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Introduction

Microsoft Office SharePoint Server, or simply SharePoint, is the new buzzword around Microsoft
software. I first used SharePoint some years back simply to store documents and access them from home
via the Web. Over time, I came to realize that this software offered an opportunity to totally change the
way I work with documents in that it blurred the distinction between the local PC and the Internet. But,
being honest, I was an amateur user of SharePoint and it quickly became simply an extension of the
usual file server I used every day.

When I was using the beta of Microsoft Office 2007 was the time that I really sat up and looked at
SharePoint, and at MOSS 2007 in particular. I realized that simply using Microsoft Word 2007 and a few
mouse clicks I could make information available via the browser to whomever I wanted to, with no need
to use third-party software to upload files to the web. Just use the software I was already familiar with
and the job was done. Not only that, but security of the information was taken care of for me. Now
SharePoint has really taken off and is perhaps one of the biggest-selling products in the Microsoft stable.

This book is designed to teach you how to use SharePoint and Microsoft Office 2007 integration features
to get your job done in this new environment. So why did I write this book? I have written and
contributed to several books, and each time I always say to myself that I will never do it again. There is
no money in books — not for the author anyway. I wrote this book on SharePoint and Office 2007
because I discovered that there is very little in the way of user materials available to the average
SharePoint user. Most of the materials available on the web, for example, are aimed at the technical user
or aimed at a user who would possess high-level permissions within a SharePoint environment. It’s
highly unlikely that the majority of SharePoint users would ever be given such permissions. I wanted to
write a book that you could leave on your desk and refer to when required, a book that would show you,
in basic, nontechnical terms, how SharePoint and Office 2007 fit together. For example, I wanted to show
you how to save a document directly into your SharePoint site from any of the Office 2007 applications
and have all interested parties emailed with details of the upload.

Who This Book Is For

I hope anyone using Microsoft SharePoint would find something of value in this book. The book is
written for those actively using SharePoint, either those new to the software or existing users of the
previous version. I assume nothing at all about your experience with SharePoint and its interaction with
Microsoft Office 2007 and cover everything from that standpoint. You can feel free to read the book cover
to cover or dip in and out for information as you need to.

How This Book Is Structured

This book is structured into two distinct areas: Microsoft Office SharePoint Server and Microsoft Office
2007. 1 did this because, in order to take full advantage of the features in SharePoint, you do need to
understand how it works and what exactly is available within SharePoint. SharePoint is a huge bit of
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software and does take some time to learn all of the available features, not counting all of the add-ins
and extras you can have installed. Chapters 1-5 deal with SharePoint-specific areas, while Chapters 6-13
look more at integration with Microsoft Office 2007. In a book like this, it’s difficult to decide when to
introduce specific topics — there is a lot of “chicken and egg” about working with SharePoint. In

the end, I think I have succeeded in breaking this topic up in a way that you can get the most out

of the software without repeating myself too much.

However, ultimately, all SharePoint really is is a tool to help you get your work done in as efficient a way
as possible without wading through heaps of technical manuals and web sites to try to work out the easy
way to do something. This is something I think that many technical gurus forget. To the majority of
users, software is only a tool used to get their work done, and I hope this book helps you do that. If you
are comfortable with SharePoint, you can skip the first five chapters, but I would advise you to check
them out anyway. Given the nature of this software, it's always possible to miss some small feature that
you might need, and you might find out something you don’t already know. What follows is a brief
preview of each chapter in the book.

Q  Chapter 1: Microsoft Office SharePoint Services 2007 (MOSS) — This chapter provides you
with some background on SharePoint, what it is, and what it is used for. It is aimed at new users
to SharePoint, but existing users may want to read over it because there is always something to
learn with SharePoint.

O  Chapter 2: Sites and Workspaces — This chapter begins to explore SharePoint in terms of its
sites and site structures, taking you from a beginner’s position to having a fully working team
site running within the browser. You will examine and create various types of sites within
SharePoint, and be introduced to how permissions work in this application. At the end of the
chapter, you will have an appreciation of the various types of objects that can be created for you.
This chapter also delves a little bit into site design and how you can use free templates from
Microsoft to enhance your team sites to meet various business conditions.

Q  Chapter 3: Lists and Libraries — This chapter introduces you to the fundamental objects within
SharePoint: lists and libraries. You will look at the lists and libraries available to you, how they
are created and managed, and how you can create custom lists of your own. The chapter also
introduces you to the world of SharePoint workflows and how they are created and executed.

