Summary Link

Table of Contents
This Week in Pictures

Contact Details

Use to
(reate a toolbar that displays documents from other sites.

Roll up content from the entire site collection or a subset
of sites.

Display items from a task list as a drop-down list of
choices.

Display RSS feeds.

Display a list of links that can be formatted and support
drag-and-drop.

Display site navigation.

Display a picture from an Image library that links to a slide
show of the entire library.

Display contact information for the portal area (portal
sites only).
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Table 6-2. Additional web parts included with MOSS Standard Edition (continued)

Category
Outlook Web Access

Search

Site Directory

Web part

My Calendar

My Contacts

My Inbox

My Mail Folder

My Tasks

Advanced Search Box
People Search Box

People Search Core Results
Search Action Links

Search Best Bets

Search Core Results

Search High Confidence Results
Search Paging

Search Statistics

Search Summary
(ategories

Sites in Category
Top Sites

Use to

Display the user’s Outlook calendar on a page.
Display the user's Outlook contacts list.

Display the user’s Outlook Inbox.

Display the user's Outlook mail folders.
Display the user’s Outlook task list.

Display the Advanced Search options.

Display the People Search options.

Display the results from a people search.
Display optional search view options and links.
Display the search Best Bets results.

Display search results.

Display keyword, best bets, and high confidence results.
Display paging links for more results.

Display the number of results and the time that the search
required.

Display the “Did you mean” search feature.
List categories from the portal Site Directory.
List sites from the portal Site Directory.

List top sites from the portal Site Directory.

Table 6-3. Additional web parts included with MOSS Enterprise Edition

Category
Business Data

Dashboard

Web part

Business Data Actions
Business Data ltem
Business Data Item Builder
Business Data List
Business Data Related List
Excel Web Access

[View

WSRP Consumer

Key Performance Indicators
KPI Details

Use to

Perform actions on a Business Data Catalog.

Display an item from a Business Data List.

Create a Business Data Item.

Display a list of items from a Business Data Catalog.
Display a list of related items from a Business Data (atalog.
Work with an Excel spreadsheet as a web page.

Display IViews from SAP portal servers.

Display services provided by other web sites using Web
Services for Remote Portlets (WSRP).

Graphically display the status of important measures.
Display details for a single status indicator.
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Table 6-3. Additional web parts included with MOSS Enterprise Edition (continued)

Category Web part Use to
Filters Business Data Catalog Filter Filter the contents of a list or library web part using values
from the Business Data Catalog.
Choice Filter Filter the contents of a list or library web part by selecting
from a list of choices.
Current User Filter Filter contents based on the current user.
Filter Actions Refresh the filter results and allow filter settings to be
saved.
Page Field Filter Filter contents of web parts using information about the
current page.
Query String (URL) Filter Use a query string sent to the page through the URL to fil-
ter web parts.
SharePoint List Filter Filter web parts using values from a list.

SQL Server 2005 Analysis Services Filter  Filter web parts using values from an SQL Server 2005
Analysis Services data cube.

Text Filter Filter web parts using a value entered in a text box.

MOSS adds a lot of web parts! Some of those are variations of similar web parts, such
as the Outlook, Search, and Site Directory categories. All of the MOSS web parts rely
on services that are only available in MOSS; you can’t move MOSS web parts to servers
running only WSS.

Customizing List View Web Parts

Whenever you add web parts to a page, the lists and libraries in the current web site
show up at the top of the list of available web parts. Each of those is actually a List
View web part. The List View is a special type of web part created automatically for
each list or library in a site.

I showed you how to add lists as web parts way back in Chapter 1, so I won’t repeat
that here. Instead, I'll show you how to use advanced techniques to:
* Connect one List View to another to show summary/detail views.
» Convert a List View to a Data View to fully customize the web part using Share-
Point Designer.
* Move web parts from one page to another.

* Export, Import, and Deploy customized web parts for use on other pages and
sites.

The following sections cover each of those tasks in turn using the Phone List sample
from Chapters 1 and 4. These tasks apply to all types of List Views and are funda-
mental to working with web parts.
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Connecting Summary/Detail Views

In this sample, we’ll add a detail view of the employees that appear in the Phone List
web part. When the user selects an employee on the Phone List, the employee’s details
will appear in a box below. To complete this sample, perform the following tasks:

1. Add a detail view of the Phone List to the home page.

2. Connect the detail view to the Phone List web part (the summary view).

3. Test the connection to see how the summary/detail web parts work.
To add the detail view:

1. Navigate to the home page where the Phone List web part appears, and click Site

Actions — Edit Page. SharePoint displays the page in Edit mode.

2. Click Add a Web Part, and add another Phone List web part to the Right web
part zone.

3. On the new web part toolbar, click Edit = Modify Shared Web Part. SharePoint
displays the web part properties task pane on the right side of the page.

4. Change the web part properties as shown in this table and click Apply.

Section Property Set to
Top Selected View All contacts
Toolbar Type No Toolbar
Appearance  Title Summary
Chrome Type Title Only
Layout Zone Index 2
Description Click on Last Name to edit item.

5. Click the “Edit the current view” link in the top section of the properties pane
and make the changes shown in this table. Click OK when done.

Section Property Set to
Style View Style Boxed, no labels
[tem Limit Number of items to display 1

Limit the total number of items returned to the specified amount Selected

Next, connect the Phone List web part to the Summary web part. To do that:

1. Click Site Actions — Edit page. SharePoint displays the page in Edit mode.

2. Click the Edit menu on the Details web part toolbar and select Connections —
Get Sort/Filter From — Phone List as shown in Figure 6-1. SharePoint displays
the Configure Connection dialog box.
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3. Click Next, select the Column Last Name, and click Finish. SharePoint connects
the Last Name columns on both web parts.

4. Click Exit Edit Mode at the top-right corner of the screen.

Right

i-l,n,;ldd a Web Part

Phone List edit = | %
Last Name First Name Business Phone
= Department : Accounting (3)
Jones Edwina 773-0003
Jones Mora 7790002
Jones Tom 773-0001

# Department : Administration (2)
[ Department : IT (3)
E Add new item

Details edit~ | %
@ LastName FirstName Company Business Phone  FullNam Minimize nt
) Close
Dix
‘Seifigd x Delete
Wombat Tech. E#  Modify Shared Web Part
775-0005 Provide Row To 4 Connections 4
June Dix ) -
Charles Murphey e D_E'ta U ] Shared Documents
Administration Get SortFilter From ¥ Phane Lict
Announcements
Links

Figure 6-1. Connecting the web parts

Selecting a name in the Phone List now displays that person in the Details web part,
as shown in Figure 6-2.

Converting a List View to a Data View

Figure 6-2 works OK, but the Details web part is way too wide. That’s because
SharePoint includes the column headings even though they aren’t needed. You can
try changing the web part’s Width property, but it won’t do anything—SharePoint
still claims the space to display those column headings!

To change the width, perform these tasks:

* Convert the Details web part to a Data View and customize its appearance.

* Reconnect the web parts and test whether they still work.
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Phone List ¥

Last Mame First Name Business Phane

[H Department : Accounting (3)
[ Department : Administration (2)
@ Department : IT (3)

C Webb Dorian 773-0007
(= Webb Jeff F79-00085
. Webb Sophia 779-0008

E Add new item

Details i

@ LastMameSF FirstName Company Business Phone FullName  Assistant Gender Department

Webb

Dorian
Wombat Tech.
F79-0007
Darian Webb
IT

Figure 6-2. The summary/detail views in action

To convert the Details web part to a Data View:

1. Open page in SharePoint Designer.

2. Right-click the web part in the Design pane and select Convert to XLST Data
View. SharePoint Designer displays a warning that the connections to other web
parts will be lost. Click OK to continue.

3. Select the column headings row and press Ctrl+X to cut.
4. Save the page and then preview it in the browser. It should appear much nar-

rower with no column headings.

The Details web part looks a lot better, but we broke the connection. To reconnect
the web parts:

1. Display the page in the browser and click Site Actions — Edit Page. SharePoint
displays the page in Edit mode.

2. Click the Edit menu on the Details web part and select Connections — Get Sort/
Filter From — “Phone list” as shown earlier in Figure 6-1. SharePoint displays
the Configure Connection dialog box.

3. Select the column name to connect First Name, Last Name, and Business Phone.
Click Finish when done. SharePoint connects the web parts.

4. Click Exit Edit Mode at the top-right corner of the screen. When you’re done,
the two web parts should appear as shown in Figure 6-3.
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You had to select more columns when connecting the web parts because the Sum-
mary web part is now a Data View, not a List View. There are other differences
between Data Views and List Views that we’ll get to in a minute.

Phone List “

FirstName LastMame Business Phone

H Department : Accounting (3)
H Department : Administration (2)

= Department : IT (3)
Dorian Webb 779-0007
(" Jeff Webb 773-0006
Sophia Webb 779-0008

Details bt

Webb

Jeff

Wombat Tech.
F79-0008

Jeff Webb

IT

Figure 6-3. Convert the Details web part to a Data View to remove column headings

When working with web pages in SharePoint Designer, there are a few tips you
should know:

* Get your List View as close as possible to the way you want it to appear before
converting it to a Data View. That’s the easiest approach.

* Save the page and view it separately in the browser to review the changes.

* You can undo your changes in SharePoint Designer by pressing Ctrl+Z even
after you save. If you break a web part, you can sometimes step backward and
fix it.

* You can convert a Data View back to a list view by right-clicking on the view in
the Design pane and selecting “Revert to SharePoint list view.” Remember this if
Undo doesn’t work.

Moving Web Parts to Other Pages

The preceding sample modified the web parts on the “live” home page. That’s fine
for this example, but if you’re working on the home page of your company’s portal,
you might get some complaints because of the sudden changes.
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In that situation, you should do your development in a separate Pages library, then
move your web parts onto the home page when they are final. This approach lets you
get review comments on the parts before you deploy them, which is a very good idea.
To develop web parts in this way, complete these tasks:

1. Create a Pages document library within the site using the Web Part page docu-
ment template.

. Create a new test page within the Pages library on which to do your development.

. Create your web parts on the test page.

. Send links to the test pages via email to gather feedback.

b W N

. Make the required changes.
6. Move the approved web parts to their final destination.

Use SharePoint Designer to move the List View web part to other pages in a site. To
do that:

1. Open the source page in SharePoint Designer.

2. Select the List View web part in the Design pane.
3. Press Ctrl+C to copy the web part.
4

. Open the destination page, select the target web part zone, and then press
Ctrl+V to insert the web part.

5. Save the destination page and preview it in the browser.
That’s the only way to move a List View web part; however, other types of web parts

can be exported and then loaded on pages or into a site’s web part gallery, which is
similar to the site and list template galleries. You’ll see that next.

Converting a List View to a Drop-Down List

I didn’t convert the Phone List web part to a Data View in the preceding samples
because it is difficult to connect the two web parts once they are both converted. For
now, I'd rather focus on something more interesting: how to convert the Phone List
into an exportable web part. To do that, complete these tasks:

* Move the Phone List to a new test page using SharePoint Designer.

* Customize the web part using the browser.

* Reopen the test page in SharePoint Designer.

* Convert the web part to a Data View.
To move the Phone List web part to a test page:

1. Create a new Pages library in the site.
2. Add a test page to the Pages library named pagel.aspx.
3. Open the home page in SharePoint Designer and copy the Phone List web part.
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4.

Open the test page in SharePoint Designer and paste the Phone List web part on

to a web part zone.

5. Save the page and preview the result in the browser.

I’ve got a goal in mind for the Phone List—I want to display the phone numbers as a
drop-down list. That will be better than the current view, but it means I’ve got to put
all of the information I want to display into one column. To do that, complete two
major tasks:

1. Add a calculated column to the list that combines the name and phone number.

2.

Modify the view used in the web part to display only that column.

To add a calculated column that combines name and phone information:

1.

2.

In the browser, click the Phone List link on the title bar of the web part. Share-
Point displays the full Phone List. (That’s a shortcut to the list.)

On the list toolbar, click Settings - Create Column. SharePoint displays the
New Column page.

3. Create a column using the settings shown in this table. Click OK when you’re done.
Section Property Set to
Name and Type Column Name Web Part
Column Type (alculated
Additional Column Settings Formula =[First Name]
&" " e
[Last Name]
&" " e
[Business Phone]
Add to default view (leared

To modify the view used by the web part:

1.
2.

Return to the test page (pagel.aspx).

Click the Edit menu on the Phone List web part and select Modify Shared Web
Part. SharePoint displays the web part properties task pane on the right side of
the page.

. Click “Edit the current view.” SharePoint displays the Edit View page.

. Deselect all of the columns, select the new Web Part column, remove the Group

By settings, and click OK. SharePoint displays the modified web part.

. Click the Edit menu on the Phone List web part and select Modify Shared Web

Part again.

. Select Toolbar Type: No Toolbar and click OK. SharePoint removes the tool-

bar that was erroneously added by the preceding step (that’s an annoyance in
SharePoint).
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When complete, the First Name, Last Name, and Business Phone columns are now
all combined in a single column named Web Part. Next, we’ll convert the web part
to a Data View to display the information as a drop-down list:

1. Open the test page in SharePoint Designer. If you had it open from earlier steps,
close the page and reopen it so you get the changes that we just made.

2. Right-click on the Phone List web part in the Design pane and select Convert to
XSLT Data View. SharePoint Designer converts the List View to a Data View
web part.

3. Click Data View — Data View Properties and click the Layout tab. The Layout
tab displays the built-in styles you can apply to the Data View.

4. Scroll to the end of the list of view and select the drop-down menu style. It’s
next-to-last in the list. Click OK to make the change.

5. Save the page and preview the change in the browser.

That was a lot of work, but now the phone numbers appear in a handy drop-down
menu, as shown in Figure 6-4.

Phone List

Choose One... =]

Choose One...

Charles Murphey 779-0004
Dorian Webb 779-0007
|Edwina Jones 779-0003
Heff Webb 779-0006
June Dix 779-0005
MNora Jones 779-0002
Sophia Webb 779-0008
Tom Jones 779-0001

Figure 6-4. Displaying a list as a drop-down menu

Exporting Web Parts

You can’t export List View web parts; you can only copy List Views from one page to
another using SharePoint Designer. To be able to export a customized List View, you
must first convert the List View web part to a Data View.

To export a web part:

1. Create a WebParts folder on your computer.
2. Click on the web part’s Edit menu and select Export as shown in Figure 6-5.
SharePoint displays the File Download dialog box.

3. Click Save and save the file to your WebParts folder. Be sure to include a version
number in the filename! SharePoint saves the file using the .dwp or .webpart file
extension.
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Phone List =
| Choose One... =] Minimize
Close
._j Modify Shared Web Part
Export... eﬂ"‘r\
oy

Figure 6-5. Exporting a web part so it can be reused

Exported web part files are XML descriptions of the web part’s property settings. In
the case of a Data View web part, the properties include the general web part proper-
ties, the source list ID, and the XSL transformation used to format the web part.

You can edit the XML description directly, or you can make changes directly in the
web part from the web part properties pane.

A x
o These changes are for XML/XSL pros.
W 4.
v A

To edit the XSL for a Data View web part:
1. Click on the web part’s Edit menu and select Modify Shared Web Part. Share-
Point displays the web part properties pane on the right of the screen.

2. Click the XSL editor button. SharePoint displays the web part’s XSL in a text
entry page.

3. The text is unformatted, so copy the contents of the text box and paste it into an
XML editor to make changes.

4. Paste your changes back into the text box and click Save.
5. Click Apply to test your changes.
6. Once your changes are complete, export the web part again—don’t forget to ver-

sion the file!

Be careful with your edits. XSL is case- and tag-sensitive. If you make a single mis-
take, your web part won’t load and you’ll see an error instead of your expected list.

Importing and Deploying Web Parts
Once you’ve exported a web part to a file, you can import it to a page or deploy it to

the site gallery:

* Import web parts to a page when you only want to reuse them once or twice.
Web parts imported this way don’t show up to other folks creating pages.

* Deploy web parts to the site gallery when you want to allow others to add the
web part to pages throughout a site collection.
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You need to consider visibility when deploying web parts to the server gallery. Data
View web parts depend on lists within the current site. Those lists aren’t visible out-
side of the current site, so you can’t use the web part there.

To import a web part to a page:
1. Display the page in the browser and click Site Actions — Edit Page. SharePoint
displays the page in Edit mode.
2. Click the Add a Web Part link in the zone where you want to put the web part.

3. Click the Advanced Web Part gallery and options link at the bottom of the page.
SharePoint displays the Add Web Parts task pane on the right side of the page.

4. Click Browse — Import as shown in Figure 6-6. SharePoint displays the Import
task pane.

5. Click Browse, select the file to import from your WebParts folder, and click
Open.

6. Click Upload to load the web part.

7. Drag the web part from the task pane onto the web part zone. SharePoint adds
the web part to the page. Click Exit Edit Mode when done.

4 AddwebParts x|

Browse ~

Select the collection you wi (¥ Browss
browse. Search

Closeleeb Part.s . ' Import
Using SharePaint 2007 Gall... (24) &

Server Gallery (0)

Web Part List Filte

| Announcements

Calendar

Content Editor Web Part

Documents

Excel

Form Web Part

Image Web Part L

Links
|

EEGDER

Page Viewer Web Part

/el Bl [

-

Add to: [Full Page =] ﬂ

Figure 6-6. Importing a web part to a page
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To deploy a web part to the site collection web part gallery:

1. Navigate to the top-level site and click Site Actions — Site Settings, and then
click Web Parts under the Galleries heading in the middle of the page. (In
MOSS, click Site Actions — Site Settings - Modify All Site Settings.)

2. Click Upload to upload the web part from your WebParts folder. SharePoint dis-
plays the edit item page for the new web part.

3. Complete the page and click OK. SharePoint adds the web part to the site gallery.

Web parts in the site gallery show up in the Add Web Parts page when a user clicks
on the Add a Web Part link.

It’s not a good idea to deploy custom Data View web parts to the site
gallery, since they can’t be used outside of their source site; use import
instead. You'll learn how to create custom web parts that are useful
across the site collection in the next section.

Creating Client-Side Web Parts

You can do a lot with SharePoint Designer, and you might be tempted to use it to
add formatted text, tables, and other types of content to SharePoint pages. Don’t do
it. One of the biggest benefits of SharePoint is the ability to edit pages through the
web browser, and editing pages in a designer ignores that benefit, harms perfor-
mance, and can break pages. Instead, use one of the web parts listed in Table 6-4 to
include custom content.