Q  Chapter 4: Web Parts — This chapter discusses the basic building block of SharePoint web sites,
the Web Part. You will work with almost all the built-in Web Parts available to you in
SharePoint, including those used for searching.

Q  Chapter 5: SharePoint and You — Chapter 5 takes you into the world of SharePoint
personalization, using the MySite feature in SharePoint to create your own personal
SharePoint sites. You will also look at how to manage your personal site and how you can
create a personal view of a standard SharePoint team site.

Q  Chapter 6: Microsoft Office Word 2007 — This chapter starts to explore the interaction between
the Office 2007 applications and SharePoint, beginning with Word 2007. You will see how
documents are published to a team site, how to create and manage metadata associated with
your documents, and how the documents themselves are enhanced by SharePoint functionality.

Q  Chapter 7: Microsoft Office Access 2007 — This chapter discusses and demonstrates the
integration between Microsoft Access 2007 and SharePoint. You will discover how to link your
Access database to SharePoint, use Access 2007 to report on SharePoint list data, and work
offline using Access 2007 as the client.
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0  Chapter 8: Microsoft Office Outlook 2007 — This chapter discusses how Outlook 2007 is used
with SharePoint, again looking at offline access to SharePoint data, and working with calendars
both from Outlook 2007 and from within SharePoint itself.

Q  Chapter 9: Microsoft Office Excel 2007 — This chapter looks at using Microsoft Excel 2007 to
work with data — both from within Excel and directly from SharePoint — using the Excel Services.

Q  Chapter 10: Microsoft Office Groove 2007 — This chapter introduces you to another new
product, Groove, a client-based tool used for collaboration and integrated into SharePoint. The
chapter provides you with a solid grounding in this software, including how to take SharePoint
data offline and initial discussions regarding security. As well, the chapter discusses other areas
of Groove 2007 that can assist you in your work.

Q  Chapter 11: SharePoint Add-Ins — This chapter outlines some of the more useful add-ins I have
personally used to enhance SharePoint in my own installation.

Q  Chapter 12: Sharepoint Designer 2007 — This chapter discusses SharePoint Designer and how
it also can be used to enhance your SharePoint sites. The chapter provides grounding in using
this tool to change the design of a standard site and also looks at creating workflows from the
design surface and attaching them to lists within your team sites.

Q  Chapter 13: Records Management — This final chapter discusses what records management is
and how it works in the SharePoint world. At the end of this chapter, you will have a solid
understanding of how to use records management to your benefit from day to day, and how to
enable it within your team sites.

What You Need to Use This Book

You will need either access to Microsoft SharePoint Server 2007 or Windows SharePoint Services version 3.
To follow along with some of the examples, you will also need Office 2007. Office 2003 users shouldn’t be
put off by this, as there is still a fair degree of interaction between Microsoft Office 2003 and MOSS 2007.
Some menu options may not be available to you in the Office applications, but the basic functionality is
there, so you too will get something out of this book.

Conventions

To help you get the most from the text and keep track of what’s happening, we’ve used a number of
conventions throughout the book.

Notes, tips, hints, tricks, and asides to the current discussion are offset and placed in italics like this.
As for styles in the text:

Q  We highlight new terms and important words when we introduce them.

QO  We show keyboard strokes like this: Ctrl+A.

XXV
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Q  We show filenames, URLs, and code within the text like so: persistence.properties.

QO  We present code in two different ways:

We use a monofont type with no highlighting for most code examples.

We use gray highlighting to emphasize code that's particularly important in the present
context.

Errata

We make every effort to ensure that there are no errors in the text or in the code. However, no one is
perfect, and mistakes do occur. If you find an error in one of our books, such as a spelling mistake or
faulty piece of code, we would be very grateful for your feedback. By sending in errata, you may save
another reader hours of frustration, and at the same time you will be helping us provide even higher
quality information.

To find the errata page for this book, go to www.wrox.com and locate the title using the Search box or one
of the title lists. Then, on the book details page, click the Book Errata link. On this page, you can view all
errata that has been submitted for this book and posted by Wrox editors. A complete book list, including
links to each book’s errata, is also available at www.wrox.com/misc-pages/booklist.shtml.

If you don’t spot “your” error on the Book Errata page, go to www.wrox.com/contact/techsupport
.shtml and complete the form there to send us the error you have found. We’ll check the information
and, if appropriate, post a message to the book’s errata page and fix the problem in subsequent editions
of the book.

p2p.wrox.com

For author and peer discussion, join the P2P forums at p2p.wrox. com. The forums are a Web-based
system for you to post messages relating to Wrox books and related technologies and interact with other
readers and technology users. The forums offer a subscription feature to email you topics of interest of
your choosing when new posts are made to the forums. Wrox authors, editors, other industry experts,
and your fellow readers are present on these forums.

Athttp://p2p.wrox.comyou will find a number of different forums that will help you not only as you
read this book but also as you develop your own applications. To join the forums, just follow these steps:

1. Gotop2p.wrox.com, and click the Register link.
2. Read the terms of use, and click Agree.

3.  Complete the required information to join as well as any optional information you wish to
provide, and click Submit.

4. You will receive an email with information describing how to verify your account and complete
the joining process.
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You can read messages in the forums without joining P2P, but in order to post your own messages, you
must join.

Once you join, you can post new messages and respond to messages other users post. You can read
messages at any time on the web. If you would like to have new messages from a particular forum
emailed to you, click the Subscribe to this Forum icon by the forum name in the forum listing.

For more information about how to use the Wrox P2P, be sure to read the P2P FAQs for answers to

questions about how the forum software works as well as many common questions specific to P2P and
Wrox books. To read the FAQs, click the FAQ link on any P2P page.
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Part |: Microsoft SharePoint Server 2007

The first part of this book looks in detail at Microsoft Office SharePoint Server 2007 and how you can use
it to help you organize and control the huge amount of information you are faced with each day. This
part is also aimed at those of you who are not using Microsoft SharePoint Server (MOSS) 2007 but
perhaps using Windows SharePoint Server (WSS) version 3. Much of the content in this section and the
following section will also apply, so do not be put off if you don’t have MOSS.

From Microsoft Word documents to dealing with large corporate database systems, everyone is
increasingly inundated with information, and it is becoming harder to organize and classify this
information, not to mention simply find it when you need it. You are also faced with increasing legal
requirements for the safeguarding and retention of information, and this can also be a difficult process to
manage, not only on your own PC but also across corporate networks. This is where collaboration
software such as Microsoft SharePoint comes in. It can help you organize, communicate, and share
information and data across and outside your organization.

For the Microsoft Office 2007 user, SharePoint can be a huge program to come to grips with, and it can
take some time to understand all of the features available to you. Not only that, but you then need to
learn how it all fits together with Microsoft Office 2007 and perhaps Microsoft Office 2003. Again, this
can be a confusing experience for many people. This part of the book focuses on those areas of
SharePoint that you will need to understand in order to make full use of the software from within
Microsoft Office 2007 in particular. For Office 2003 users, much of the interaction is the same, but the
ease of use you will get with Office 2007 is just not there.

Using SharePoint

In this first section of the book, you will read about SharePoint and all of its various features, including
working with and creating team sites, lists, and document libraries, and interacting with corporate data.
Each area of the software is discussed, and many of the basic objects you need to understand will be
demonstrated with lots of practical walkthroughs to help you understand how they work. Chapters have
been designed to take you from the basics of understanding SharePoint to personalizing the software to
bring the information and data you need to the front by using the highly customizable interface available
to you.

Part 1 begins by looking at SharePoint, providing you with a detailed overview of the software, how it is
structured, the features available, and more general information about the skills you will need to
develop to take advantage of its many features. You then move on to look at each of the core areas in
Microsoft SharePoint Office Server 2007 and Web Parts: what they are, how they can be configured, and
how to use them to present information and documents to yourself and your colleagues. Each core
feature is introduced to provide you with a general view of what'’s available when you start using
SharePoint.

Following this, many of the core features are examined in greater detail in the next four chapters. You
create your first SharePoint team site, examining and working with its many features. You will look at
the basic structure of the sites, including lists and libraries, providing you with a solid understanding of
not only what they are but also how they can be used to help you in your work. Chapter 4 brings you
into the world of SharePoint Web Parts. Every core Web Part that you will find in SharePoint is discussed
and demonstrated with full working examples and walkthroughs, ensuring that you have a full
understanding of how they work and when they are used—again, central to your understanding of
SharePoint.
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Finally, Part 1 of the book ends with a deep dive into SharePoint and customization—how you can
configure the various areas of SharePoint to provide information directly of use to you, from creating
personal views of SharePoint web sites to working with your own personal web space on the SharePoint
server. You will also look at using SharePoint Designer 2007, which will enable you to extend and
enhance many areas of SharePoint, including how you can begin to design the interface to your sites and
access corporate information held in database systems. You will look at the additional workflow features
of SharePoint Designer and how they can be used within your business environment to improve and
enhance the software.