Table 6-4. Web parts used for including custom content

Web part Use to

Content Editor Add formatted text, HTML controls, JavaScript, Flash animations, etc.
Page Viewer Display a page, file, or folder from another location in an IFrame.
XML Web Part Render XML output using an XSL transformation.

Once you create your web part, you can export it, then deploy it for reuse as
described in the preceding section. I call these client-side web parts because any code
they include runs on the client—you can’t include ASP.NET code or access the
SharePoint object model, but you can still do a lot.

Including Repeated Elements

Use the Content Editor to include an element on multiple pages. You can import
HTML files using the Content Editor, so you can store your element one place and
use it throughout a site collection. To see how that works:
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1. Navigate to the top-level site and create a library named “Includes.” Use these
settings: Display this document library on the Quick Launch? No; Document
Template, None.

2. Check the library’s Permissions settings to verify that all users of the site collec-
tion have Read permission.

3. Create an HTML file named main_nav.htm on your desktop and upload it to the
library. (The code for main_nav.htm is shown later.)

4. Add the Content Editor web part to a test page using the following property

settings.
Section Property Set to
Top Content Link http://www.somecompany.com/includes/main_nav.htm
Appearance Title Main_Nav

Chrome Type None

Use your site’s URL in the Content Link property. Here is the code for main_nav.htm:

<!-- main_nav.htm -->

<script type="text/javascript">

var root = document.domain;

var src = "<a href="http://root/"'>home</a>&nbsp; |&nbsp;<a href="http://root/pages/
info.aspx'>info</a>8nbsp; |&nbsp;<a href="http://root/pages/faq.aspx'>fag</a>
&nbsp; |8nbsp;<a href="mailto:contact@somecompany.com?Subject=More information'>
contact</a>"

document.write(src.replace(/root/g, root));

</script>

The Replace method in the JavaScript code ensures that the links on the page work
wherever the web part is used. Hardcoding the domain would be a little simpler, but
SharePoint servers sometimes have multiple domain aliases. Figure 6-7 shows the
web part in action.

Home > pages > page2

=1 Content Editor Test

Content Editor web part

home | info | fag | contact = i 1
. @ main_nav ! MEW

Changes to main_nav.htm appear everywhere web part is used

Figure 6-7. The Main_Nav web part gets its content from the Includes library
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Because Main_Nav is linked to a file, any changes to that file automatically appear
anywhere that the web part is used. To reuse the web part:

1. Export the Main_Nav web part from the test page.

2. Upload the exported file to the web part gallery.

3. Add the web part to the other page.

Including Images and Flash Animations

The Content Editor web part also makes it easy to include images that link to an
address. For example, to add a logo to the Main_Nav web part:

1. Upload a logo to the Includes library that you created in “Including Repeated
Elements” earlier.

2. Add an Img element to main_nav.htm as shown here:

<!-- main_nav.htm -->

<script type="text/javascript">

var root = document.domain;

var src = "<a href="http://root/'><img src="http://root/includes/logo_small.bmp’
style="border:0"' alt="'Home's<br>home</a>8nbsp;|&nbsp;<a href="http://root/pages/
info.aspx'>info</a>8nbsp; |&nbsp;<a href="http://root/pages/faq.aspx'>fag</a>
&nbsp; |8nbsp;<a href="mailto:contact@somecompany.com?Subject=More information'>
contact</a>"

document.write(src.replace(/root/g, root));

</script>

Adobe Flash animations can also be included using the same technique:

1.
2.

3.
4.

Upload the animation file to the Includes library.

Upload an HTML file that has the necessary JavaScript and Object elements to
run the animation.

Create a Content Editor web part that references the HTML file from step 2.

Export the web part and reuse it as needed.

Here’s an example of the HTML tags for a Flash animation:

<!-- flash.htm -->

<script type="text/javascript">

var root = document.domain;

var src = "<object classid='clsid:D27CDB6E-AE6D-11cf-96B8-444553540000'
codebase="http://download.macromedia.com/pub/shockwave/cabs/flash/swflash.
cab#version=7,0,19,0" width="424" height="179" title='Do your part'><param
name="movie' value='http://root/Flash/scientisti.swf' /><param name='quality’
value="high' /><embed src="http://root/Flash/scientist1l.swf' quality="high'
pluginspage="http://www.macromedia.com/go/getflashplayer' type="application/x-
shockwave-flash' width="424" height="179'></embed></object>"
document.write(src.replace(/root/g, root));

</script>
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Displaying Pages in Frames

The Page Viewer web part creates an [Frame on the page that can display a web page
from any valid address. When the user clicks on links within a Page Viewer web part,
the destination page is displayed within the same IFrame. In other words, use the
Page Viewer to display a page without navigating away from the surrounding page.

The Page Viewer is useful when working with external tools, such as Google. To cre-
ate the Google search sample:
1. Create a search page named gsearch.htm on your desktop.

2. Upload the sample to the Includes library you created earlier in “Including
Repeated Elements.”

3. Create a Page Viewer web part on a test page with the following property settings.

Section Property Setto
Top Link http://www.somecompany.com/includes/gsearch.htm
Appearance Title Google Search

Height 2024 Pixels

Chrome Type None

I set Height very large so that the Page Viewer does not display a scroll bar when the
results are returned from the search. Otherwise, you wind up with two scroll bars on
the right: one for the page and one for the web part. Very confusing!

Here is HTML for gsearch.htm:

<!-- GSearch.htm -->
<form method="get" action="http://www.google.com/custom" target="_self">
<table border="0" bgcolor="#ffffff">
<tr>
<td nowrap="nowrap" valign="top" align="left" height="32">
<a href="http://www.google.com/" target="google_window">
<img src="http://www.google.com/logos/Logo 25wht.gif" border="0" alt="Google"
align="middle"></a>
</td>
<td nowrap="nowrap">
<input type="hidden" name="domains"
value="www.usingsharepoint.com;msdn.microsoft.com">
<input type="text" name="q" size="50" maxlength="255" value="">
<input type="submit" name="sa" value="Search"> </td>

</tr>
<tr>
<td>&nbsp;</td>
<td nowrap="nowrap">
<table>
<tr>

<td><input type="radio" name="sitesearch" value="">
<font size="-1" color="#000000">WWW</font> </td>
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<td>
<input type="radio" name="sitesearch" value="www.usingsharepoint.com"
checked="checked"></input>
<font size="-1" color="#000000">This site</font> </td>
<td>
<input type="radio" name="sitesearch"
value="msdn.microsoft.com/library"></input>
<font size="-1" color="#000000">MSDN</font> </td>
<td></td>
</tr>
</table>
<input type="hidden" name="client" value="pub-6777259683278720">
</td>
</tr>
</table>
</form>

A w
You can’t include gsearch.htm in a Content Editor web part; the Con-
tent Editor doesn’t allow Form elements!

Figure 6-8 shows the Google search sample in action.

Home > pages > page3d

| page3

GOL)Sle [Essential SharePoint _Search |

¥ Search the Web ' Search www_.usingsharepoint.com
Search msdn.microsoft.com

Web Results 1 - 10 of about 994,000 for Essential SharePoint. (0.17 seconds)
SharePoint 2007 Solutions Sponsored Link Sponsored Links
www.sharepoint360.com SharePoint for Project Management File Sharing & .

Team Collaboration Sharepoint

Run your Business from Virtually
Anywhere. Get More Information.

Tip: Save time by hitting the return key instead of clicking on "search i Mtk s

Amazon_co_m. Ess.entlal Sha_re_pomt._Books_ Jeff Webb Essential Sharepoint
Amazon.com: Essential Sharepoint: Books: Jeff Webb by Jeff Webb. By Jeff Webb. Only 519.77
www amazon com/Essential-Sharepoint-Jef-\Webb/dp/0596008805 - 132k - Mar et o

= Qualified orders over $25 ship free
= =
23, 2007 - Cached - Similar pages ot e

Figure 6-8. The Page Viewer displays the results on the containing page

One of the annoyances of working with IFrames is that they tend to “drill down”
visually. If you click on the Amazon link in Figure 6-8, you’ll get the Amazon naviga-
tion bar displayed in the frame; and if you keep clicking around, the usable space
gets smaller and smaller. You solve that in two ways:

* Display the results in a new window.

* Provide navigation that resets the [Frame.
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To open a new window from an IFrame, change the target of the embedded Form ele-
ment. For example:

<!-- GSearch.htm -->

<form method="get" action="http://www.google.com/custom" target="_GoogleWindow">
To control the navigation within the IFrame, add a Content Editor web part to the
page with the following HTML.:

<a href="#" onclick="window.history.back()"><</a>&nbsp;

<a href="http://www.somecompany.com/includes/gsearch.htm"

target="MSOPageViewerWebPart_WebPartWPQ2">Restart</a>&nbsp;

<a href="#" onclick="window.history.forward()">></a>
The middle link targets the Page Viewer’s I[Frame on the page. SharePoint creates the
IDs for all of the elements on a page, but you can find their IDs by selecting View
Source and searching for the IFrame. That ID may change if you add web parts to the
page, so be sure to recheck it after any changes.

v
NN

Using [Frames on a web part page is not for everyone. If you use this
approach, don’t allow others to change the page. Any web parts they
1kt add will usually change the ID of the Page Viewer web part and break
" the link between the IFrame and its source.

Performing XSL Transformations

Use the XML Web Part to render XML data as a table on a web page. You can work
with any XML data source, so if you are an XSL wizard, this is a powerful tool. You
can combine this web part with the stsadm.exe utility to produce customized admin-
istration pages for SharePoint site collections. To create the Intranet Administration
sample:

1. Run the following command line on the server to create an XML file containing
information about all of the site collections:
stsadm -o enumsites -url http://www.somecompany.com/ > intranet.xml

2. Upload the resulting intranet.xml to the Includes library you created earlier in
“Including Repeated Elements.”

3. Create intranet.xsl (shown later) and upload it to the Includes library.

4. Create an XML Web Part on a test page with the property settings listed in the
following table.

Section Property Setto
Top XML Link http://www.somecompany.com/includes/intranet.xml
Top XML Link http://www.somecompany.com/includes/intranet.xsl
Appearance Title Intranet Administration

Chrome Type Title Only
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The Intranet Administration sample builds a table out of the enumsites output that
includes links to set permissions, monitor usage, and apply themes to sites, as shown
in Figure 6-9.

Intranet Administration

URL Owner Secondary Owner Users Uzage Theme
http://usingsharepoint.com:2007 USINGSHAREPOINTjeff USINGSHAREPOINTYadministrator ﬁ m
http://usingsharepoint.com:2007/projects/temp USINGSHAREPOINT\jeff USINGSHAREPOINT\administrator & m
http://usingsharepoint.com:2007/projects/temp2 USINGSHAREPOINT \jeff @ ﬂ
http://usingsharepoint.com:2007/sites/legal USINGSHAREPOINT\jeff <] i}
http://usingsharepoint.com:2007/sites/temp USINGSHAREPOINT\jeff & ii]
http://usingsharepoint.com:2007/sites/temp2 USINGSHAREPOINT\administrator USINGSHAREPOINTjeff m ﬁﬂ

Figure 6-9. The Intranet Administration XML sample in action

The transform is performed by the following XSL.

<!-- intranet.xsl --»>
<xsl:stylesheet version="1.0" xmlns:xsl="http://www.w3.0rg/1999/XSL/Transform">
<xsl:template match="/">
<html>
<body>
<table cellspacing="5" cellpadding="0">
<tr>
<td>URL</td>
<td>Owner</td>
<td>Secondary Owner</td>
<td>Users</td>
<td>Usage</td>
<td>Theme</td>
</tr>
<xsl:for-each select="Sites/Site" >
<xsl:sort select="@Url" />
<tr>
<td>
<xsl:element name="a">
<xsl:attribute name="href">
<xsl:value-of select ="@Url" />
</xsl:attribute>
<xsl:value-of select ="@Url" />
</xsl:element>

</td>

<td>
<xsl:value-of select ="@Owner" />

</td>

<td>
<xsl:value-of select ="@SecondaryOwner" />

</td>

<td>

<xsl:element name="a">
<xsl:attribute name="href">
<xsl:value-of select ="@Url" />
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<xsl:text>/_layouts/1033/user.aspx</xsl:text>
</xsl:attribute>
<img src="@Url/ layouts/images/allusr.gif" border="none" />
</xsl:element>

</td>
<td>
<xsl:element name="a">
<xsl:attribute name="href">
<xsl:value-of select ="@Url" />
<xsl:text>/_layouts/1033/UsageDetails.aspx</xsl:text>
</xsl:attribute>
<img src=" layouts/images/icaspx.gif" border="none" />
</xsl:element>
</td>
<td>
<xsl:element name="a">
<xsl:attribute name="href">
<xsl:value-of select ="@Url" />
<xsl:text>/_layouts/1033/themeweb.aspx</xsl:text>
</xsl:attribute>
<img src="_layouts/images/sts site16.gif" border="none" />
</xsl:element>
</td>
</tr>
</xsl:for-each>
</table>
</body>

</html>
</xsl:template>
</xsl:stylesheet>

v
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To automate updates to the data, add the stsadm command as a sched-
uled task on the server.
&

Filtering Lists and Libraries in MOSS

The filter web parts included in MOSS limit what is shown on a page. You can use
them in three main ways:

* Show personalized results based on the current user.
* Allow users to limit what is shown by entering their own filter criteria.
* Automate what is shown based on a passed-in query string.

The following sections demonstrate each of these techniques using the filter web
parts. These web parts are available only in MOSS.
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Filtering Based on the Current User

The Current User Filter web part is similar to using [Me] to filter a view of a list. The
web part filter can apply to multiple items on a page, however, which is easier than
creating individual views.

To see how that works:

1. Navigate to a sample site containing a document library and a task list.

2. Create a test page, and add the document library and task list to it as web parts.
3. Add the Current User Filter web part to the page.
4

. On the web part toolbar, click edit -+ Connections — Send Filter Values To —
Tasks. SharePoint displays the Configure Connections dialog box.

5. Select the Consumer Field Name Assigned To and click Finish. SharePoint
applies the filter to the Tasks list.

6. Repeat step 4 for the document library.

7. Select Consumer Field Name: Modified By in the Configure Connections dialog
box and click Finish. SharePoint applies the filter to the document library web part.

Figure 6-10 shows the Current User Filter web part in action.

5, Add a Web Part

Tasks edit v [ %
Title ) Assigned To'W

1 -
Test task ! HEW WOMBATE\Administrator

= Add new item

Documents edit ~ | X

Type  Name ) Modified By W

I@J Docl [ Hew WOMBATS \Administrator

I@‘] Doc2 § HEW WOMBATS \Administrator h SRS

I!E_l_-'] Doc3 ! HEwW WOMBATE\Administrator e,

[ Add new document

G Current User Filter edit~ | %
nding values to: .

Tasks

Documents

Filter applies to both Tasks and Documents

i) @ This is a context filter.

Shown in Edit mode; filter web part is hidden in reqular mode

Figure 6-10. Filtering multiple web parts on a page by current user

The filter applies only to columns that are visible in the web part. That’s why only the
Type and Modified By columns showed up in the Consumer Field Name drop-down for
the document library. If you want to filter on Created By or some other column, you
have to add that column to the view displayed in the Documents web part.
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Creating Custom Filters

The Choice, SharePoint List, and Text Filter web parts accept filter values selected by
the user. Use these web parts in conjunction with the Filter Actions web part to cre-
ate pages that the user can filter however he pleases.

To see how that works:
1. Navigate to the same sample site used in the preceding section and create a new
test page.
2. Add the Task list, document library, and Text Filter web parts to the page.

3. On the Text Filter web part toolbar, click Open on the tool pane and name the
filter Sample Text Filter. Click OK to close the tool pane.

4. Connect the Text Filter to the Documents and Tasks web parts as described in
the preceding section. Click Exit Edit Mode when done.

5. The text filter lets the user type in a name to see tasks and documents that relate
to that user, as shown in Figure 6-11.

Documents *®
Type Name ) Modified By 5

i@_‘] Docl ] HEw WOMBATS \Administrator

W) Docz!rew WOMBATS \Administrator

@ Doc3 ! Hew WOMBATE\Administrator

E Add new document

Tasks
Title ! Assigned To
Test task ! new WOMBATS \Administrator

E Add new item

Sample Text Filter
Iwumbats\administramr e

Type filter value and press Enter to see results

Figure 6-11. A text filter in action

The text filter is not case-sensitive, but it must otherwise exactly match. There are no
wild-card characters or partial matches. A better way to create the sample in
Figure 6-11 is to use the SharePoint List Filter web part, which looks up its filter val-
ues from a list. To make that change:

1. Delete the Sample Text Filter web part and add a SharePoint List Filter to the page.
2. Use the following property settings for the new SharePoint List Filter web part.

Section Property Setto

Top Filter Name Sample List Filter
List Documents
View All Documents
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Section Property Set to
Value Field Modified By
Description Field Modified By

3. Connect the filter web part to the Documents and Tasks web parts.

4. Click Exit Edit Mode when done. The Sample List Filter now displays a list of fil-
ter choices when you click the filter button, as shown in Figure 6-12.

Sample List Filter Click here to choose a filter
WOMBATGeff | (=%

Documents

Type  MName ) Modified By W
. B 5 . = il . select Filter Value(s)
B cho3!mew WOMBATS jeff ﬁ—

= Add new document

Tasks

Title _) Assigned To T

There are no items to show in this view of the "Tasks” list. To create a new item

& Add new item

............... OK Cancel

Click OK to apply filter to the web parts

Figure 6-12. A SharePoint list filter in action

The other filter web parts work in a similar way. With all filter web parts, you should
remember the following limitations:
* You must name the filter before you can connect it to other web parts.

* Once connected, you can’t change certain filter properties. To change those
properties, disconnect the filter, change the properties, and then reconnect.

* Web parts can only connect to one filter at a time.

Saving Filter Options

The preceding sample looks up the filter choices from the Modified By column of the
Documents library to display only the documents and tasks for a specific user. If you
navigate away from the page and then return to it, the selection is cleared and all of
the documents and tasks are displayed. To allow the filter to be saved:

* Add a Filter Actions web part to the page.

The Filter Actions web part displays a button that allows the user to apply the filter
and a checkbox that enables the user to save the filter as the default when she returns
to the page later, as shown in Figure 6-13.
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WOMBATG\eff | &

Apply Filters . X
Either control can be hidden and the button
named can be changed

¥ save as my defaults

Documents -
Type Mame _}Modified By
B cho3 ! e WOMBATE jeff

= Add new document

Tasks ™

Title ' Assigned To W

There are no items to show in this view of the "Tasks" list, To create a new item, dick "Add new item” below,

& Add new item

Figure 6-13. Saving a filter using the Filter Actions web part

The Filter Actions web part applies all of the filters on the page, so it’s a way to per-
form multiple filter operations with one click.