You will look at some of the social networking aspects of SharePoint and how they work in a business
environment, such as how SharePoint will suggest associations between people you interact with in the
SharePoint site.

All these areas are covered and plenty of walkthroughs are provided to give you some hands-on
experience in trying out the various features.

Later in the book you will learn how to customize the basic design of your sites and work with
SharePoint Server’s record management features to help you meet your auditing and legal requirements
in terms of document auditing and retention. Straightaway, SharePoint will do a fair job in the record
management area, but with additional free downloads available from Microsoft, it can become the record
management repository for an enterprise, doing more than helping you meet your legal responsibilities.
The chapter on record management will provide you with a great start in setting up and managing this
area of the software.

SharePoint is a huge program, but sense this book, and specifically the way in which it is structured, will
help you out on the road to learning how SharePoint works and how it fits together with Microsoft
Office 2007. One of my favorite sayings is “from desktop to Internet:” the ability to take a document or
other file and simply save it into the Web. SharePoint 2007 and Office 2007 make this a reality. I say
throughout this book that no third-party software is needed to take your documents from the desktop to
the Internet, and, indeed, that is the case within the SharePoint environment. All that is required is a
simple File = Save As for your Office 2007 application, and you're done. True integration between your
desktop application and the Web.

For the programmers out there, it will also help to get a user’s view of how this software actually works
and is used on a day-to-day basis by the people that matter: the people who have to use it. For the IT
professional, SharePoint provides a huge opportunity to build applications that meet business needs;
that is, the tools required by you to do your work. SharePoint provides almost all the tools you need
within a business environment when you first install it but is extensible by professional development
teams to be almost anything required to specific needs.






Microsoft Office SharePoint
Services 2007 (MOSS)

According to some web sites and blogs, MOSS is the fastest-selling Microsoft software released in
many years. Large numbers of blogs and support sites have grown up over the web, and many
companies are now investing in this cure-all software.

Reviews of MOSS on the web range from the best thing to hit the IT industry in years to the worst
bit of viral software in the world. From an IT perspective, MOSS is a little bit of both. Improperly
planned and implemented it can be a huge problem to business, as web sites and portals can easily
grow out of control. However, with proper planning and control it can be used with great
effectiveness within almost any business. In this chapter, you will discover what MOSS is and how
it works, and by the end of the book you will have a firm grasp of how to take full advantage of its
capabilities.

The book is divided into two parts. Part 1 provides you with information on SharePoint, looking at
many of its features. In Part 2, you will be concentrating on interaction with Microsoft Office 2007.
MOSS also works with earlier versions of Microsoft Office, so don’t be put off if you are an Office
XP or Office 2003 user. MOSS can still provide you with some great tools and applications to help
you in your day-to-day work.

Two of the best sites for end user support are http: //sharepoint.microsoft.com/
blogs/GetThePoint/default.asp and www.endusersharepoint . com. Both sites
provide lots of useful information and tips aimed at the amateur SharePoint user.

Why All the Hype?

Microsoft Office is perhaps the most widely used desktop application package in the business
world. It’s available on virtually every desktop in every business. Over the last couple of years,
there has been a general move toward making information available without regard to its location,
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and the access vehicle of choice for this has been the Internet. For example, Google Documents and
Google Apps can be accessed via a browser. In the Microsoft world, Office Live allows you to save and
store information, with the browser being the tool of choice to provide the interface to these web storage
locations.

In the business world, documents and other information tend to be stored on file servers to which staff
are given access, emails contain a huge amount of corporate information in terms of both content and file
attachments, USB keys are widely used as a storage medium, and of course the hard drives of the

PCs are in use every day. All of these spaces and devices contain useful business information that, by
their nature, they lock away.