Using Passed-in Filters

The Query String Filter web part reads its filter value from a parameter passed to the
page as a query string. Use it to automatically filter a page based on a link or value
from another page. To see how it works:

1. Create a new test page and add Task, Documents, and Query String Filter web
parts.

2. Use the property settings defined in the following table for the Query String Fil-
ter web part.

Section Property Setto
Top Filter Name Sample QueryString
Query String Parameter Name Filter

3. Connect the Query String Web part to the Task and Documents web parts and
then click Exit Edit Mode.

4. Change the URL in the address bar to apply a filter, as shown in Figure 6-14.
In Figure 6-14, the URL is http://wombat6/samples/page3.aspx filter=wombat6\jeff.

So, the filter only displays the documents and tasks for the user wombat6\jeff. By
generating different query strings, you can have the same page display different
results depending on how you link to it.
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Filters web parts

[ http:fjwombats jsamples pages/page3 aspxPfiter —wombatbyeff  avees =] .f-;;‘,...ix._]_ ______ Passed-in query string
Documents -
Type  Mame Modified By P

B cho3 ! e WOMBATE\jeff

[ Add new document
® 4

Tasks H g
x4 Title ) Assigned To 3

There are no items to show in this view of the "Tasks™ list. To create a new item, dick “Add new item” below.

E Add new item . L .
Query string filter web part is hidden in regular mode

5 Query String (URL) Filter &~ edit = | %
ST

Tasks

Documents

iy @ This is a context filter.

Figure 6-14. The Query String Filter web part in action

Connecting to Data with WSRP in MOSS

The MOSS WSRP web part displays results from web services that implement the
Web Services for Remote Portlets (WSRP) standard. WSRP generates HTML markup
fragments rather than the unformatted XML that most web services provide. The
HTML markup is easier to display on a web page.

To use WSRP from SharePoint:

1. Add a TrustedWSRPProducers.config file (shown later) to this location on the

SharePoint server:
C:\Program Files\Microsoft Office Server\12.0\Config\

2. Run iisreset.exe on the server.

3. Add the WSRP web part to a page and select the service to use.

This sample configures the NetUnity WSRP producer demo for use on the server:

<!-- TrustedWSRPProducre.config -->

<Configuration xmlns="http://schemas.microsoft.com/office/sps/2005/WSRP/
Configuration" ProxyAddress="http://wombat6:80">

<Producer Name="NetUnity" AllowScripts="true">
<ServiceDescriptionURL>http://wsrp.netunitysoftware.com:80/WSRPTestService/
WSRPTestService.asmx</ServiceDescriptionURL>
<RegistrationURL>http://wsrp.netunitysoftware.com:80/WSRPTestService/WSRPTestService.
asmx</RegistrationURL>
<MarkupURL>http://wsrp.netunitysoftware.com:80/WSRPTestService/WSRPTestService.asmx</
MarkupURL>

<PortletManagementURL>http://wsrp.netunitysoftware.com:80/WSRPTestService/
WSRPTestService.asmx</PortletManagementURL>

<!--SsoApplication Name="NetunityWSRP"/-->

</Producer>

</Configuration>
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Modifying Master Pages

SharePoint defines the layout, web zones, navigational web parts, and styles used on
pages through the site’s master page. Modify a site’s master page to change:

* The appearance of a site

* The navigational web parts used throughout the site

How you make those changes depends on whether you have MOSS or WSS. In
MOSS, you can select from a list to swap the default master page to one of the other
designs. In WSS, you must edit the default master page to make changes. The follow-
ing sections cover each of those approaches.

Swapping the Master Page in MOSS

In MOSS, you can swap the master page of a site to quickly change its appearance.
These changes are similar to applying a theme to the site, but they go deeper because
they change the page layout and the navigational web parts as well as the styles and
fonts.

To change the appearance of the top-level portal site:

1. Navigate to the top-level site and click Site Actions — Site Settings — Modify All
Site Settings, and then click “Master page” under the Look and Feel heading.
SharePoint displays the Master Page Settings page.

2. In the Site Master Page section, select “OrangeSingleLevel.master” as shown in
Figure 6-15.

3. Scroll to the System Master Page section, select “OrangeSingleLevel.master,” and
click OK. SharePoint changes the layout and styles used on the pages in the site.

I chose the OrangeSingleLevel master page because it is the most radical departure
from the default layout. There’s no overlooking the difference! The Site Master Page
setting controls the appearance of the publishing pages, whereas the System Master
Page setting controls the appearance of list and library pages.

In the top-level portal site, the publishing pages are stored in the Pages folder. The
main home page (default.aspx) is a publishing page. The list and library pages
include the views, new item form, edit form, and so on. The master page settings do
not change the appearance of the settings pages.

Please use a consistent look and feel throughout your entire portal. It’s best to pick a
single master page and set it as your Site Master Page and System Master Page at the
top-level site, and then inherit that setting in all the subsites.
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Home > Site Settings > Site Master Page Settings

Site Master Page Settings

Use this page to review current settings or to assign a different Site Master Page, System Master Page or Alternate ©55 URL for this site. Show me more information,
Site Master Page

The site master page will be used by all publishing pages. Choose the first button to ¥ tninerit ste master pace i e et il st

inherit the site master page for this site from the parent site, Choose the second radio 1% Spedify a master page to be used by this site and all sites that
button to select a unique master page for this site, Chedk the box to apply this setting inherit from it,

to all sub-sites.

I OrangeSinglelevel.master ;I

This section controls the appearance of
./Pages/Default.aspx and other publishing pages

Provides a top navigation bar that shows a single level of
navigation and a vertical navigation section that does notincude
flyouts, and presents them by using an orange color scheme

[T Reset all subsites to inherit this Site Master Page setting
System Master Page

el I _ .
Uge the system master page for all forms and view pages in this site. Click the first VSR VTR e B R Pl

option to inherit the system master page of the parent site, Click the second option to i selecta system master page for this site and its subsites to inherit.
select a unique master page. Select the check box to apply this setting to all subsites.

This section controls list views, new item forms,
edit item forms, etc.

Provides a top navigation bar that shows a single level of
navigation and a vertical navigation section that does not indude
flyouts, and presents them by using an orange color scheme

[T Reset all subsites to inherit this system master page setting

Figure 6-15. Changing the master page in MOSS

Editing the Master Page

WSS doesn’t provide a way to quickly swap master pages. Each site has one master

page, and the only way to change it is to edit that page. There are two ways to edit
SharePoint master pages:

* Download the page from the master page gallery, make your changes in a text
editor, and then upload the file. This approach gives you the most control and
doesn’t require special tools.

* Open the master page directly from the gallery using SharePoint Designer. This
approach is a little simpler but requires SharePoint Designer.
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SharePoint master pages are similar to ASP.NET 2.0 master pages, but
you can’t edit them using your development tools—Visual Studio
1+ 2005 doesn’t support opening SharePoint web sites!

Whenever you edit master pages, it’s a good idea to first create a test site in which to
make your changes. Once the edits are final, you can deploy the new master page to
the target site’s gallery.

To edit a master page using the download approach:

1. Create a MasterPages folder on your computer.

2. Create a test site using the same site template as the target site. The target site is the
site where you will deploy your final master page when you are done with the edits.

3. Click Site Actions — Site Settings, and click “Master pages” under the Galleries
heading in the middle of the page. SharePoint displays the Master Pages Gallery.

4. Click the default.master page’s Edit menu and select Send To — Download a
Copy, and download the file to the MasterPages folder.

5. Open the file in Notepad and make your changes.
6. Upload the changed file to the Master Pages Gallery.

Uploading creates a new version of the master page in the gallery. If the changes you
made broke anything, you can revert to the previous version by following these steps:

1. Navigate to the Master Page Gallery, click the page’s Edit menu, and select Ver-
sion History.

2. Click on the version to restore and then click “Restore this version” on the toolbar.
To edit a master page using SharePoint Designer:

1. Navigate to the Master Pages Gallery, click the page’s Edit menu, and select Edit
in Microsoft Office SharePoint Designer. SharePoint opens the file in SharePoint
Designer.

2. Make your change and save the file. SharePoint Designer saves a new version of it.

What kind of changes can you make? It’s best to start small and work your way up.
The following change (shown in bold) displays lists and libraries as cascading menus
in the Quick Launch:

<SharePoint:AspMenu
id="QuickLaunchMenu"
DataSourceId="QuickLaunchSiteMap"
Tunat="server"

Orientation="Vertical"
StaticDisplaylevels="1" <!-- was 2 -->
ItemWrap="true"
MaximumDynamicDisplaylevels="1
StaticSubMenuIndent="0"
SkipLinkText="">

<l-- was 0 -->
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Figure 6-16 shows the change in action.

View All Site Content

Documents 4
Lists .3
Discussions »
Sites b = Gallery
People and Groups = Essential SharePoint
= 2007
2] Recycle Bin
= Blog Site

Figure 6-16. Changing default.master to display cascading menus on Quick Launch

Deploying Master Pages

Once the edits to the master page are final, you can deploy the master page to indi-
vidual sites or to the entire server.

To deploy a master page to an individual site:

1. Download the file to your MasterPages folder.

2. Upload the file to the target site’s Master Pages Gallery.
To deploy a master page to the server:

1. Download the file to your MasterPages folder.

2. Copy the file to this location on the server:

C:\Program Files\Common Files\Microsoft Shared\web server extensions\12\
TEMPLATE\GLOBAL

3. Refresh one of the affected pages in your browser to see the change; you don’t
need to run iisreset.exe on the server.

The preceding location is for the master pages provided by WSS. The additional
master pages provided by MOSS are stored at:

C:\Program Files\Common Files\Microsoft Shared\web server extensions\12\
TEMPLATE\FEATURES\PublishingLayouts\MasterPages

SharePoint includes two main master pages in the GLOBAL folder:
* default.master is used by most site templates (Team Site, Blank Site, etc.).
* mwsdefault.master is used by the meeting workspace site templates.

The mwsdefault.master page includes a set of page tabs at the top that are tied to the
meeting workspace site template. You can’t use that master page from other types of
sites, and if you swap the master page of a meeting workspace to one of the MOSS
master pages, you'll lose that tab feature.
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MOSS includes the following additional master pages in the MasterPages folder.

Master page Color scheme Quick Launch Link bar
BlackBand.master Black Yes Yes
BlackSingleLevel.master Black background Yes Yes
BlackVertical.master Black Yes No
BlueBand.master Blue Yes Yes
BlueGlassBand.master Blue Glass Yes Yes
BlueTabs.master Blue Yes Yes (as tabs)
BlueVertical.master Blue Yes No
OrangeSingleLevel.master Orange Yes Yes
Best Practices

Convert List Views to Data Views in SharePoint Designer to fully customize their
appearance.

List Views can’t be exported as web parts; Data Views can and are therefore eas-
ier to reuse throughout a site.

Use the Content Editor web part to include HTML snippets on multiple pages.
Use the Page Viewer web part to display HTML that includes Form elements.

Use master pages to customize the appearance of your portal. Sometimes this is
referred to as rebranding. The two other techniques for rebranding (site theme
and cascading style sheets) are covered in Chapter 3.

From a design standpoint, it’s best to pick a single master page and set it as your
Site Master Page and System Master Page at the top-level site, and then inherit
that setting in all of the subsites.
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CHAPTER 7
Creating My Sites, Blogs, and Wikis

My Sites, blogs, and Wikis fall into an area called personalization features—teatures
tied to a user’s identity, which help maintain the user’s presence on the Web. Man-
agers often ask why SharePoint includes these features, and then they ask me to dis-
able them: the last thing they want is for an employee to start a blog. I understand
that point of view, but I feel the benefits of these sites outweigh the risks. Specifically:

* My Sites can replace personal storage on network drives and provide communi-
cation across teams and projects.
* Blogs allow subject experts to share their knowledge.
* Wikis are a way to easily create online Help, reference, and employee resources.
SharePoint is all about leveraging the community to get work done and share the

results. In this chapter, I'll cover applications for these site types and describe how to
control their use.

A w
o My Sites are only available in MOSS.
as
wh .
T

Creating My Sites in MOSS

My Sites define your identity on the intranet. They are a place to share information
that doesn’t fit neatly into a project or department site. They are also a great place to
prototype lists and experiment with SharePoint. Many companies provide network
drives for files that users need to share, and My Sites are a great way to replace those.

As employees become proficient at using SharePoint, they can extend their use of My
Sites to fill these advanced needs:

* Create their own portal for accessing internal and external resources.
* Find subject area experts within the company.

* Locate the correct person to talk to in other departments or locations.
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To create your My Site:

1. Click the My Site link at the upper-right corner of any page. SharePoint creates
the site if it does not already exist.

2. Once the site is created, SharePoint takes you to the site and displays a dialog
box asking if you want to link your Office applications to the site. Figure 7-1
illustrates the process.

Al Sites - D AdvancedSeare. e, . .
l =l .., Click here to create your My Site
s - H
Ew My Site :
- WOMBAT6\Jeff [ set as default My Site | Create Blog
Get Started with My Site i My Calendar *:
= Describe yourself and help others find you and know what you do T ——
= Identify the people you know and work with to put your personal Outlook Web Access server,
network to good use open the tool pane and then
= Upload your picture to help others easily recognize you at mestings type the URL in the Mail
Eelpiectas server address text box.
= Customize this page by adding or removing web parts to get mere
out of your My Site Colleague Tracker =
- - Configure My Site for Microsoft Office 22¢ef ons.
Discussio ) _ i
Swreys Microsoft Office can remember your My Site to synchronize documents stored here in Outloak and to shaw it when opening and
= saving files. Do you want Office to remember this site (hitp://wombats fpersonal flefff)? Only select 'yes' if you trust this site.
es
I e [ — Click Yes to link

T T Office to this site

Find all documents by WOMBATS\Jeff
Documents

There are no items to show in this view,

Tasks

There are no items to show in this view.

Figure 7-1. Creating a My Site

Clicking Yes in the dialog box in Figure 7-1 adds the site to the default list of save
locations in Office applications.

Using My Sites for Training

The next steps for setting up the site are described on the home page under the head-
ing “Get Started with My Site.” Just click on the links and complete the tasks. When I
train folks, I walk them through setting up their My Sites in class, and I've learned to:

* Bring a camera. I take head shots of everyone at the break and upload the pic-
tures myself. It’s a way to control what pictures are put up and to keep track of
who I've trained.

* Have the class fill out their Profiles in class. It’s a good exercise and they enjoy it.

* Show how to upload public files to the Shared Documents library, and demon-
strate how others can see it. Then I show the Personal Documents library for pri-
vate information.
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* Stress the public nature of My Sites: don’t post anything you don’t want others
to see.

* Hand out diplomas at the end of training.

My Sites are a good place to teach SharePoint because each individual is the Admin-
istrator of his My Site. He can create new lists, libraries, and subsites; control access;
add web parts; and delete things.

Anything you can do with other SharePoint sites, you can do with My Sites. I won’t
repeat all those things here—the built-in instructions are pretty good. Instead, I'll use
the rest of this section to focus on controlling My Sites once they are in use. For all of
these remaining My Site tasks, you will have to be signed on as the SharePoint
Administrator.

Controlling Who Has a My Site

By default, all authenticated users can create a My Site. Of course, not everyone
needs one, and it’s a good idea to provide training before turning on the feature.
When rolling out SharePoint, I usually turn on My Sites for each department right
before I train it. That lets me use My Sites in class and helps prevent problems with
inappropriate material being posted in the meantime.

Another advantage of a department-by-department rollout is that it helps build a
base of users who can support one another. Try to find one or two potential power
users within each department and then channel books and other special training to
those users.

To authorize My Sites on a department-by-department basis:

1. Sign on to the server as the SharePoint administrator.

2. Navigate to the SharePoint Central Administration web site and click Shared Ser-
vices Administration — Shared Services on the left side of the page. SharePoint
displays the Shared Services Administration page (see Figure 7-2).

3. Click “Personalization services permissions” under the “User Profiles and My
Sites” heading. SharePoint displays the Manage Permissions page (see Figure 7-3).

4. Select the Authenticated Users group and click Remove Selected Users. Share-
Point removes the My Site feature for that general audience.

5. Click Add User/Groups and add the department Active Directory (AD) security
group to authorize. Select the “Create personal site” and “User personal fea-
tures” permissions as shown in Figure 7-4, and then click Save. SharePoint
authorizes My Sites for members of the AD security group.

[ authorized the IT department to have personal sites first in Figure 7-4. It’s not a bad
idea to train IT first so it can provide support as the other departments roll out.
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#4 shared Services Administration: SharedServices1

e

This Site: Shared Services Adrr;[

)

)

Home

RS S N

Wigw All Sike Content

Back to Central
Administration

Shared Services »
Administration

18 Recycle Bin

User Prafiles and My Sites

& User profiles and properties

o Profile services policies

8 My Site settings

& Trusted My Site host locations

@ Published lirks ko OFfics dlient applications
8 Personalization site links

8 Personalization services permissions

Search

8 Search settings

8 Search usage reports

Office SharePoint Usage Reporting

6 |Jsage reporting

Audiences

8 fudiences

Excel Services Settings

& Edit Excel Services settings

& Trusked file locations

& Trusted data connection libraries
& Trusted data providers

& User-defined Function assembliss

Business Data Catalog

8 Import: application definition
8 Visw applications
8 Visw entities

® Business Data Catalog permissions

& Edit profile page template

Figure 7-2. Use the Shared Services Administration to control personalization features

L tome.

Shared Services Administration: SharedServicesl = Manage Permissions

Manage Permissions: Shared Service Rights

igw All Sike: Content Use this page to control access ta Shared Service Rights

Back to Central

Administration | ‘3 Add Users/Groups | x Remove Selected Users | E Maodify Permissions of Selected Users

Shared Services
Administration

@ User/Group Name Rights
= SharedServicesl [ WOMBATG\Administratar

Manage Analytics, Manage Audiences, Manage User Profiles, Personal Features,
Personal Site, Set Permissions

= 2
ke trri e | AUTHORITYANETWORK Manage Analytics, Manage Audiences, Manage User Profiles, Personal Features,

—— SERVICE Personal Site, Set Permissions
Personalization

Services Permissions [ N AUTHORITY\Authenticated Personal Features, Personal Site
e —— Users

My Site Host

Permissions

My Site Reader
Permissions

I
Remove this group to disable My Sites for the general audience

Figure 7-3. Removing the My Site feature for all users

The “Create personal site” right in Figure 7-4 authorizes the user to have a My Site.
The “Use personal features” right displays My Site | My Links in the upper-right cor-
ner of pages. If users create a My Site and their permission is later removed, the site
continues to exist, but they do not have access to it.