This wide variety of document and information storage locations also makes it difficult to see the whole
range of information available within a company. Not only is information hard to find, but there are
many legal requirements with respect to business documents, and it can be difficult if not impossible for
a company to meet its responsibility with regard to data regulations when information is spread all over
the place with few controls over its management in place. For example, how do you ensure that
documents required to be retained by your company for legal reasons are actually stored centrally? How
do you find all the required documents if you are subject to litigation? When documents are stored in a
multitude of places, it is difficult to get a global picture of any particular activity, as the information
could be located on a hard drive, in an email, or even on a USB stick. Software like SharePoint is an
attempt to pull all of these diverse storage locations together and allow you to get a picture of all the
information about a particular topic or organization. To SharePoint, it doesn’t really matter that you
have information stored on file servers, other hard drives within an organization, or inside large
databases — SharePoint, once configured, can discover it all.

SharePoint also makes it easier for teams within an organization to work together on common projects
and tasks and share information. SharePoint’s core function is to enable you to work without others to
meet business goals in the most efficient way possible. All of the features are there to assist you to
achieve this goal — to work with, create, manage, and discover information.

While MOSS and WSS work in other web browsers (such as Firefox) they do work best when using
Internet Explorer 7. However, the limits are few and it is possible to successfully run sites for users of
Apple Macs and Firefox with little trouble. Browser support is discussed later in this chapter.

Site Structure

It helps when working in this environment to at least have a basic understanding of how a SharePoint
web site is structured. For example, my organization is split up into multiple divisions, each of which
has a MOSS site. In technical terms this is known as a site collection. Within the site collection each
distinct business area has a team site, below which each team is free to create additional sites. The site
collection itself is managed by an administrator, who has full control of the area. Each divisional site also
has a site owner, who is responsible for the individual site. Basically, each business area has its own
self-contained and -managed intranet site with overall management of the entire structure and services
falling to system administrators. For example, the finance division would have an overall intranet site
called Finance. Within that site would be a set of subsites for Purchasing, Income, Salaries, Fees, and so
on. The system administrators manage the more technical aspects of SharePoint and ensure that the
service is maintained.
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The vast majority of readers of this book will be users of SharePoint who simply need to get a job done in
the least technical way possible, and how it all works in the background is of little concern. Most
people’s main concern is being able to turn on their computer each morning simply to get their job done.
The same should be true of SharePoint. Once it’s installed and up and running, you should not have to
bother with how it all happens — unless, of course, you find that area interesting.

Each area is responsible for the security of its own information. It owns the information and is in the best
position to decide who has access to it. For information that needs to be shared across business divisions
or rolled up across the whole organization, customized tools can be provided to achieve this. For
example, internal HR documents that should be available to everyone can be made available at the
top-level sites without permitting staff access to the more confidential areas of the HR sites. In the real
world, it’s more likely that you will interact with SharePoint by using a team site to collaborate with
other colleagues.

What Is MOSS 2007?

As you may already know, MOSS 2007 is a browser-based collaborative environment into which people
save information, interact with business systems, and work with custom business applications. As this
book explores MOSS, you will discover how it provides a more or less open-ended range of possibilities
to assist you in doing your job. One of the first things that attracted me to this product was the ability to,
with a couple of mouse clicks, make information available to almost anyone who has access to a web
browser and permissions to use that information. No third-party tools required, no major technical skills
needed, just a simple File &> Save As directly from Microsoft Word and the job is done. The sting in the
tail — there’s always one — is that, once you get into the MOSS software itself, there is such a large
range of features that it can, at times, be like looking for a needle in a haystack. The rest of this chapter
digs into the software and shows you what’s there and how you can use it.

For the majority of its users, SharePoint is essentially a document storage and collaboration platform. It
allows you to place documents onto a secure Internet site and share those documents with authorized
colleagues both inside and outside an organization. It can also be much more, as you shall see as this
book progresses, and it can provide a fully integrated Internet-based environment that brings documents
to life using the Internet and a web browser.

MOSS is actually two distinct products, Windows SharePoint Services version 3 (WSS v3) and Microsoft
SharePoint Server 2007 (MOSS). WSS v3 is a free component to the Windows Server 2003 operating
system and can be downloaded from the Microsoft web site (search for Windows SharePoint Services 3.0
with Service Pack 1), while MOSS 2007 will cost you — a lot! This book will refer to MOSS 2007 and WSS
as SharePoint. If a feature is only available with MOSS 2007, this will be explicitly stated. Otherwise, all
features discussed will work with both MOSS and WSS v3.