Setting the Site Quota

My Sites have a storage quota of 100 MB by default. Once a user’s My Site site collec-
tion reaches 80 MB, she starts getting SharePoint emails alerting her that she’s near her
limit. Once she reaches 100 MB, she can no longer upload data or create new subsites.
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Add department groups individually to enable their My Sites

Shared Services Adminiskration: SharedServicesl > Manage Permissions

Add Users/Groups: Shared Service Rights

This pags is not encrypted for sscurs communication, User names, passwords and any other infyrmation will be sent in clear text. Far mars information,
please cantact your sdministratar,

7 choose Users UsersfGroups:|
|somecompanyhit

YU can enker person names, aroup names, or smal addresses, Separats tham with semi-
colons,

8, @
; Choose Permissions
Choose permissions ko assign ko these users/groups. If you add a user that already exists,
that user's rights wil be overwritten, _
™ Manage user profiles
[ Manage audiences
™ Manage permissions
™ Manage usage analytics

Figure 7-4. Authorizing a department to have My Sites
To change the quota:

1. Navigate to the SharePoint Central Administration web site and click Applica-
tion Management, and then click “Quota templates” under the SharePoint Site
Management heading. SharePoint displays the Quota Templates page (see
Figure 7-5).

2. Change the settings in the Storage Limit Values section and click OK. Share-
Point changes the quota.

You can also use this page to create new quotas, and then apply those quotas to sites
individually. To apply a quota to a site:

1. Return to the Application Management tab in SharePoint Central Administra-
tion and click “Site collection quotas and locks” just underneath the “Quota
templates” link. SharePoint displays the Site Collection Quotas and Locks page.

2. Select the address of a site collection to change and then select the quota tem-
plate as shown in Figure 7-6. Click OK when done.

The My Sites are stored in the Personal folder by default in SharePoint. Each My Site
is a site collection, and its URL matches the user’s AD account name. You can
change that location and naming convention by clicking the “My Site settings” link
on the Shared Services Administration page shown earlier in Figure 7-2.
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Quota Templates

Template Name

Edit an existing quota template, or create a
new template. For & new template, you can
start from a blank template or modify an
existing template.

Storage Limit Values

Specify whether to limit the amount of
storage available on a site, and set the
maximum amount of storage, and a warning
level, When the warning level or maximum
storage level is reached, an e-mail is sent to
the site administrator to inform them of the
issue,

Central Administration > Application Management > Quota Templates

Use thiz page to create or modify a quota template. Learn about configuring site quotas and locks.

% Edit an existing template
Template to modify

| Personal Site

(" Create a new quota template
Template to start from

I [new blank template]

New template name:

[V Limit site storage to & maximum of:

|1oo MB
V! send warning E-mail when site storage reaches:
EG] MB
Delete

OK Cancel

Figure 7-5. Changing the storage quota for My Sites

Site Collection
Select a Site Collection.

Site Lock Information

Site Collection:

Central Administration > Application Management > Site Collection Quotas and Locks

Site Collection Quotas and Locks

Use this page to change the quota template or individual quota values for a Web site collection, or to dear a lock set by an application or
caused by exceeding a quota. Learn about configuring site quotas and locks.

To define or edit a quota templates, use the Manage quota templates page.

http://

Web site collection owner:

Use this section to view the current lock status,
or to change the lock status,

Site Quota Information

Use this section to modify the quota template on
this Web site collection, or to change one of the
individual quota settings.

WOMBATEYeff
Lock status for this site:
£ Natlocked
L& Adding content prevented
' Read-only (blocks additions, updates, and deletions)
€ No aceess

Current quota template

Double-Sized My Site »¢

= Limit site storage to a maximum of:

I 200 MB
I 180 MB

2MB

JI S |

¥ send warning e-mail when site storage reaches:
Current storage used:

Select the site collection

Select a new template or

use individual quota
settings

Figure 7-6. Applying a new quota template to a site collection
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Managing Users’ My Sites

The objections I hear from management about My Sites relate to control: managers are
afraid users will post objectionable material, or waste their time writing personal blogs.
Those issues are nontechnical, really, but technology can certainly make the prob-
lem more noticeable. If a problem occurs, you can take several actions:

* Lock the user’s site to prevent access to it.

* Edit the user’s site to remove the objectionable material.

* Edit the user’s profile to remove objectionable settings in profile fields.

* Lock profile fields to prevent user edits.
To lock a site:

1. Navigate to the Site Collection Quotas and Locks page shown earlier in Figure 7-6.
2. Select “No access” in the Site Lock Information section and click OK. Share-
Point prevents access to the site for all users except Administrators.
To edit the user’s My Site:

1. Navigate to the Shared Services Administration page (refer to Figure 7-2) and
click “User profiles and properties” under the “User Profiles and My Sites” head-
ing. SharePoint displays the User Profiles and Properties page (see Figure 7-7).

2. Click View User Profiles. SharePoint displays a list of the profiles imported from
Active Directory.

3. Choose Manage Personal Site from the account’s Edit menu as shown in
Figure 7-8. SharePoint displays the user’s My Site Site Settings page.

4. Use the Site Settings page to make the required changes to the site.

Use the search fields in Figure 7-8 to find user profiles in large organizations. My
demonstration site only has three users; your list will certainly be longer.

To edit a user’s profile:
1. Click Edit on the account’s Edit menu shown earlier in Figure 7-8. SharePoint
displays the user’s profile properties in Edit mode.

2. Make your changes and click OK. SharePoint saves the changes.
To prevent user changes to profile properties:

1. Return to the Shared Services Administration page and click “Profile services
policies” under the “User Profiles and My Sites” heading. SharePoint displays
the Manage Policy page.

2. Click the items to change and select Edit Policy from the Edit menu as shown in
Figure 7-9.

3. Deselect the “User can override” checkbox and click OK. SharePoint changes the
profile property to read-only for all users.
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Shared Services Administration: SharedServices1 > User Profile and Properties

User Profiles and Properties

Use this page to manage user profiles, Learn more about user profiles and properties.

Profile and Import Settings
ij Use the below links to manage user profiles for this shared service provider.
|

Mumber of user profiles: 3

Import source: Specify source

Profile import status: Idle

Membership & BDC import status: Idle

Import time: Not imported

Import schedule (full): Dizabled (Click to configure)
Import schedule (incremental): Disabled (Click to configure)
Last log entry: The operation completed successfully.
Last import errors: (click to view log)

E Refresh

= Add user profile

= View user profiles

E Configure profile import

E Start full import

E Start incremental import

E View import connections

E View import log

User Profile Properties
E Uze the below links to manage the properties of user profiles,
I

Number of user profile properties: 46

Mumber of properties mapped: 21

E Add profile property
E View profile properties

Figure 7-7. Use this page to manage the import of profiles from Active Directory and to control
profile properties

Shared Services Administration: SharedServices1 > User Profile and Properties > View User Profiles

View User Profiles
Use this page to manage the user profiles in this Shared Service Provider, From this page you can also manage & user's personal site, Learn more about managing
user profiles.

Total number of user profiles: 3
Number of active user profiles: 3

Find users whose [ Account name =] starts with I |

| =i New Profile | x Delete | Wiew: IActlva Profiles ;I Go to page m of 1 ‘
] Account name Preferred name E-mail address
(| WOMBATS \Administrator WOMBATS \Administrator
m} [HOMEATE VefF 7] WOMBATS\Jeff
O WOMBATS \Trish 5 | Edt WOMBATS Trish
K | Delete
[ Manage‘Pe‘rsnnal“SiE E l

Figure 7-8. Managing users’ My Sites
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Shared Services Administration: SharedServices1 > Manage Policy

Manage Policy

Use this page to manage the policy for Profile Services, These settings will affect user profiles and My Sites,

MName Paolicy Default Visibility User Overridable
Memberships

SharePaint Site Enabled Everyone Yes

Distribution List Enabled Everyone Yes

My Colleagues

Colleagues on My Site Enabled Everyone Yes
Colleague Recommendations Enabled Everyone Yes
My Links

II.inh on My Site -~ | Enabled Everyone Yes
My Personalization Links 53 EditPolicy h_‘.,

Personalization Site Pinning Enabled Everyone No

User Profile Properties

Account name Required Everyone Mo

First name Optional Everyone No

Figure 7-9. Preventing user changes to profile properties

SharePoint imports user profiles from Active Directory, LDAP, or Business Data Cat-
alog. You can control how that import is performed from the User Profile and Prop-
erties page shown earlier in Figure 7-7. Changes to the user’s profile in SharePoint
aren’t exported back to those sources—provided imports are read-only.

Creating Blogs

A blog is a personal journal with comments from the audience. Entries are organized
chronologically, so the site owner doesn’t have to put a lot of thought into organiz-
ing or maintaining the site. Blogs are best suited for topic experts who want to teach
others—for example, Microsoft makes extensive use of blogs within MSDN.

R
s

If you want to learn about business applications for blogs, check out
Andy Wibbel’s Blogwild!: A Guide for Small Business Blogging (Portfo-
4* lio Hardcover) or Naked Conversations: How Blogs are Changing the
" Way Businesses Talk with Customers by Robert Scoble and Shel Israel
(Wiley).

Each My Site comes with a link in the top-right corner that allows the user to create a
blog (see Figure 7-10). These blogs are usually only visible to other employees within
the company.
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= Archive (Calandar)
= Add nw bnik Posted 8t 5140 AM b MEATE\Admwnmstraize | Permalink | Email th o
RSS Feed

Figure 7-10. Creating a blog from a My Site

After you create a blog, it appears on the public view of your My Site. You can see
the public view of your My Site by clicking on the My Profile tab as shown in
Figure 7-11.

a )
#5%4 my site Al Sites = 1]

@ - WOMBAT6\Administrator ikt Collnaring

Organization Hierarchy In Common with WOMBATG \ Trish

L WoMBAT6\Administrator You do ot share any managers, colleagues |
or memberships with this person,

View Al Site Content

Recent Blog Posts
April 03, 2007 Memberships
Welcome to your Blog!

Te begin using your site, click Create a Post under Admin Links to the right.
What is a Blog?

No memberships found.

A Blog is a site designed to help you share information. Blogs can be used as news sites,
journals, diaries, team sites, and maore. It is your place on the World Wide Web.

Blogs are typically displayed in reverse chronological order (newest entries first), and
consist of frequent shart postings. With this Bleg, it is also possible for your site visitors
to comment on your postings.

In business, Blogs can be used as a team communication tool. Keep team members in
touch by providing a central place for links, relevant news, and even gossip.

Posted By WOMBATGVAdministrator &t 4/3/2007 5:40 &AM | Permalink | Comments(0)

Figure 7-11. Others see your blog through the public view of your My Site

Word 2007 actually links to this blog so you can create posts directly
. from that Office application.
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Creating Blogs Without My Sites

If you are not using MOSS or if your organization blocks My Sites, you can still cre-
ate blogs. In this case, it is a good idea to create a site collection for the blogs and
then place all of them in that location. Appoint someone to administer the site col-
lection—that person will be responsible for creating new blogs.

To set up a collection for blog sites:

1. Create a site collection named “Blogs” using the Blank Site template and add all
authenticated users to the Visitors group and the administrator to the Owners
group.

2. Customize the home page of the site collection to display a list of the blogs and
to make it easy for users to request them.

3. Replace the Quick Launch on the left side of the page with a tree view, so users
can easily find blogs.

Figure 7-12 shows a sample site collection for blog sites with a customized home
page. A template for this site is included in the online samples for this book.

Customized task list accepts
new blog requests

Blogs Welcome Trish M. Webb =
#4 Blogs This Site 7] | B

m JeffsBlog = Trish's Blog

View All Site Content

Request a Bl
Site Hierarchy eq log m
New ~  Actions ~

@ §H 12fFs Blog

@ Triss Blog 0 Title Status J) Created By ‘
(] Request a Blog Flease create my blog site, ! Hew In Progress Trish M, Webb 6. E: "'
Instructions
Click Add new item in the list above to request your own blog.
Administrators can click here to create the blog.
Tree view displays all of the blogs Content editor web part displays

instructions and quick links to
simplify the tasks

Figure 7-12. Setting up a site collection to house user blogs

The blog site administrator (blogistrator?) follows these steps when he receives a new
site request:

1. Confirms that the user is allowed to have a blog.

2. Clicks on the link in the instructions to display the New SharePoint Site page.
3. Creates a new site using the Blog Site template.
4

. Add the requestor as the site owner. That page sends email notifying the user
that she is now the site owner.

5. Return to the blog home page and change the status of the request to Completed.
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I include these procedures to show how you might control blog site creation. You
may want to create your own procedure for approval and auditing of blog sites,
depending on how comfortable management is with the concept.

Requiring Approval for Comments

In public forums, it is a good idea to require approval for comments before they
appear on the blog. To do that:

1. Navigate to the blog site.

2. Click View All Site Content on the left side of the page.

3. Click Comments. SharePoint displays the list that holds the replies to the
author’s blog.

4. On the list toolbar, click Settings — List Settings, and then click Versioning Set-
tings under the General Settings heading.

5. Select Yes in the Content Approval section and click OK.

6. Return to the Comments list, click Actions — Alert Me, and create an alert to

notify the site owner when new comments are posted so she can approve or
reject them.

Blocking Blogs

The approach described in “Creating Blogs Without My Sites” is one way to control
who can have a blog and who cannot. If you want to prohibit blogging altogether,
there are a couple of approaches:

* Hide the Blog Site template to prevent new blogs from being created.

* Remove the Blog Site template to prevent new blogs and stop existing blog sites.
To hide the template:
1. Open the WEBTEMP.XML file from this location on the server:

C:\Program Files\Common Files\Microsoft Shared\web server extensions\12\
TEMPLATE\1033\XML

2. Change the Hidden property to TRUE as shown below (in bold).

<Template Name="BLOG" ID="9">
<Configuration ID="0" Title="Blog" Hidden="TRUE"
ImageUrl="/ layouts/images/blogprev.png" Description="A site for a person or
team to post ideas, observations, and expertise that site visitors can
comment
on." DisplayCategory="Collaboration" > </Configuration>
</Template>

3. Save the file and run iisreset.exe to load the changes.
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Hiding a template in WEBTEMP.XML removes it from the list of available site tem-
plates displayed when someone creates a new site.

To remove the blog template, comment out the Template element in WEBTEMP. XML,
as shown here:
<!-- JAW, 04/03/07: Removed Blog template.
<Template Name="BLOG" ID="9">
<Configuration ID="0" Title="Blog" Hidden="TRUE"
ImageUrl="/_layouts/images/blogprev.png" Description="A site for a person or
team to post ideas, observations, and expertise that site visitors can comment
on." DisplayCategory="Collaboration" > </Configuration>
</Template>
-->
Commenting out the template breaks any existing blog sites—users will get an error
if they try to navigate to a blog, so you should delete those sites when time allows.

Creating Wikis

Wikis are web sites that everyone can edit. Well, not everyone—just Contributors,
actually. Wikis are best used to collect content where there’s not just one expert.
Wikipedia is the largest and most successful example of a Wiki.

Wikis have several practical applications:

* Provide Help for custom applications.
* Create and publish HR assets such as employee handbooks and policies.
* Define terms and acronyms that are unique to your organization.
* Gather history and feedback on projects.
Wikis are suited for any situation where you have multiple authors for documents orga-

nized by topic. Most people think of Wikipedia, where everyone is a contributor, as the
model for Wikis, but the Contributors list can be one or two authors if you like.

To create a Wiki:

1. Navigate to the site collection where you want the site to reside. If the Wiki is for
a project, navigate to the project site.

2. Click Site Actions — Create, and then click Sites and Workspaces under the Web
Pages heading on the right.

3. Complete the New SharePoint Site page, select the Wiki Site template, and click
Create. SharePoint creates the Wiki site.

4. Click Site Actions — Site Settings, and then click People and Groups under the
Users and Permissions heading.

5. Add users who will contribute to the Wiki to the Members group. Add users
who will read the Wiki but not contribute to the Visitors group.
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When you create a new Wiki site, SharePoint automatically includes a home page and
a “How to use this site” page. Edit the home page to provide links to other pages in
the Wiki—it is the best place to organize the information in the Wiki. It’s a good idea
to link to the “How to use this page” on the home page so new users can get help.

To make these changes:

1. On the Wiki home page, click Edit in the upper-right corner of the page. Share-
Point switches the page to Edit mode.

2. Make the changes shown in Figure 7-13 (or similar changes), and click OK to
save them.

Using SharePoint 2007 > Quick Start > Wiki Pages > Home > Edit Item

Wiki Pages: Home

OK Cancel
X Delete Item * indicates a required field
Name * [Home
Wiki Content
B9 @ -]
AABIUSEEZE EIAM oM
QuickStarts for SharePoint 2007 =

X e You can get started and add content to any page by clicking Edit at the top of this page, or you can learn more by clicking [[How
Link to the built-in ———te-ts=thssit=|How to use this site]].

instructionson how  what is in this site?

to use a Wiki

Using SharePoint is easy, but some things aren't obvious. This guide is designed to get users up and running quickly, and te form
the basis for your own training.

Enclose page titles ————=- [[Getting Started]

. o Worki ith word|Word'
in brackets to link to Hiarking wih oratere!

ki h look look
those pages Ty oy ]
[[Creating a Blog|Blogs]]
Add a hyperlink to 4dd 5 paad]
the New Page form for
the Wiki

Figure 7-13. Editing the Wiki home page to provide navigation

There are very good instructions on how to link to other pages, add hyperlinks, and
make other edits on the “How to use this Wiki” Site page that comes with every new
Wiki, so I won’t repeat those here.

Organizing a Wiki

A Wiki site contains one Wiki Page library. The home page for that library is dis-
played when you navigate to the site. To see the whole library, click View All Pages
on the left side of the page. Figure 7-14 shows the whole Wiki Page library.

This simple one-to-one organization is good for subjects with a flat organization,
such as definitions or reference topics. It’s less well-suited for subjects that require a
hierarchical or sequential organization.
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Using SharePoint 2007 > Quick Start > Wiki Pages

Wiki Pages

Mew =  Actions ~ Settings - View: All Pages Al
Type Name _Modified By Modified _i Created By Created

@ Adding Web Parts [ HEw System Account  4/3/2007 2:51FM System Account  4/3/2007 2:51FPM
@ Creating a Blog ! HEW System Account  4/3/2007 3:15FM System Account  4/3/2007 3:15PM
@ Creating Libraries ! HEW System Account 4/3/2007 2:50 PM System Account 43,2007 2:50 PM
@ Creating Lists ! HEW System Account 4/3/2007 2:50 PM System Account 43,2007 2:50 PM
@ Creating Views ! Hew System Account  4/3/2007 2:51FM System Account  4/3/2007 2:51FM
@ Creating Your My Site ! Hew System Account 4/3/2007 2:49 FM System Account  4/3/2007 2:49 FM
@ Getting Started ! HEW System Account  4/3/2007 3:06 PM System Account  4/3/2007 3:06 PM
@ Home ! HEw System Account  4/3/2007 3:21FM System Account  4f3/2007 2:40 PM
@ How Does This Help Me Do My Job ! HEW System Account  4/3/2007 2:48 FM System Account  4/3/2007 2:48 PM
@ How To Use This Site | HEW System Account 4/3/2007 2:46 PM System Account 43,2007 2:40 PM
@ Uploading Documents | MEW System Account 4/3/2007 2:47 FM System Account 43,2007 2:47 PM
@ Working with Excel ! vew System Account  4/3/2007 2:49 FM System Account  4f3/2007 2:45 PM
@ Working with InfoPath | HEW System Account  4/3/2007 3:07 FM System Account 43,2007 3:07 FM
@ Working with Outlook ! HEW System Account  4/3/2007 2:49 FM System Account  4/3/2007 2:49 PM
@ Working with Word I HEwW System Account  4/3/2007 2:48 FM System Account  4f3/2007 2:48 PM

Figure 7-14. A Wiki site contains a single Wiki Page library

There are several solutions to that problem:

* Add links to the Quick Launch to organize the pages.

* Create navigational pages for each top-level topic and then link to those pages
on the home page.

* Add columns and create views for the library to organize the pages.

The following sections explore each of those approaches in turn.

Adding Links to Quick Launch

The Quick Launch area of a new Wiki site includes links to the home page and
“How to use this site” page by default. To add links to other pages:

1. Open the Wiki in two browser windows. You’ll use one window to get the
address of pages and the other window to enter the information in the Quick
Launch.

2. In the first window, navigate to the page you want to add to Quick Launch,
select the URL in the address bar, and press Ctrl+C to copy the address.
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3. In the second window, click Site Actions — Site Settings, and then click Quick
Launch under the Look and Feel heading.

4. Click New Link and paste the page address into the web address field. Enter a
title for the page in the description field and click OK.

Quick Launch allows two levels of organization: New Heading creates a new section
on the web part, and New Link adds an item beneath a heading (see Figure 7-15).

Using SharePoint 2007 > Quick Start > Site Settings > Quick Launch

Quick Launch

Use this page to change the links and headings in the Quick Launch.

=i New Link | =i New Heading | EPChange Order

53 Chapter1 —_
53 Getting Started

3 Word
R Excel

2 outlook

7 Chapter2
2 My site

52 Blogs

Add headings and links

v

View Al Site Content
Chapter 1

= Getting Started

= Word

= Excel

= Outiook

Chapter 2

) » My Site
Q Chapter 3

|| = Blogs

Chapter 3

B/ Recydle Bin

Figure 7-15. Adding headings and links to Quick Launch

There are several disadvantages to this approach:

* The space on the Quick Launch is limited.
* You only have two levels of organization.

* The links are static, so they can become out of date.

Creating Navigational Pages

Earlier I recommended you use the home page of the Wiki to provide links to other
pages. You can create additional navigational pages by repeating that procedure for
each top-level topic as needed (see Figure 7-16).

The advantages of this approach are:

* You can create as many levels as needed.

* You can create and maintain the links fairly easily (broken links are underlined).

The disadvantage is that it’s hard to get an overview of all of the information unless
you manually create a table of contents.
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Home
Getting started
Word
Excel
Getting Word Excel
started
pages... pages... pages...
Topic Topic Topic
content | content [ | content
Topic Topic Topic
content ~ | content [~ | content
Topic Topic
content ~ |  content
More pages...

Figure 7-16. Organizing Wikis by creating navigational pages

Using Views to Organize Wiki Libraries

Since Wikis are libraries, you can add columns and create views to group the pages
however you want to organize them. Figure 7-17 shows topics grouped by chapter in
a Contents view.

The advantages of this approach are:

* You can see the organization clearly.
* You can create, maintain, or change the view easily.
The disadvantage is that you have to enter the metadata for each page—in this case,

its chapter number. The more metadata, the more options for organization, and the
greater the difficulty in creating new pages.

Creating Wiki Libraries

The default Wiki site comes with one library, but you can create as many additional
libraries as you like. For example, you might create separate libraries for Reference
and How To topics in a Help site.
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Using SharePoint 2007 > Quick Start > Wiki Pages
Wiki Pages

Mew ~ | Actions = Settings - View:  Contents w2

Name

= Chapter: 1(7)
Getting Started ! HEw
Home ! HEw
How Does This Help Me Do My Job ! HEW
How To Use This Site ! MEW
Working with Excel ! MEwW
Working with Outlook ! HEW
Working with Word ! HEw

= Chapter: 2 (2)
I|  Creating Your My Site ! rEw

Uploading Documents 1 HEW

||= Chapter: 3 (3)
Creating Libraries ! Mew

Creating Lists ! HEW

Creating Views | HEW

Figure 7-17. Create a custom view to organize Wiki pages

To create a new Wiki Page Library:

1. Click Site Actions — Create, and then click Wiki Page Library under the Librar-
ies heading on the left.

2. Complete the “New library” page and click Create. SharePoint creates the new
Wiki Page Library within the current site.

You can add a Wiki Page Library to any type of site—it is a great way to create a
Help system for a SharePoint application.

Controlling Access
Many of the same concepts that apply to blogs also apply to Wikis:

* You should designate a site owner who is responsible for the Wiki.

* In public forums, you may want to require approval for edits and send notifica-
tion to the site owner when changes are made.

* You can block Wikis by hiding or removing the template in WEBTEMP.XML.

See the earlier section “Creating Blogs” for information on how to perform those
tasks.
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Best Practices

* Activate My Sites by department just prior to setting up the department’s Share-
Point site and providing training.

* Develop a policy to audit employees’ My Sites and blogs for inappropriate content.
Be sure to clearly communicate what your organization considers inappropriate.

* Require content approval for blogs, discussion groups, and Wikis that allow
anonymous posts.

* Use Wikis to provide online Help.
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CHAPTER 8
Enabling Email and Workflow

I think people rely on email because it is immediate, centralized, and stores work his-
tory. But because email is private, finding the status of an item means sending more
email. As the number of work items grows and the need for updates increases, email
quickly overflows.

SharePoint addresses these problems by creating Team Sites. Team members can
communicate through that site so that all their comments and actions are stored in a
central, searchable location. However, that approach is passive. To be effective,
Team Sites often need to actively notify members when tasks are assigned, new items
are posted, or when other events occur. SharePoint handles those notifications
through email alerts and workflows.

Alerts have these advantages over unstructured email:
* Alerts link to items so changes to their status or history can be viewed by others.
* Users can turn most alerts on or off and choose how frequently alerts are sent.
* Site owners can schedule alerts for overdue tasks or cyclical events.

* Libraries can also receive email to help gather history in a central location.

Workflows are a way of assigning tasks and sending alerts to users in a step-by-step
fashion that follows a business process. They go beyond email notifications by:

* Assigning actionable tasks for a work item.

* Tracking the progress of a work item through a process.

* Recording the history of the process, including how long it took.
In this chapter, you will learn how to integrate email with your SharePoint applica-

tions and how to create workflows that manage the approval process and help auto-
mate document control.
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Receiving Alerts

SharePoint alerts send email when an item in a list or library changes. To create an

alert:

1. Click Alert Me from the list Actions menu or from the item’s Edit menu, as
shown in Figure 8-1. SharePoint displays the New Alert page.

2. Complete the New Alert page as shown in Figure 8-2 and click OK. SharePoint

sends an email confirming that your alert was created.

Home > Shared Documents

Shared Documents

Share a document with the team by adding it to this document library.

Mew =~  Upload = || Actions = | Settings -

Type Mame

B cho2
B cho3
B cho4
@] Doc4
@ Docs

I@j Docs -

View Properties

Edit Properties

Manage Permissions

Edit in Microsoft Office Word
Delete

X E & &l

Send To
Approvereject
Chedk Out

B &

Version History

{J—:.

Alert Me

4
e

Edit in Datasheet
Bulk edit items using a datasheet
format.

Open with Windows Explorer
Drag and drop files into this library.

Export to Spreadsheet
Analyze items with a spreadsheet
application.

View RSS Feed

Syndicate items with an R55 reader.

Alert Me
Receive e-mail notifications when
items change.

Click here to get an alert when the list changes

— Click here to get an alert when the item changes

_'Modified By

Figure 8-1. Creating an alert

I tell people to ask for daily summaries rather than immediate alerts, because it is
easy to get overwhelmed by alerts. A daily summary organizes the changes in a sin-
gle message. If you need more frequent notification, create two daily summary alerts:

one in the morning and one after lunch.

You can set alerts on a single item or on an entire list. SharePoint checks for changes

every five minutes using the SharePoint Timer service.
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Home > Shared Documents > Doc5 > New Alert

New Alert

Use this page to create an e-mail alert notifying you when there are changes to the specified item, document, list, or library.
View my existing alerts on this site

OK Cancel
Alert Title

Enter the title for this alert. This is induded in the subject of the e-mail
notification sent for this alert.

[5hared Documents: Docs.doc

Send Alerts To s
You can enter user names or e-mail addresses. Separate them with semicolons. [1off A. Webb Ch
AR 00se who gets the
alert (site owners only)
& w
send Alerts for These Changes il tne etk b ]
Specify whether to filter alerts based on specific criteria. You may also restrict . .
your alerts to only indude items that show in 2 particular view € Anything changes
€ Someane else changes 2 doument Select the type of change
e s A to watch for
€ Someane else changes a document last modified by me
‘When to Send Alerts ]
Specify how frequently you want to be alerted, ¥ Send e-mail mmedately
' Send a daly summary
© Send 2 weekly summary —Set frequency of alert
Time:
Thursday ¥1]10:00 AM ¥

Figure 8-2. Choosing alert settings

Creating Alerts for Others

The New Alert page lets site owners create alerts for others. Contributors and visitors
won’t see the Send Alerts To section in Figure 8-2; they can only create their own alerts.

Managing Alerts
To change your alerts:

1. Click My Settings on the Welcome Edit menu in the upper-right corner of the
page, as shown in Figure 8-3. SharePoint displays your user information.
2. Click My Alerts on the toolbar. SharePoint displays a list of your alerts.

3. To change an alert, click on the alert link, as shown in Figure 8-4.

Welcome Jeff Webb = ||

My Settings
%’ Update your user information,

regional settings, and alerts.

Sign in as Different User
Login with a different account,

Reqguest Access
Email the site administrator to request
additional permissions.

Sign Out
Logout of this site.

Figure 8-3. Viewing your user information
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Using SharePoint 2007 > People and Groups > User Information = My Alerts on this Site

My Alerts on this Site

Use thiz page to manage the list of libraries, files, lists, and items for which you receive alerts. Note that some alerts, such as
system generated task alerts, do not appear on this page. Click the name of an alert to edit its settings.

é. Add Alert x Delete Selected Alerts
Alert Title

Frequency: Immediate
O Shared Documents

Click here to change a alert
Frequency: Daily
= img

(lick here and then click Delete to remove an alert

Figure 8-4. Managing your alerts

To manage the alerts of others:

1. Click Site Actions — Site Settings, and then click “User alerts” under the Site
Administration heading. SharePoint displays the User Alerts page.

2. Select the user to display, and click Update, as shown in Figure 8-5.

Using SharePoint 2007 = Site Settings > User Alerts

User Alerts

Use the options on this page to manage alerts for users, Select the user name in the space provided, and then dick Update to view
that user's alert settings.

Display alerts for [{EEIle=llN

|'X Delete Selected Alerts
Alert Title

Frequency: Immediate
O Tasks

Figure 8-5. Managing the alerts of others

You can only delete alerts from this page, so if you need to change an alert for some-
one else, delete the previous alert and create a new one as described earlier.

Emailing Task Assignments

Tasks, Project Tasks, and Issue Tracking lists can send email when an item is
assigned to a person or when an assignment changes.

To turn on assignment notification for one of these types of lists:
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1. Navigate to the list, click Actions — List Settings, and then click “Advanced set-
tings” under the General Settings heading.

2. Select Yes in the E-Mail Notification section and click OK.

As with other alerts, task assignment changes are sent every five minutes using the
SharePoint Timer service. Once assignment notification is enabled, the Assigned To
person receives email when the item is first assigned to him and whenever the item
changes, as shown in Figure 8-6.

Using SharePoint 2007

To:

Using SharePaint 2007

New item has been changed

Modify my alert settings | View New item | View Tasks | Mobile View

Title: New item

Priority: (2) Normal

Task Status: He+St=rt=s In Progress Edited
Assigned To: Jeff A, Webb

Description:

Start Date: 442007

Figure 8-6. A change was made to a task assigned to me

The user will receive also receive an email when the item is assigned away from him
to someone else. Users can’t turn off or change this type of notification, but they can
block the email or divert it to a folder by creating a rule in Outlook. Some internal
spam filters block these types of alerts, particularly if a task list is active.

Changing the From Address

Alerts and task assignment notifications all use the From address set for the Share-
Point web application. To change that address:

1. Navigate to the SharePoint Central Administration web site and click the Appli-
cation Management tab.

2. Click “Web application outgoing email settings” under the SharePoint Web
Application Management heading.

3. Set the From address and Reply-to address and click OK.

If you need to send alerts from more than one email account, you have to create a
separate web application and then create the list on that web application.
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Time-Driven Alerts

SharePoint alerts are event-driven; they only occur in response to an item being
added, changed, or deleted. If you want to send an alert when a deadline approaches,
you need to install a third-party web part such as SharePoint Reminder from Pentalogic.

To get SharePoint Reminder:

1. Download the web part from http://www.pentalogic.net/SharePointReminder.
2. Install the web part on the server.

3. Run iisreset.exe to load the changes.

SharePoint Reminder includes free licenses for five web part instances, with five more
provided when you register the product. You can purchase additional licenses as
needed. Once installed, you enable time-based alerts on a list by completing these tasks:

* Create a view of the list that displays the items to send.
* Add the SharePoint Reminder web part to the site’s home page.

* Set the web part properties to watch the view of the list and send mail as needed.

Sending Reminders for Urgent or Overdue Tasks

Use time-driven alerts to send reminders for tasks that are urgent or overdue. For
example, to send reminders two days prior to a Due Date in a task list:

1. Add a calculated column to the task list with the following settings.

Section Property Setting

Name and type Column name Alert1
Type Calculated

Additional Column Settings ~ Formula [Due Date] — 2
The data type returned Date and Time
Date and Time Format Date Only

2. Create a new standard view for the list with the following settings.

Section Property Setting
Name View Name Urgent
Filter Show the items when column Alert1
is less than or equal to
[Today]
And
When column Task Status

is not equal to
Completed
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3. Add a SharePoint Reminder web part to the site’s home page with the following
property settings.

Section Property Setting
Appearance Title Task Reminder
Layout Hidden Selected
Reminder Configuration Watch List Tasks - Urgent
Show all columns Selected
Email To Assigned To
Subject Urgent task reminder: [Title]
Message The following task is assigned to you and is due in two

days or less. You will continue to receive these reminders
until the task is marked Completed or is assigned to some-

one else.
Send Email Always
Check List At 6:00

Daily

In this example, the Alertl column provides a value for the view to use, the Urgent
view collects all of the tasks that are not completed and are due in two day or less,
and the Reminder web part checks the view every morning to find the tasks that need
reminders.

To include values in the Subject and Message text, enclose the column name in
brackets (e.g., [Title]). The web part automatically includes a link to the list item
after the message text, as shown in Figure 8-7.

Create additional reminder web parts and views to create a sequence of reminders as
needed: Urgent, Overdue, Final warning, Clean out your desk, and so on.

Sending Scheduled Announcements

Another application for time-driven alerts is scheduled announcements, such as holi-
day announcements and timesheet reminders. Because company-wide messages usu-
ally come from a specially authorized email alias, you may need to create a separate
web application just for this purpose (see “Changing the From Address,” earlier in
this chapter).

To create a web application for sending scheduled announcements:

1. Create a new web application using the Central Administration pages.

2. Set the From address for the web application to Corporate Communications,
and clear the “Reply to” address.

3. Create an Announcements list and add the following columns: To Address and
Send Date.
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Tasks

Use the Tasks list to keep track of work that you or your team needs to complete,

New = | Actions Settings - View: Urgent =

@ Tite ) Assigned To  Task Status  Priority DueDate % Complete  Alertl

Testitem | HEW Jeff A Webb NotStarted  (2) Normal — 4/7/2007 4(5/2007 )
N Reminder web part on home page
(Hidden) Tasks Reminder | edit -
...... Checks list for urgent tasks
________ Watching List : Tasks - Urgent
................................... Send Email : Urgent task reminder:
[Title] .
B urgent task reminder: Test task - Message (HTML) . =1 IEI x|

: Fle Edit View Insert Format Tools Actions  Help
| ChReply | CRrepy ol | ronerd [ B2 (B v (B X+~ @ [

From: Using SharePoint Sent: Thu 4/5/2007 5:38 FM
To:

FLe

Subject: Urgent task reminder: Test task

The following task is assigned to you and is due in two days or less. You || g
will continue to receive these reminders until the taskis marked | Sends mail to Assigned To
Completed to is assigned to someone else. 7
Tasks - Test task “
Powered by SharePoint Reminder
-

Figure 8-7. The SharePoint Reminder in action

4. Create a Today’s Announcements view to show the items to send today (filter:
Send Date is equal to [Today]).

5. Add a SharePoint Reminder web part to watch the Today’s Announcements
view of the list.

You should restrict who has access to the site or require content approval for the list to
avoid spamming the company. Once complete, you can schedule announcements far in
advance—for example, you might add the holiday announcements for an entire year.