The essential feature of SharePoint is document management. Regardless of all the hype and marketing
bluster out on the web, the vast majority of end users will use MOSS to save and share documents,
mainly Microsoft Office documents. As you will see, this is only one side of the software, and you can do
a whole lot more with it. In order to take advantage of many of the topics discussed, you will need access
to a MOSS server or at the very least a WSS version 3 installation.
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If you do not have access to a MOSS site, you can request that your system administrator create one for
you, or, as you will see later, you can use your own personal MOSS 2007 site for training purposes.
Many books on MOSS talk about creating your own web sites for testing purposes, using management
tools available with MOSS. In the real world of business, it’s highly unlikely that you will have access to
such high-level areas of the server, and your personal space on the server is where you will have most
privileges. There is an alternative for the technically minded reader. You can download a fully
functioning MOSS 2007 virtual machine from Microsoft. Install the virtual machine using Windows
Virtual PC (free software) and use that to practice with. To download the virtual machine, do a search at
www.microsoft.com for Microsoft Office SharePoint Server 2007 VHD. Because of the technical
requirements involved in running a full SharePoint environment on Virtual Disc, it is worthwhile to
check with your in-house systems people before installing this on a company computer.

Before looking at the SharePoint in more detail, one concept you will need to become comfortable with is
Web Parts. MOSS is composed of Web Parts, and there is really no escaping them.

Web Parts

A Web Part can be equated to a small application embedded into the web page. It provides some
functionality required by you, the end user. For example, if you wanted to see a list of all the staff
authorized to use your SharePoint site, you would add a Web Part that, once configured, would display
this information. Note the word “configured”; in many cases, you need to set the Web Part up to return
the information required. In many other cases, the Web Part will simply perform the required function.
Web Parts can be added to almost any page within a SharePoint site, and several Web Parts are provided
for you. Web Parts are really at the core of SharePoint, and in addition to those supplied, developers can
create Web Parts that reflect their own organization’s business processes and information. In general,
once you can program Web Parts, your ability to present applications and information to end users is
endless. This is where the power of SharePoint lies — in the ability of an organization to take the huge
number of out-of-the-box features and extend them and add additional features specific to their needs.

Web Parts do not need to stand alone; they can be connected. You can filter Web Parts by passing
information from one Web Part to another. Take the standard customer and order situation. A Web Part
can be used to display customer details, and once a customer name is clicked, a related order Web Part can
display the associated orders. Once the Web Parts have been configured to supply the correct data, they
are a powerful tool within SharePoint sites. They can also be reused within other areas of the same site.
One common use for Web Parts with SharePoint is an internal phone directory. Using information from
the system, custom-built Web Parts can display staff contact details directly on a web page. This
information is usually pulled directly from an organization’s HR system or security infrastructure and is
generally more up to date than paper-based systems, which must be continually updated.

Every web page within a SharePoint site is composed of Web Parts contained within Web Part Zones.
Web Parts and Web Part Zones can be viewed once the page is put into design mode. Other Web Parts
available within SharePoint allow you to query information held within databases and present it to you
on a web page. If you have the required permissions, you can add and remove Web Parts from almost
any page within your SharePoint site. Chapter 4 looks at SharePoint Web Parts in more detail.
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Windows SharePoint Services (WSS) Version 3

WSS is the web-based interface containing the tools and features that you will interact with. It provides
almost all the features required by many small- to medium-sized organizations. The next section
provides a high-level overview of some of the out-of-the-box features available to you when using WSS
v3. Don’t worry if you don’t know what they are or what they do at the moment. By the end of this book,
you will have tried out almost all the features you will require on a day-to-day basis. All of the
collaborative tools in SharePoint are generally provided by WSS v3. The next section looks at the various
components and features that are provided by WSS.

Sites

One feature you will use every day to interact with SharePoint is the web site. It is within the individual
SharePoint web sites that the main SharePoint features are exposed to you. It is worth noting that,
depending on the level of access you have been given to a particular site or collection of sites, some
features outlined in the following sections may not be available.

SharePoint web sites provide the core interface (though not the only interface) to your information and
services. WSS allows you to use and, if you have the appropriate permissions, create many different types
of web sites within your organization. Such sites can be permanent — such as a divisional web site —

or indeed temporary — such as a web site to host a meeting. Sites can be created by individuals or can be
created centrally upon request, depending on how WSS has been rolled out within an organization. Sites
can also be created directly from other Office applications. Later, in Chapter 9, you will discover how to
create a meeting site directly from within Microsoft Outlook 2007. Other Microsoft Office 2007
applications, such as Microsoft Access 2007, have been enhanced to improve how they interact with
MOSS web sites. In Chapter 8, you will work with MOSS directly from Microsoft Access 2007.