Emailing from Libraries

Avoid sending documents through email; emailing documents creates multiple cop-
ies that are difficult to keep in sync. Instead, send links to documents.

To send a link from SharePoint:

¢ On the document’s Edit menu, click Send To — E-mail a Link, as shown in
Figure 8-8.

When SharePoint inserts a link in an email message, it encodes the URL in this way:

http:/lusingsharepoint%2Ecom/home/Shared%20Documents/ch02.doc
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@) [Docs - | 452007 8:03 AM

View Properties
E#  EditProperties
3._5 Manage Permissions
@ Edit in Microsoft Office Weord

¥ Delete
Send To |1 Other Location
M Approvefreject B34 E-mailaLink (lick here to send a link to the
document through email
._h Check Out Create Document Workspace
.J] Version History Download a Copy
Alert Me

Figure 8-8. Send links, not copies!

That link only works if the recipient receives mail in HTML format. If the recipient
uses plain text, edit the link to use periods in the domain name before sending;:

http:/fusingsharepoint.com/home/Shared%20Documents/ch02.doc
If you don’t want to go through that hassle, use this procedure instead:

1. Right-click on the document in SharePoint and click Copy Shortcut.

2. Create a new email and paste the shortcut into the message. This technique cre-
ates a link that works in all email formats.

Emailing to Libraries

SharePoint libraries can be configured to receive email. Once configured, users can
simply email attachments to an alias set up for the library. SharePoint checks for new
messages every five minutes or so using the SharePoint Timer service; if it finds a
message, it loads the attached document into the library and optionally loads the
message as well. Figure 8-9 illustrates the process.

To use this feature, you or a system administrator need to complete the following tasks:

* Configure the mail exchange (MX) record in DNS to relay email to the Share-
Point server.
* Install the SMTP service on the SharePoint server to receive the relayed mail.

* Create an Active Directory (AD) organizational unit (OU) to contain the con-
tacts for the SharePoint libraries. Delegate control of that OU to the AD account
used by the SharePoint application pool so SharePoint can create and delete
items in that OU.

* Configure SharePoint to allow libraries to receive mail.

* Enable email for the library.
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Email

ﬁ ESP 2007 contract - Message (Plain Text)
{ Fle Edit View Insert Format Tools Actions Help Mail server
i | Als s ==
To... Icunhad}:&singshareguint.cum
Routes to
@ o I
_I ___________________ >
Subject: [EsP 2007 contract N
Attach... | F‘Emeillzcmacmo?mf {430 KB) Attachment Options. ..
i Relays to
SharePoint library
Using SharePoint 2007 > Contracts SharePoint server
Contracts
Mew ~ Upload ~  Actions + Settings View: = All Documents =
Type  Name Modified _)Modified By
) OreilyContractd 107 ! rew 4/7/2007 2:23PM Jeff Webb

Figure 8-9. Emailing to a document library

The first three tasks above require special knowledge that is beyond the scope of this
book. To find out more about those tasks, do the following:

* For WSS, search Microsoft.com for “Configure incoming email settings (Win-
dows SharePoint Services).”

* For MOSS, search Microsoft.com for “Configure incoming email settings (Office
SharePoint Server).”

These resources do a good job of describing the first three system-level tasks, but are
less clear on the SharePoint topics, so I'll explain those in the following sections.

Allowing Incoming Email

Once the SharePoint server is set up to receive email relayed from your email server,
and your security person has set up an OU that SharePoint can manage, you can turn
on incoming email for libraries. There are several decisions you need to make before
you do that, however:

* Should site owners be able to create new email aliases for libraries? If so, what
approvals are required?

* Should libraries accept all email? If not, how should it be limited: by user or by
source server?
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Once you’ve made those decisions, you can configure SharePoint libraries to receive
email. To allow incoming email:

1. Navigate to the SharePoint Central Administration web site, click the Opera-
tions tab, and then click “Incoming e-mail settings” under the Topology and Ser-
vices heading. SharePoint displays the Configure Incoming E-Mail Settings page.

2. Complete the page as shown in Figure 8-10, and click OK when done.

Central Administration > Operations > Incoming E-Mail Settings

Configure Incoming E-Mail Settings

Use this page to change the =-mall settings for this server, You can enable or disable incoming e-mail, specify e-mai options, and configure the Microsoft SharePoint

Directory Management Web Service, Learn about enabling and configuring incoming e-mail
oK Cancel

Enable Incoming E-Mail Enable sites on this server to receive e-mail?

1f enabled, SharePoint sites can receive e-mail and store incoming Fves Olo YES enables incoming ma”
messages in lists, Sites, lists, and aroups will need to be

configured individually with their own e-mail addresses. Settings mode:

In automatic mode, al requied settings are retrieved © hutomatic Use automatic

automatically. Advanced mode is necessary only if you are not € advanced
using the SMTP service to receive incoming e-mail. When using
advanced mode, you need to spedify the e-mail drop folder.

Directory Management Service Use the SharePoint Directory Management Service to areate distribution groups and contacts?

The Microsoft SharePaint Directory Management Service connects @ 1
SharePoint sites to your organization's user directory in order to 13l Allows SharePoint to
provide enhanced e-mail features. This service provides support € ¥es create AD contacts for
for the creation and management of e-maf distribution groups © Uae remote Lo
from SharePoint sites. This service also creates contacts in your libraries
organization's user directory allowing people to find e-mail enabled  Active Directory container where new distribution aroups and contacts il be created:
SharePaint lists in their adcress book. e e AD container for aliases
To use the Directory Management Service you need to provide the Far example, OU=Containeriame, DC=domain, DC=com
SharePoint Central Administration application poel account with
write access to the container you specify in the Active Directory. T ook e O ) '_"a“‘ N .
Alternatively you can configure this server farm to use a remote [wombatz.usinasharepaint.com Name of the SharePoint
SharePoint Directory Management Web Service. : : : L .
For example, server.sharepoint.example. com server receiving mail
Accept messages from authenticated users only?
Cys € No allows mail from
. Allow creztion of distribution groups from SharePoint sites? anyone; Yes limits mail to

Allows site owners to———— ves  Cnie domain users

create email aliases for Distribution group request approval settings

Iibraries ™ Create new distribution group

™ Change distribution group e-mail address

These settings specify what
actions require approval
(see the Approve/Reject

I Change distribution group title and description
™ Delete distribution group

Incoming E-Mail Server Display Address £ mail server display address: dlstrlbutlpn groups link
Spedfy the e-mail server address that wil be displayed in Web mydst @ [usingsharepoint.com in Operatlons)

pages when users areate an incoming -mail address for a site,

bt o o, For example, mylst@example.com

This setting is often used in conjunction with the Microsoft
SharePoint Directory Menagement Veb Service to pravide  more ———————Here no approvals are
friendly e-mail server address for users to type. required

Safe E-Mail Servers

@ i

Specify whether to restrict the set of e-mall servers that can route Accept mall from all e-mail servers

mail drectly to this server farm, This setting can help ensure the € Accept mail from these safee e-mail servers:
authenticty of e-mail stored in SharePaint sites.

(3

Use these settings to limit
which servers can send
mail to SharePoint

=

Figure 8-10. Allowing incoming email

The settings in Figure 8-10 allow site owners to create new email aliases for libraries,
don’t require approval, and accept all email. The AD container is set to:

0U=WSSLists,DC=usingsharepoint,DC=com
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This means that the OU that I set up in Active Directory is named WSSLists, and it’s
in the usingsharepoint.com domain (my domain). SharePoint checks that string when
you click OK, so you’ll know if you get it wrong for your setup.

Active Directory must be using the Exchange 2003 (or later) schema
for these settings to work. If it is not, SharePoint can’t create accounts
or distribution groups.

[ allow all site owners to create new aliases and don’t require approvals because I
have a small organization (me). You’'ll probably want to require approval for new
distribution groups by selecting checkboxes in the Distribution group request
approval settings. If you do that, you must check the Distribution Groups list period-
ically to approve or reject requests.

In Figure 8-10 the settings are configured to manage requests from the current server.
If you have a server farm, you can select Remote under Directory Management Ser-
vice to manage the requests from the central SharePoint server. In that case, the set-
tings on that server determine how distribution groups are managed, and the local
settings are not displayed (see Figure 8-11).

Specify the central SharePoint server here
(Approval settings are controlled by central server)

Directory Management Service

The Microsoft SharePoint Directory Management Service connects
SharePoint sites to your organization's user directory in order to
provide enhanced e-mail features. This service provides support
for the creation and management of e-mail distribution groups
from SharePeint sites. This service also creates contacts in your
organization's user directory allowing people to find e-mail enabled
SharePaint lists in their address book.

To use the Directory Management Service you need to provide the
SharePaint Central Administration application pool account with
write access to the container you spedfy in the Active Directory.
Alternatively you can configure this server farm to use a remote
SharePaint Directory Management Web Service.

Uge the SharePaint Directory Managiement Service to create distribution groups and contacts?
C No
C Yes
& Use remote

Directory Management Service URLY

|http://wombat2: 19664/ _vti_bin/Sharef
For example, http:/fserver:adminport/_vti_bin/SharepointEmail's.asmx

SMTP mail server for incoming mail:

|w:|n'|batE.usmgsharepmnt.cDm
For example, server,sharepoint.example,com
Accept messages from authenticated users only?
Cyes o
Allow creation of distribution groups from ShareFoint sites?
Eves Chio

Figure 8-11. Managing distribution groups from a central SharePoint server in a server farm

Enabling Email for a Library

Once you’ve turned on email for libraries, SharePoint adds a link to the library set-
tings pages so you can enable email for an individual library.

To enable a library to receive email:

1. Navigate to the library and click Settings — Library Settings, and then click
“Incoming e-mail settings” under the Communications heading.

2. Complete the page as shown in Figure 8-12 and click OK.

196 | Chapter8: Enabling Email and Workflow



Legal Department > Contracts > Settings > Incoming E-Mail Settings

Incoming E-Mail Settings: Contracts

Use this page to change the &-mail settings of this document lirary. You can set the e-mail address for this document library, choose to save or discard e-mail
attachments, and set e-mail security policy.

Incoming E-Mail Allow this dacument library to receive e-mail?
Specify whether to allow items to be added to this document lbrary through e-mail, Grya O Yes enables mail
Users can send e-mal messages drectly fo the document lbrary by using the e-mai
addhess you specify. E-mal address:
[ortracts om Alias for the library
E-Mail Attachments Group attachments in folders?
Spedfy whether to group attachments in folders, and whether to overnrite existing fles o e e
ith the same name as incoming fies. N
€ Save all attachments in folders orouped by e-mal subject Organize files in folders
 Save all attachments in folders grouped by e-mail sender or just pIace them in the
Overwrite files with the same name? root folders

Cyes @no

E-Mail Message Save original e-mail?

Specify whether to save the original .emi file for an incoming e-mail message Cyes @No Saves the .em/file as
well as the attachment

E-Mail Meeting Invitations Save meeting invitations?

Speafy whether to save e-maled meeting invitations in this document lbrary. Cves Gho

E-Mail Security E-mall security policy:

Use document liorary security for e-mail to ensure that only users who can write to the @ X

S e s Accept e-mail messages hased on document library permissions Controls who can submit
' Accept e-mail messages from any sender N . e

Caution: If you allow e-mail from any sender, you are bypassing the seaurty settings email to this library

for the document ibrary. This means that anyone could send an e-mail to the document

library's address and their item would be added, With this option tumed on, you are

apening your docment lirary to spam or other unwanted e-mail messages.

oK Cancel

Figure 8-12. Enabling email for the Contracts library

Once you have enabled email access and security, you need to tell your users which
email address to use to access the library. You might want to post this information in
a “What’s New” blog that’s accessible to your team, or add the alias to the contacts
list for your project.

Creating Workflows

The Problem Reports sample in Chapter 3 is a simple type of workflow based on an
Issue Tracking list: the user submits a problem report, it’s automatically assigned to
the department manager, the manager reassigns the task to an employee; and the
whole process is tracked through views of the list, as shown in Figure 8-13.

To handle more complex requirements, add a SharePoint workflow to the list or
library. A SharePoint workflow is a set of steps that define a business process. For
example, Figure 8-14 illustrates how a business processes employee expense reports.

The requirements for expense reporting are more complex than the Problem Reports
sample because:

* You can’t skip steps; expenses are always submitted, approved, and processed in
that order.

* The approving manager varies based on who is submitting expenses.
* The final step is always handled by the Accounting department.

* Employees want to be able to track the progress of their expense report.
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iy feotvn USEY clicks “Report a problem” to submit a report
Home > Problem Reports

Problem Reports:

Titte * Teat e 1
Deseription

" This 5  test item to verfy the Frobiem fesoris workliow, 5]
Piease do not resperd to ths arablem, it will be deieed.

Test camment |

b |

Due Date [Fzsaney | PR | |

o | _ oo | Fills out the form and clicks OK

Home = Problem Reports
Problem Reports
Thank you lor your report
Gets confirmation and clicks a link to CONtINUE  ick iere ts subrmit snothar rasart ar i here 1= 30 Home
| w7 detos | setwgs ¢ Ve | Submitted
s s D Tl Aszgred Tn -

New item can (optionally) generate R
an email to Assigned To e 5 Testiten 1[in zafaar teoa

Figure 8-13. The Problem Reports sample as a simple workflow

Step 1:
Employee submits expenses tomanager | ...

Submitted

v . Rejected

Step 12:
Manager reviews

Approved
\4

Step 3:
Accounting processes payment

Processed

Figure 8-14. The employee expense-reporting process

The following sections describe how to create a workflow for the expense report pro-
cess that meets all of those requirements. You can generalize this example for other
approval processes in WSS. MOSS includes its own approval workflow that is easier
to use than the three-state workflow. See “Creating Workflows in MOSS,” later in
this chapter, for details on that and other workflow templates included in MOSS.
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Creating a Three-State Workflow

You create SharePoint workflows from a workflow template within a list or a library.
WSS defines one built-in template called the three-state workflow. To use that tem-
plate, you must first add columns to the list or library that track:

* The status of the item
* A due date for the workflow to complete
* The person or group responsible for each step of the process

The three-state workflow uses those columns to create tasks and record workflow
history. For example, to use the three-state workflow to approve expense reports:

1. Create a document library named Expenses.

2. Add the following columns to the library.

Columnname  Type Settings Default setting
Status Choice Choices: Submitted, Approved, Processed Submitted
Manager Person or group Allow multiple selections: No N/A

Allow selection of: People only
Choose from: All Users
Show field: Name (with presence)
Due Date Date and Time Date and Time format: Date only =[Today] +7

3. On the settings page, click “Workflow settings” under the Permissions and Man-
agement heading. SharePoint displays the Add a Workflow page.

4. Complete the Add a Workflow page as shown in Figure 8-15 and click Next.
SharePoint displays the Customize page.

5. Complete the Customize page as shown in Figure 8-16 and click OK. Share-
Point adds the workflow to the Expenses library.

6. You selected “New task list” and “New history list” in step 4, so SharePoint cre-
ates two new lists to handle the workflow: Expense Report Process Tasks and
Expense Report Process History. Navigate to the Expense Report Process Tasks
list and set that list to send alerts when ownership is assigned.

In the preceding sample, you created one library, and two lists are used as described
in the following table.

Name Used to Show on Quick Launch?
Expenses Library Create new expense reports Yes
Expense Report Process Tasks Approve and process expense reports No
Expense Report Process History Track the progress of the expense reports No
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Home > Expenses > Settings > Workflow settings > Add or Change a Warkflow

Add a Workflow: Expenses

Use this page to setup a workflow for this document library,

Workflow Select a workflow template: Description:

Select 3 workflow to add to this document fbrary. TF the et e Ko B bk Tt ToE
workflow template you want does not appear, contact

your administrator to get it added to your site collection or

workspace.
Hame Type a unique name for this workflow:
Type a name for this workflow, The name wil be used to Exponse Renatt Process — ipti
identify this workflow to users of this document library. I P g Use a desc"ptlve name
Task List Select a task list: Description:
Select a task list to use with this workflow, You can select New tack list =] Anew tasklist will be created for use by this .
21 esistng task et o request that & new taek et be workfiaw. ————(reate a new task list for
created, s Wil
this window
History List Select a history list: Description:
Select a history list to use with this workflow. You can New history list %] A new history list wil be created for use by
Select an existing istory list or request that a new history this workfiow. ———(reate a new workflow
list be created hiStOfy list
Start Options

I Allow this workfiow to be manually started by an authenticated user with Edit Ttems Permissions,
Specify how this workflow can be started
I™ Require Manage Lists Permissions to start the workfiow.

I7 Start this workflow to spprove publishing a major version of an item. §tart WOTkﬂOW when new
item is created

[7' Start this workflow when a new item is created

IT start this workflow when an item is changed,

Figure 8-15. Adding a workflow to a library

The workflow links the Expenses library to these two lists, neither of which appears
on Quick Launch. More than one workflow can use these lists; it’s generally a good
idea for related workflows to use the same history and task lists.

I turned off email from the workflow because that email only includes a link to the
expense report. I turned on alerts in the Expense Report Process Tasks list because
that email includes links to both the expense report and the task that needs to be
completed (see Figures 8-17 and 8-18). It’s important to include the actionable item
(the task) in workflow alerts so the recipient knows what to do.

To test the Expense Report Process workflow:

1. Click New on the Expense Library toolbar to create a new expense report.

2. Save the file and set the Manager property as yourself. SharePoint adds the docu-
ment to the library and starts the workflow.

3. In step 1 of the workflow, SharePoint adds an item to the Expense Report Pro-
cess Tasks assigned to the manager (you, in this case) and the list sends an alert
letting you know about the task, as shown in Figure 8-17.

4. Follow the instructions in the email: click “Edit this task” in the message body to
edit the task and change the Status to Completed. SharePoint updates the work-
flow and moves to the next step, as shown in Figure 8-18.

5. In step 2, SharePoint adds a second item to the Expense Report Process Tasks
assigned to Accounting and sends an alert. You won’t get that alert since it’s not
your address, so refresh the task list to see the new item.

6. Edit the new item to change its Status to Completed. SharePoint completes the
workflow.
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Workflow states:

Select a ‘Choice’ field, and then select a value
for the initial, middle, and final states. For an
Issues list, the states for anitem are
specified by the Status field, where:

Initial State = Active

Middie State = Resolved

Final State = Closed

s the item moves through the various
stages of the workfiow, the item is updated
automatcally.