Because you can create web sites yourself (if you have the permissions) SharePoint can easily grow out
of control.

Therefore, it’s important that you work with your IT staff to manage sites. Temporary sites can lead to
some of the biggest problems. Individuals can create multiple meeting sites and workspaces and then,
once the meeting is done, forget about them. Such sites simply take up space on the servers and serve
little purpose. It’s important that such sites be archived or deleted once you are finished with them. Care
is required, as some of the information hosted within such sites may be required for legal purposes and
must, therefore, be retained. SharePoint can be configured to notify you if a site has remained out of use
for a specific period. You can then take the appropriate action: deletion or archiving.

Document Libraries

Document libraries are one of the core features of SharePoint and something you will use everyday. They
equate, in a small way, to shared network folders used in almost all business. One of the major differences
you may find when using SharePoint document libraries is that you may be responsible for some of the
security surrounding documents. Usually in a file share the security is set for you centrally. However,
while this is also the case in SharePoint, it is also possible for you to have permissions to set security on
your own document libraries and individual documents. This is something that some people overlook
and can lead to security issues when documents meant for a restricted audience are posted to an “open”
document library. In giving presentations on SharePoint in the business environment, it can be stated that
SharePoint brings documents to life as opposed to documents simply sitting in a file share folder. The
added value SharePoint brings — email alerts, records management, information management policies,
and workflow among other things — is of great benefit to those of us who spend all day dealing with
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documents. The ability to take advantage of such SharePoint features requires no great technical skill and
little training. Other features of SharePoint, such as being able to start an automated workflow to route a
document for approval directly from a single program, are great time savers.

Document libraries also allow you to create views (depending on your permissions) on documents
contained within the libraries, a huge advantage when you are dealing with large numbers of business
documents. Document library views provide you with a way to create subsets of documents that meet
certain criteria. However, when working with large numbers of documents, forward planning really
pays off. Giving some thought to the information you are going to place into SharePoint really pays off
over time as your document libraries grow. Consider some the following questions: How might you
classify documents, — by type, author, subject, or date created? If the classification is to be by subject,
what are the subjects? One term you will hear over and over with respect to SharePoint and documents
is “metadata.”

Metadata
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While not strictly a feature, metadata is an important concept you will need to be aware of when
working in a WSS environment. Metadata is simply information about information. For example, when
storing a customer document you may want to add additional information such as an “Order Status”
classification. Why do this? There are many reasons you may need to classify information, including
helping to organize large amounts of documents based upon their classification — for example, by
grouping yearly or monthly invoices together — thereby improving your colleagues’ ability to find
documents using SharePoint search features. Once you begin a classification process within SharePoint
Server 2007, you can begin to add the categories to the SharePoint search interface, making targeted
searching by category possible. Later in the book, you will learn about the record management features
available to you when working with SharePoint.

It is really worth stressing that information classification is a huge topic and should always play a part in
the deployment of technologies such as SharePoint. If you have never heard of metadata, you can be sure
you have already used it. When working with Microsoft Word, have a look at the document properties
(File = Properties), which are in fact metadata providing you with additional information about the
document such as author and date created. Referring back to the real world, document classification is
an area that I have found individuals have some problems with. While WSS and MOSS make it easy to
share information, they also bring changes to the way people work. Rather than simply saving a
document, you may be asked to also add a classification, and, being honest, some people find this an
additional burden. Implemented correctly, however, adding classification rarely involves more than one
mouse click.

The current release of MOSS also gives you the ability to associate your own in-house document
templates with SharePoint. SharePoint content types and templates provide a powerful way to manage
documents and other content across an organization. Content types and document templates are
examined in detail in Chapters 3 and 7.

Document libraries also provide you with the ability to meet both in-house and external legal requirements
with respect to document and record management. Information and record management is, again,
something that an organization must think through before beginning to use SharePoint. The information
management policy should be put in place in partnership with your organization’s technical staff.
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Do not let technical staff impose an information management policy without your input. You can be sure
they will get it wrong. At the end of the day, no one knows the information like you, and you are best
placed to help to define requirements over and above those legally required by an organization. In my
view, an information management policy and record management should be seamless, and you should
be unaware of their implementation in a technical sense. Once a document is loaded into the correct
SharePoint area, record management should run in the background without needing constant input by
the user. Information management is a large and vital topic when it comes to SharePoint and is
something that should not be overlooked. It is really vital to the success of a SharePoint rollout that this
area not be forgotten in the rush to have staff use the latest bells and whistles. Many SharePoint projects
have failed because of this one detail. SharePoint sites can grow out of control and, instead of having an
organized business information resource, a business can find that things don’t improve because
information may be held within unused SharePoint sites and libraries, virtually removing any benefits
SharePoint brings.