Specify what you want to happen when
a workflow is initiated:

For example, when a workflow is nitiated on
an issue in an Issues list, Windows
SharePoint Services creates a task for the
assigned user. Vhen the user completes the
task, the workfiow changes from its inifil
state (Active) to its midde state (Resolved).
You can also choose to send an e-mail
message to notify the assigned user of the
task.

Step 1
Add an item to the Task list
assigned to the manager.

Do not send email.
(alert will be sent from Task list)

Specify what you want to happen when
a workflow changes to its middle state:
For example, when an issue in an Issues fist
changes to Resalved status, it creates a task
for the assigned user. When the user
completes the task, the workflow changes
from its middle state (Resolved) to its final
state (Closed). You can also choose to send
an e-mail message to notify the assigned

user of the task.

Step 2
Add an item to the Task list
assigned to Accounting.

Do not send email.
(alert will be sent from Task list)

Step3

Essential SharePoint 2007 > Expenses > Settings > Workflow settings > Add or Change a Workflow > Customize the Three-state workflow

Customize the Three-state workflow

Select a 'Choice’ field:

Status -
Initial state

Submitted - Step 1
Midde state

Appraved - Step 2
Final state

e Step3

Task Details:
Task Title:

Custommessage:  [Please Review |
[¥ Include list field: | Name =
Task Description:
Custommessage:  [Review this item and m
¥ Indude list field: | Title -

¥ 1nsert link to List item

The value for the field selected is
concatenated to the custom message,

Task Due Date:

I Indude list field: | Due Date -
Task Assigned To:
& Indude list field: | Manager >
€ custom: [ |8, @

E-mail Message Details:

I Send e-mail message

To:
I ndude Task Assigned To
Subject:
I Use Task Title
Body:
IT Insertlink to List item

H

Task Details:
Task Title:

Custommessage: [Please Process |
¥ mdude istfelc [Mame =]
Task Description:
Custom message:  [This document has bee
¥ roudeistfei: [T =]

I Inzert link to List item

The value for the field selected is
concatenated to the custom message.

Task Due Date:

I Indude list field: | Due Date -

Task Assigned To:
€ Include list field: | Created By

|accounting

| 8 2

& custom:

E-mail Message Details:
™ send e-mail message
To:
7 Include Task Assigned To
Subject:
I Use Task Title

Body:
I™ tnsertlink to List item

I—;V

o [ e |

Once Accounting marks the task complete, the workflow is complete.

Figure 8-16. Customizing the tasks and alerts sent by the workflow
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Document library
Using SharePoint 2007 > Expenses
Expenses
New ~ (Upload = | Actions = Settings ~
Type Mame Modified ' Modified By Status ) Manager Due Date Expense Repy
Eﬁ expenses0l 4/9/2007 5:36 PM Jeffwebb Processed 4162007 Completed
E_Ilj expenses0s 4/10/2007 9:55 AM Jeff webb Processed Beige Bond 4{17/2007 Completed :Noikﬂow crzattes
- asK assigned to
@ expenises0s | HEW 4/10/2007 10:07 AM Jeffwebb Approved Beige Bond 4/17/2007 In Progress managerg
@ expenses7 | HEW 4/10/2007 10:46 AM JeffWebb Submitted Beige Bond 4{17/2007 InProgressteee.,,
(reate new item
Task list
Using SharePoint 2007 > Expense Report Process Tasks “._
Expense Report Process Tasks
Task list for workflow, E
New =~  Actions = Settings ~ ..'.
@ Tite M Assigned To  Task Status  Prierity Due Date % Complete  Link .:'.
3
New task sends aler_t_ ..... Please Review expenses07.xis | New BeigeBond  MotStarted  (2)Mormal  4/17/2007 100%  expenses07
Email alert
¥ Expense Report Process Tasks - Please Review expenses07.xls lns = EI|£|
¢ Ble Edit Vew Insert Format Tools  Ac[Expense Report Process Tasks - Please Review expense
i CuReply | CfiReplyto Al | (3 Forward | B2 (LA | ¢ (B3 K|« -9 -|@
From: Using SharePoint 2007 Sent: Tue 4/10/2007 10:31 AM
To: BeigeBond
Cc:
Subject: Expense Report Process Tasks - Please Review expenses07.xds has been reassigned
=]
Task assigned by Jeff Webb on 4/10/2007.
Due by 4/17/2007.
Review this item and mark the taks Completed to approve it. | . P
http: /fusingsharepoint. com: 200 7/Expenses/expenses07. xs Instructions from Task Description
of workflow
To complete this task:
1. Review expenses07.xds. . .
2. Perform the specific activities required for this task. —4—+—General instructions from Task alert
3. Edit this task to mark the task as completed. _I
-

Figure 8-17. Testing the Expense Report Process workflow (Step 1)

Tracking Workflow History

In the preceding example, two things prevent employees from approving their own
expense reports:

e Permissions

* Workflow history

Since the Expense Report Process Tasks list is separate from the Expenses library, it
can have separate permissions that don’t allow employees to change items. It’s easi-
est to configure that at the site level by following these general steps:
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Document library
Using SharePoint 2007 > Expenses
Expenses
Mew = Upload ~  Actions v Settings *
Type hame Modified 2 Modified By Status -~} Manager Due Date Expense Repi
I?j expensesil 4/9/2007 6:36 PM Jeff webb Processed 4{16/2007 Completed
@ expensesls 4{10/2007 9:55 AM Jeff Webb Processed Beige Bond 4/17/2007 Completed
@‘j expensesis | HEw 4/10/2007 10:07 AM Jeff Webb Approved Beige Bond 4/17/2007 In Progress
@j expenses07 | HEW 4f10/2007 10:46 AM Jeff Webb Processed Beige Bond 4/17/2007 Completed w.
Once task is completed, SharePoint ends the workflow
and marks the expense report Processed
Task list
Using SharePoint 2007 > Expense Report Process Tasks
Expense Report Process Tasks
Task list for workflow.
New =~  Actons v Settings ~
@ Tite ) Assigned To  Task Status  Priority Due Date % Complete  Link o
New task sends a|er_t_. ===+ Please Review expenses07.xls | HEW BeigeBond  Completed  (2)Normal  4/17/2007 100%  expenseso?
.‘."" Please Process expenses07.xls | HEW accounting Mot Started  (2) Nermal — 4/17/2007 100%  expenses07
Email alert .
B Expense Report Process Tasks - Please Process expenses07.xls n assit _"jl:l ﬂ
‘ Fle Edt Vew Insert Format Tools Actions Help
: CuReply | CliReply to Al | 53 Forward | (& B3 (53 | % (33 X | & - % -| @5 B
From: Using SharePoint 2007 jwebbS@cf.rr.com] Sent:  Tue 4/10/2007 10:41 AM :-_
To: accounting @usingsharepaint.com -:
Co H
Subject: Expense Report Process Tasks - Please Process expenses07.xls has been assigned to you H
£
Task assigned by Jeff Webb on 4/10/2007.
Due by 4/17/2007.
This document has been approved. Please submit for payment and mark this task Completed ¢
when done, http://usingsharepoint.com: 2007/Expenses/expenses07. xls ':'
To complete this task: y".
L Reviewexperseso7ads.
2. Perform the specific activities required for this task. __.ee*""
3. Edit this task to mark the task as completed. -
Change status to completed

Figure 8-18. Testing the Expense Report Process workflow (step 2)

1. Add the Employee’s AD account to the Visitors group for the site.
2. Add Accounting and Managers AD account to the Contributors group.

3. Change the permissions for the Expenses library to allow Visitors to add
documents.

This approach still lets managers and Accounting approve their own items, but work-
flows track history so no one can really get away with that due to the built-in audit trail.
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To see the history of a workflow:

* Click on the link in the workflow column as shown in Figure 8-19. SharePoint
displays the Workflow Status page.

Expenses library (lick here to see history
B} expenseso? ! new 4/10/2007 10:46 AM Jeff webb Processed Beige Bond 4/17/2007 Complated «xsssseeeen,

Using SharePoint 2007 > Expenses > Workflow Status

Workflow Status: Expense Report Process 14
‘Workflow Information

Initiator: Jeff Webb Document: expenses03

Started: 4/10/2007 2:17 PM Status: Completed

Last run: 4/10/2007 3:19 FM

Tasks

The following tasks have been assigned to the participants in this workflow. Click a task to edit it. You can also view these tasks in the list
Expense Report Process Tasks.

Beige Bond Please Review expenses09,xls ! HEw 4f17/2007  Completed The task has been completed.

TaSkS ShOW the StepS accounting Please Process expenses09,xs ! Hew 4172007 Completed The task has been completed

of the workflow ‘ :
‘Workflow History

The following events have occurred in this waorkflow.

4/10/2007 2:17PM  Workflow Jeff Webb Three-state workflow started on

Initiated htip:/fusingsharepoint.com: 2007 /Expenses/expenses. xds.
4/10/2007 3:18PM  Task Beige Three-state workflow state change on The task has
. Completed Bond http: ffusingsharepoint.com: 2007 Expenses/expensesd. xs, been
H|5t0ry ShOWS Who Expenses. Status is now Approved. completed.
(ompleted each step 4/10/2007 3:19PM  Task accounting Three-state workflow state change on The task has
Of the WOrkﬂOW Completed htip:/fusingsharepoint.com: 2007 /Expenses/expensesd. xds. been
Expenses. Status is now Processed. completed.
4/10/2007 3:19PM  Workflow JeffWebb Three-state workflow completed on
Completed http://usingsharepoint.com: 2007 /Expenses/expensesd. xls.

Figure 8-19. Viewing workflow history

You can also use the workflow history list to report on how long it took to complete
tasks.

Creating Workflows in MOSS

In addition to the three-state workflow, MOSS provides the additional built-in work-
flow templates listed in Table 8-1.

Table 8-1. Additional workflow templates available in MOSS

Workflow template Use to

Approval Route a document for approval. Approvers can approve or reject the document, reassign the
approval task, or request changes to the document.

Collect feedback Route a document for review. Reviewers can provide feedback, which is compiled and sent to
the author when the workflow is complete.
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Table 8-1. Additional workflow templates available in MOSS (continued)

Workflow template Use to

Collect signatures Gather signatures needed to complete a document. This workflow can be started only from Info-
Path 2007.

Disposition approval Allow workflow participants to decide whether to keep or delete expired documents.

Translation management  Route documents to translators. This workflow can only be used with the Translation Manage-
ment library template.

These workflows are all variations of similar document management processes and
offer these key advantages over the three-state workflow:

¢ Parallel or serial review
¢ Each review has due date with reminders

* Rejecting can cancel workflow

Adding Document Management Workflows to a Library

The MOSS workflow templates are designed specifically to work with document
libraries. They handle the most common tasks associated with document manage-
ment: feedback, review, and approval. You can add more than one workflow to a
library, so it is possible to have workflows handle all of those processes for a single
set of documents.

To add the MOSS document management workflows to a library:

1. Navigate to the document library, click Settings - Document Library Settings,
and then click “Workflow settings” under the Permissions and Management
heading. SharePoint displays the Change Workflow Settings page.

2. Click “Add a workflow.” SharePoint displays the Add a Workflow page as
shown earlier in Figure 8-15.

3. Select the Approval workflow, complete the page as described earlier, and click
Next. SharePoint displays the Customize Workflow page for the Approval
workflow.

4. Complete the page as shown in Figure 8-20 and click OK. SharePoint adds the
workflow to the library.

5. Repeat steps 3 to 5 for the “Collect feedback” and “Disposition approval” work-
flows. Use the same task list and workflow history list for all three workflows.
When done, the workflows are listed as shown in Figure 8-21.

Each of the document management workflows has very similar customization set-
tings, so you’ll probably want to use the same settings for each to maintain consis-
tency. You can change the list of approvers when you start the workflow, so those
settings should be the most commonly used ones.
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samples > Documents > Customize Workflow

Customize Workflow: Approval Process

k] Leancdl |

Workflow Tasks
Specify how tasks are routed to participants and whether to low tasks ASSION tasks to: =
1o be delegated or If particpants can request changes be made to the fo)
e el el All partipants simitaneously (paralel)
® One particpant at a time (serial) Set serial or parallel
Allows workflaw participants to: approvals
¥ Reassign the task to another person
¥ Request a change befare completing the task
Default Workflow Start Values
Specify the default values that this workfiow will use when itis started, 1Y@ the names of people you want to particpat= when this workflow is started. Add names
Fou gan ont to allow the person who stzrte the workfiow to change or " the order in which you ant the tasks assigned (for serial workflows).
add partidpants.
f Approver: \WOMBAT \Jeff; WOMBATG Trish
T Assign a single task to each group entered (Do not expand groups).
¥ Allow changes o the partpant list when this workfiow is started
Type a message to include with your request:
Identify the approvers
and set deadlines
Due Date
If a due date is specified and e-mail is enabled on the server, parficipants wil receive a
reminder on that date if their task is not finished.
Tasks are due by (paralel):
Give each person the following amount of time to finish their task (serial):
1 Dayls) |*
Hotify Others
To notify other people when this workfiow starts without assigning tasks, type names on the:
CCline.
alc &,
Complete the Workflow

Specfy when you want the warkfiow to be completed. fyoudonot  Complete this workflow when:

select any optors, the workflow wil be completed when al tasks e T olming number of tacks are friched:
finished, i

Cancel this workflow when the:

et ey RO I If an approver rejects,
[ ocrmente donges the workflow stops
Post-completion Workflow Activities
e o ek e o e et o Slectisfhe
conte)rllt a?)proval

Figure 8-20. Customizing the approval workflow

In this case, all three workflows use the same task and workflow history lists because
each workflow relates to a single library. If there are separate security requirements
for the different workflows, you could create separate task lists instead.
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samples > Documents > Settings » Workflow settings

Change Workflow Settings: Documents

IUze this page to view or change the workflow settings for this document library. You can alse add or remove workflows,

Workflows

| {Zj Workflow Name (click to change settings) Workflows in Progress
Approval Process 1]
Disposition Process 1]
Feedbadk Process i}

@ Add a workflow
o Remove a workflow

a View workflow reports

Figure 8-21. A single library with three document management workflows

Using the Document Management Workflows
To start a workflow:
1. Click Workflows on the document’s Edit menu. SharePoint displays a page with
the workflows that have been added to the library.

2. Click on the Workflow link under the Start a New Workflow heading. Share-
Point displays the Start page for the workflow.

3. Complete the Start page as shown in Figure 8-22 and click Start to begin the
workflow.

Once the workflow begins, you can view its progress through the workflow history,
as shown earlier in Figure 8-19. Approvers can be changed from that page while the
workflow is in progress.

Viewing Workflow Reports

The document management workflows provide activity and error reports that help
you manage the workflows. To see the workflow reports:

1. Click “View workflow reports” on the Change Workflow Settings page. Share-
Point displays the Workflow Reports page.

2. Click on the report to view. SharePoint opens the report as an Excel pivot table.
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samples > Documents > doc4 > Workflows > Start Workflow

Start "Approval Process": doc4

Request Approval

To request approval for this document, type the names of the people who need to approve it on the Approvers|line. Each person will be assigned a
task to approve your document, You will receive an e-mail when the request is sent and once everyone has finished their tasks,

Add approver names in the order you want the tasks assigned:

&l approvers... | [eioe Bond; wowBATSEh —— 7| —Enter the appropriate

reviewers here

" assign a single task to each group entered (Do not expand groups).

Type a message to incude with your request:
Please review this document for approval. If you have changes, please contact me dircctly. . i .
Provide clear instructions

Thanks, in your message

Jeff
Due Date
If a due date is spedfied and e-mail is enabled on the server, approvers will receive a reminder on that date if their task is not finished.

Give each person the following amount of time to finish their task:
1 Day(s) =

Set a deadline for review

Notify Others
To notify other people about this workflow starting without assigning tasks, type names on the CCline,

adlcc... &I

Start | Cancel

Figure 8-22. Starting a workflow

If you do not have Excel 2007, the report may open as an XML file. Save the file to
your desktop as Activity_Duration_Report.xml or as Cancellation_ Error_Report.xml
and open the file in Excel 2003.

Best Practices

* When creating alerts, choose daily summary over immediate alerts. Too much
email is overwhelming.

* Make sure your antispam software does not block email from SharePoint.

* Use the Pentalogic SharePoint Reminder web part to create alerts for overdue
tasks.

* Create workflows to implement a business process in SharePoint.

* Use the MOSS document management workflows to implement approval and
review processes.
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CHAPTER 9
RSS, Rollups, and Site Maps

This chapter is about ways to share information and to provide overviews of content
across sites. The topics covered here allow you summarize and drill down into con-
tent, regardless of where it is stored, through:

* RSS feeds and readers such as the RSS Viewer web part

* Rollups such as the Site Aggregator web part

* Site maps, such as the sited directory and table of contents web part

Most of the web parts discussed in this chapter are only available in MOSS, but I pro-
vide alternatives for WSS-only installations where possible. The ability to share and
summarize content across sites is one of the big advantages of MOSS over plain WSS.

I also expand on the technique of creating custom web pages and targeting [Frames
that I touched on in Chapter 6. The Site Aggregator web part encapsulates that tech-
nique, and it’s a good skill to know when working across sites.

RSS at a Glance

RSS is a way to publish information through feeds and readers. Every list and library in
SharePoint provides an RSS feed indicated by an icon in the Action menu (Figure 9-1).

‘New = |Ax:h'ons' | Settings ~

Edit in Datasheet
H 1! 3 Bulk edit items using a datasheet
¥ format.

_-_| Export to Spreadsheet
Analyze items with a spreadsheet

S application.
View RSS Feed
Syndicate items with an RSS reader. {I-_.-,)

& Alert Me
= Receive e-mail notifications when
items change.

Figure 9-1. Every list and library provides an RSS feed
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If you click on View RSS Feed, SharePoint displays the current content of the feed
with a link to “Subscribe to the feed.” Click that link, and SharePoint adds the feed
to your browser’s list of feeds. Figure 9-2 shows the Internet Explorer 7.0 feed list.

| (= Home: Report a problem - Windows Intemetbxplorer BEE
@@ - Ié, ht‘m:f{usingsharepuint.cum:ZUU?ﬂwumEf_IayDuisﬂ\sthEd.asDx?List=%?‘Blﬂ59423.5\%Zij ;f:';)( I'rahc-:-! Search Ib_;
? *‘{R? @Hnme: Report a problem | | J ﬁ T m - @ - Ii_-)‘vPage - @Tuuls @ %

| Favorites | [ Feeds 40 History [#] =

RSS Feed Page

ft Feeds
Microsoft Shar%}int Preducts and Technologies ... Home: Report a problem
You are viewing a feed that ins f dated When you

subscribe to a feed, it is added to the Common Feed List. Updated information
from the feed is automatically downloaded to your computer and can be viewed
in Internet Explorer and other programs. Learn more about feeds.

4 Subscribe to this fee

Click here to add the feed to your browser

=
ore T o -

Figure 9-2. Subscribe to a feed to add it to your browser

Within Internet Explorer, you can view RSS feeds just as you would view your Favor-
ites. In this case, the list is the feed and Internet Explorer is the reader. MOSS also
includes an RSS Viewer web part to help build pages that combine one or more feeds
as shown in Figure 9-3.

N

o If you don’t have MOSS, there are several RSS reader web parts avail-
.".“ able on the web. Make sure they support authenticated RSS if you
Tk plan to use them to view SharePoint feeds.

The page in Figure 9-3 brings together content from an external site and from a
SharePoint site on my intranet. Using RSS to display a list is similar to using a List
View web part, but the RSS Viewer can cross-site boundaries so this page can appear
in my top-level site even though the lists are stored in a subsite.

Using the MOSS RSS Viewer Web Part

RSS is the way SharePoint shares information across sites, a process called aggregat-
ing content. SharePoint RSS feeds are authenticated, meaning the RSS viewer must
pass your credentials to the site before it will return any data. In other words, you
need the same permissions to access an RSS feed as you do to access the list provid-
ing the feed.

The MOSS RSS Viewer web part supports authenticated RSS, so it only returns con-
tent you are authorized to see. If you don’t have permission to view the list, the RSS
Viewer is hidden on the page.
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g Aggregating Content

RSS Viewer - External Feed

Microsoft SharePoint Products and Technologies Team Blog
Debugger Feature™ for SharePaoint

Investing in Logical Architecture Design Samples . . .
This feed is from Microsoft

Best Practices Analyzer
Tip: Using the Preview Pane to View Items in a Large List

Community Kit for SharePoint (CKS) 2.0 to kick off with a boost from the Solution Sharing Network (SSN)
templates and web parts

RSS Viewer - Documents

samples: Documents
docd
Docl
Doc3

These feeds are from SharePoint lists
RSS Viewer - Task List

samples: Tasks
Test task 2
Test task

Figure 9-3. Using the RSS Viewer web part to combine feeds on a page

To use the RSS Viewer web part to aggregate content from a SharePoint list:

1. Navigate to the list that you want to get information from and click Actions —

View RSS Feed. SharePoint displays the feed page for the list.
2. Copy the address of the RSS feed page.

3. Navigate to the page where you want to display the feed and add an RSS Viewer

web part.

4. Click “Open the tool pane” on the web part, paste the address of the feed into
the RSS Feed URL property as shown in Figure 9-4, and click OK. SharePoint

displays the feed in the web part.

Modifying Feeds

RSS feeds are designed for time-sensitive information. By default, SharePoint feeds
provide the 25 most recent items over the last seven days. The RSS Viewer web part
may further narrow those results through the Feed Limit property shown in
Figure 9-4. To display more results, change the RSS Viewer Feed Limit setting and

modify the list feed to provide more results.

RSS at a Glance



Right Zone

L, Add a Web Part

RSS Viewer [2] edit * | X

Web part is not bound to a feed.
Open the tool pane to set the
feed Url,

Click here to set web
part properties

ilﬂ RSS Viewer [2] x
[# Appearance
[+ Layout

[¥] Advanced

[E Rrss Properties
RSS Feed URL

[http:ffwomhatsfsamplesf_lay D ——— Paste address here
Feed Limit
T 5 Use this to limit the number

[T Show feed title and description
[+ Miscellaneous

Data View Properties

ol

XSL Editor
To add XSL, click XSL Editor.
XSL Editor...

=] 0K I Cancell Apply I

of items shown

—— Use XSL to format the display

(advanced)

Figure 9-4. Using the RSS Viewer web part

To modify a SharePoint feed:

1. Navigate to the list providing the feed and click Settings — List Settings, and then
click on “RSS settings” under the Communications heading. SharePoint displays

the Modify List RSS Settings page.

2. Change the settings as shown in Figure 9-5 and click OK.

To turn off feeds from a list, select No in Figure 9-5. Turning off a feed does not stop
existing viewers from getting the feed, it only prevents new ones from being added.

You can also turn off feeds at the site or application levels.

To turn off feeds for a site:

1. Click Site Actions — Site Settings, and then click RSS under the Site Administra-

tion heading. SharePoint displays the RSS page.
2. Deselect “Allow RSS feeds in this site” and click OK.

To turn off feeds for an entire SharePoint application:

1. Navigate to the SharePoint Central Administration site and click Application

Management - Web Application General Settings.

2. Scroll down, select No in the RSS Settings section, and click OK.
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samples > Tasks > Settings > Modify List RSS Settings

Modify List RSS Settings: Tasks

Use this page to modify the RSS settings for thisfist. Learn how to enable and configure RSS.

List RSS Allow RSS for this list?
Gres o Select No to turn off feeds
RSS Channel Information Truncate multidine text fields to 256 characters?
Specify the channel elements that define the RSS feed. Cyes GNo
Title:

[samples: Tasks

Description:
RSS feed for the Tasks list.

Lzl

Image URL:
[/samples/_layouts/images/homepage.gif {Click
here to test)
Columns —
Select the columns to display in the RSS description. [tems marked with an asterisk () W
are mapped to standard RSS tags. For example, "Modified By” is mapped to the R5S
“Author” tag. Include Column Name Display Order
F Priarity m
= Status [z =
P % Complet= =
I Assigned To [« =
|2 Task Group 5 *
I Description IEI
AR it ate 7 N Choose the columns to
P Duepa= [ = include
) Content Type s =l
|} Created IE[
I} Created By [1ir=]
[ Modfied (9 [r2=
[ ModfiedBy () = |
O T [
| Version IE
Item Limit Maximum items to include:
i S N A s e [oss | These are maximum
Mom s th ickiries settings (lets the viewer
[oo9s | J decide how much to show)
pefits | ok Canel |

Figure 9-5. Modifying the RSS feed from a SharePoint list

Again, turning off feeds doesn’t stop existing viewers from displaying the feed, it only
prevents new viewers from being added for the feed. To stop a feed altogether,
change the list’s security settings, or delete and re-create the list with RSS feeds
turned off.

Using Rollups

Rollups are another way of bringing together content from other sites. The MOSS
Site Aggregator web part rolls up documents in other sites and displays them in a sin-
gle pane with a tab bar across the top, as shown in Figure 9-6.
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Each tab displays content from a different site

Site Aggregator
Sites * | Samples | - ‘ . Legal - Corporate - Essential -
Click here to go Go to samples

to the site et Modi = =
@j Doc3 412/2007 9:21 AM Documents .__;
@J Docl 412/2007 9:21 AM Documents ﬁ
. @ Docl 412/2007 9:21 AM Documents .__-;
Only content modified & paces 3/31/2007 12:18 PM pages =)
ibsysf]lér‘;’ennt user &)  page3 3/31/2007 9:37 AM pages =]
|E_2~] chd3 3/31/2007 8:57 AM Documents ﬁ

Figure 9-6. Using the MOSS Site Aggregator web part to roll up documents

Rollups give you a view of the content in other sites. The Site Aggregator web part
displays the documents modified by and the tasks assigned to the current user within
a particular site. My Sites include a Site Aggregator web part to help users manage
their documents and tasks across projects.

To add a project site to the Site Aggregator web part on your My Site:

1. Navigate to your My Site.

2. On the SharePoint Sites web part, click Sites —+ New Site Tab. The web part dis-
plays the “Create a new site” tab pane.

3. Complete the pane, as shown in Figure 9-7, and click Create. SharePoint adds
the tab to the web part.

This Site Aggregator web part is included on the users’ My Sites by default
SharePoint Sites
Click here to add a site —|»New Site Tah = | My Site

Create a new site tab

 Select site from Memberships list
| =

{* Type SharePoint site URL and name

Fill out these fields
and click Create to—|
add a tab Site URL

|http://wombats/it/projects/DG21

Site Name

|Driving Green

Figure 9-7. Use this web part on your My Site to keep track of projects you worked on

Modifying the Site Aggregator

The default Site Aggregator web part displays the _layouts/Mylnfo.aspx page from
each site. That page is global to all sites, and it’s the part that determines what
appears in the web part’s display pane.
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To change what appears in the display pane, complete these tasks:

* Create a new page to display.

* Change the web part’s URL property to display that page.
For example, to only display your tasks in the Site Aggregator web part:

1. Go to the SharePoint server and open this folder:

C:\Program Files\Common Files\Microsoft Shared\Web Server Extensions\12\
TEMPLATE\LAYOUTS

2. Make a copy of the MyInfo.aspx file and name it MyTasks.aspx.

3. Edit MyTasks.aspx to comment out the CrossListView web part for the docu-
ments (the code is shown later). Save the file when you are done.

4. In SharePoint, navigate to the page with the Site Aggregator web part and click
Modify Shared Web Part on the web part’s Edit menu.

5. Change the URL property to _LAYOUTS\MyTasks.aspx and click OK to close
the property pane, as shown in Figure 9-8.

Appearance

A
[+]
[ Layout
[+

Advanced
SharePoint Sites - [+ view
Sites - My Site | Samples | - | = urL

URL to append to site
Go to samples

Tasks |_|avaut5-"MyTas|-c5.asp)d |Z|

=l Test task

] Testtask2 o[l ox | cancel | apoly |
New page only displays tasks Change the page to display

Figure 9-8. Changing the page that appears in the Site Aggregator

The following code shows the changes for the MyTasks.aspx page:

<!-- MyTasks.aspx, based on MyInfo.aspx -->

<%@ Page language="C#" Inherits="Microsoft.SharePoint.Portal.
SiteAdminPage,Microsoft.SharePoint.Portal,Version=12.0.0.
0,Culture=neutral,PublicKeyToken=71e9bce111e9429c" %>

<%@ Register Tagprefix="SPSWC" Namespace="Microsoft.SharePoint.Portal.WebControls"
Assembly="Microsoft.SharePoint.Portal, Version=12.0.0.0, Culture=neutral,
PublicKeyToken=71e9bce111e9429c" %>

<%@ Register Tagprefix="SharePoint" Namespace="Microsoft.SharePoint.WebControls"
Assembly="Microsoft.SharePoint, Version=12.0.0.0, Culture=neutral,
PublicKeyToken=71e9bce111e9429c" %>

<script src="/_layouts/<%=System.Threading.Thread.CurrentThread.CurrentUICulture.
LCID%>/core.js"></script>
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<script src="/_layouts/<%=System.Threading.Thread.CurrentThread.CurrentUICulture.
LCID%>/owsbrows.js"></script>
<HTML dir="<%$Resources:wss, multipages direction dir value%>" runat="server">
<HEAD><TITLE><asp:Literal runat="server" Text="<%$Resources:sps, myinfo_
SiteDocuments%>" /></TITLE></HEAD>
<BODY>
<SharePoint:CssLink runat="server"/»>
<table width="100%">
<SPSWC:Sitelink runat="server" />
<!-- JAW, 4/11/07: Hide My Docs list
<SPSWC:CrossListView id="Docs" Title="<%$Resources:sps,
myinfo SiteDocuments%>" HideFileTypes="dwp;master;aspx;xsl;css"”
runat="server"/>
-->
<SPSWC:CrossListView id="Tasks" Title="<%$Resources:sps,
myinfo SiteTasks%>" RenderTasks="true" runat="server"/>
</table>
</BODY>
</HTML>

Displaying Custom Site Pages

The pages in the _layouts folder are available to all sites, so I saved MyTasks.aspx to
that folder. The change is very simple, but it should be enough to get you started
with those types of global pages. You can also use the Site Aggregator to display any
page from a site—even the home page—but if you try that, you’ll see the visual
disaster shown in Figure 9-9.

All of the default site pages include the link bar, Quick Launch, and other naviga-
tional web parts that you don’t want to display in the Site Aggregator pane. To solve
that problem, complete these tasks:

* Create a library containing custom pages that omit the navigational elements.

* Add web parts to display the content you want to aggregate from the site.

* Display the pages from that library in the Site Aggregator.
You can use SharePoint Designer to create web pages that omit the link bar, Quick
Launch, and other elements, but that’s way too difficult to explain here (sorry).
Instead:

1. Download the NoNavPages10.stp library template from this book’s samples site.

2. Upload the template to your site collection’s list templates gallery.

3. Create a new library named “Pages” using the template.
The Pages library includes 10 sample pages without the navigational elements. To
add web parts to the page:

1. Display the page in the browser.

2. Click on Edit Shared Page — Design This Page. SharePoint displays the page in
Edit mode.
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Site Aggregator

Sites * | Home - | Samples - || Team -
Home
gl Team [alsites
Home  Document Center = Mews - Reports = Search = Sites  Corporate Documents

Version: Draft (0.1)

Page = | Workflow =

Status: Checked in and viewable by authorized users.

Tools E EditPage | |4¥] Submit for Approval

View All Site Content

Home = Team

—1-Site pages include navigational

parts that look bad when
displayed in the Site Aggregator

Document Center
News

Reports

Search

Sites

Corporate Documents
Legal Department
samples

temp

Team

18] Recycle Bin

| o

Figure 9-9. Displaying standard site pages in the web part gets crowded

3. Add web parts or modify the web parts as needed.
4. When you’re done, click Edit Shared Page — Design This Page again to switch
back to view mode.
Finally, set the Site Aggregator to display the custom page:

1. On the web part, click Sites —+ New Site Tab, and type the full address of the cus-
tom page in Site URL followed by #, as shown in Figure 9-10.

2. Click Create to create the tab.

Site Aggregator
| New Site Tab = || Samples
Create a new site tab

Site URL

| Page 2 =

|http:kumbatﬁfsample.s{page.afpageS.aspx# Add # to override the
URL property setting
Site Name
IPa ge 3|
Create

Figure 9-10. Using custom pages to aggregate content
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Targeting Frames

When done, clicking the tab bar on the Site Aggregator web part displays the cus-
tom page in the web part’s display pane. What’s actually happening is the links in
the tab bar target an IFrame created by the web part, as shown in Figure 9-11.

This link is:
<a href="http://wombat6/pages/pagel.aspx" target="ctloo _m_g..">Samples</a>

Site Aggregator
Sites ~ |Samp|es | - |

No Frames Sample Edit Shared Page ~

Type  Name

=] noframe ! Hew »~

H] pagetined This frameis: )
E] page2lnew <IFrame id="ctloo_m_g..">
H] page3lnew

B]  paged!new

B8]  page5 ! Hew

H]  paget I new

8]  page7 ! Hew

B]  paged ! rew

@J paged ! HEW

Figure 9-11. How the Site Aggregator works

Since the display pane is an [Frame, any links displayed there will open in the same
frame. To open in the parent frame, you need to add a target="_top" attribute to the
link. The MylInfo.aspx and MyTasks.aspx pages discussed earlier actually generate
links with that attribute included. I include two samples in NoNavPages10.stp:

* Examplel.aspx demonstrates targeting the current frame from a List View web
part. That’s the default target used throughout SharePoint.

* Example2.aspx demonstrates targeting the parent frame using a Data View web
part.

To create a web part that targets the parent frame as demonstrated by Example2.aspx,
follow these steps:

1. Create the List View web part on the page and format it as closely as possible to
the final form.

2. Open the page in SharePoint Designer and convert the web part to an XSLT
Data View.

3. Save the page and close SharePoint Designer.
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4. Navigate to the page in the browser and switch to Edit mode.

5. Open the Data View web part’s properties pane and click XSL Editor.

6. Modify the XSL to include a target="_top" attribute for each link. It’s easiest to
copy the XSL into Notepad, search and replace, and then paste back into the text
window.

7. Click Save to save the XSL, and then click OK to close the property pane.
The following sample shows one of the changes to the XSL:

<xsl:choose>
<xsl:when test="@IsCheckedoutTolLocal="""></xsl:when>
<xsl:otherwise><A HREF="{ddwrt:URLLookup('"', 'IsCheckedoutTolLocal',
string(@ID))}" target="_top"><xsl:value-of select="@IsCheckedoutToLocal"
/></A></xsl:otherwise>

</xsl:choose>

Rollups Without MOSS

Several vendors offer rollup web parts and there are even some available for free
download off the Web. Table 9-1 lists some of the vendors I am familiar with, but I
encourage you to do your own research as well.

Table 9-1. Web part vendors

Company Web site Comments

CorasWorks www.corasworks.com Provides a large set of web parts and site templates. Sold as a server
license.

BrightWork www.brightwork.com A smaller set of web parts than CorasWorks, but less expensive.

Bamboo Solutions www.bamboosolutions.com Web parts are sold a la carte with a free trial period.

Providing Site Maps

Site maps provide a table of contents for your site collections. Microsoft calls the site
map in MOSS the site directory, and it appears on the Sites tab, as shown in
Figure 9-12.

Each tab on the site directory provides a slightly different overview of the content
included in your portal, as described in the following table.

Tab Web part Includes

(ategories (ategories Site listings included in the Sites list grouped by category.

Top Sites Content Query Site listings included in the Sites list where Top Site = True.
Site Map Table of Contents Site collections and subsites organized in alphabetical order.
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http://www.corasworks.com
http://www.brightwork.com
http://www.bamboosolutions.com

Home > Sites
Site Map Create Site | Add Link to Site
The Sites Directory is a catalog of sites that can be grouped into categories. To submit a site to the Sites Directory, please choose Contact Details =
either "Create Site" or "Add Link to Site” on the top-right cormer of this page. -
Click here to add or
modify a contact
Categories | TopSites | SiteMap |
Lists Search samples ]
Document Center Sites Documents
Documents Document Center Lists
Pictures gallery Discussions
Lists Corporate Documents Sites
Discussions Documents People and Groups
Surveys Pictures Document Center . ) .
e Liste Team This site map is provided
o by the Table of Contents
Documents Discussions temp Web part
Reports Surveys Documents
Reports Corporate Archive Lists
Dashboards Corporate Archive Discussions
Resources Legal Department Sites
Documents People and Groups
Lists

Figure 9-12. The MOSS site directory

The Table of Contents web part queries the actual site structure, so it is always up-
to-date. The Categories and Content Query web parts get their data from the Sites
list, which is built from site listings that are sometimes added when new sites are cre-
ated. Figure 9-13 shows the settings on the Create Site page that determine whether
or not a listing is created.

When you create a site in MOSS,
click here to add a listing for the
site to the site directory

Site Categories W List this new site in the site