As mentioned previously, a new and highly valued feature of SharePoint document libraries is the
concept of content types. A content type is, as you may have guessed, a specific type of information: a
customer contract, an invoice, or an application type. MOSS supports the use of multiple content types
within a single document library, and this is a very powerful feature when used in an information policy
setting. A content type can describe the document being created (an invoice, for instance), its associated
information management policy, and any automated workflows that are associated with that particular
type of document. Using this book as an example, if this chapter were saved into SharePoint as a Book
Chapter content type, the system could pick up the document and route it to the appropriate editor for
approval, using an out-of-the-box SharePoint workflow. When it was approved, I would receive an email
telling me the approval process was complete. Should the chapter need more work I can be
automatically informed as well. The process would be managed by SharePoint with the editor receiving
an email letting her know the document was ready.

Other information management features of MOSS include the ability to create labels that contain
information about a document. When the document is printed the label is also printed. It is also possible
to generate barcodes and associate them with specific types of documents. Both labels and barcodes are
tightly integrated into Microsoft Word 2007 via SharePoint information policy features. Record
management in MOSS 2007 is covered in more detail in Chapter 13.

Blogs

Ablog site allows you to present ideas and topics to other users on the company intranet and, of course,
via public Internet sites. Blogs can be used to post notices, develop an FAQ on your area of expertise, or
keep colleagues up to date on the status of the latest department news. A blog is also a useful vehicle for
delivering a new company-wide system or strategy. As well, team members can post updates available
to anyone with access. Unlike a wiki, readers cannot add to a blog.

Wikis
A wiki is a web page or set of web pages that almost anyone can add content to and that can act like an
online encyclopedia. For example, http://en.wikipedia.org is the most popular online wiki, which,
coincidentally, includes an entry on SharePoint Server. Within a business environment a wiki could be
used to enable staff to share experiences of SharePoint — a sort of online SharePoint self-help group
where issues and resolutions to problems could be added by you and colleagues. Taken to another level,
a wiki can be used within a business environment to enhance in-house discussions between members of
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the staff, either within specific business areas or across an entire organization. In an educational
environment, wikis can be used to support instructing students with pages created by teaching staff and
contributed to by students.

Project Management

Used in a loose sense, in terms of project management, SharePoint provides you with the ability to assign
and manage tasks and projects via the Internet. Information on progress can be monitored using a Gantt
chart view within a SharePoint site. Tasks can be managed by SharePoint using email to notify others of
the assignment of a task or its completion. For more advanced use, SharePoint can be integrated with
Microsoft Project Server if required. Two types of task lists are provided by SharePoint, a standard task
list and a Project Tasks list. Chapter 2 looks at both types in more detail.

Surveys

SharePoint surveys offer you a quick way to carry out a poll of colleagues or external users. Surveys can
be as simple as a few questions or can contain branching questions, whereby the respondent’s answers
are used to branch off to a different set of questions. Surveys are quick to set up and provide a useful, if
somewhat basic, tool that you may require. Responses to the survey are presented in a graphical format
and can be exported to other applications for further analysis.

Web-Based Discussions

Depending on the environment you work in, web-based discussions may or may not prove useful to
you. For example, in the environment in which I am working, higher education, web-based discussions
are a great tool that can be used to engage students in various topics. In fact, sometimes grades depend
on the quantity and quality of student interaction with web-based discussion forums. While not as
sophisticated as some web-based discussion groups, SharePoint discussions are an excellent tool.
Discussions can be used in a formal, controlled sense within a company to discuss company proposals or
documents, they can be used within project or business teams, or even opened up to external users, for a
quick customer survey for example. Discussions in SharePoint lack some of the basic features found in
more sophisticated online forums, but they do get the job done, and like a lot of SharePoint features, they
can be replaced by third-party tools or improved by using free add-ins downloaded from the web.

Calendars
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SharePoint calendars are useful animals and can be used to manage any date-based information. With
Outlook 2007, they can be updated directly within the SharePoint site, or if linked into Outlook 2007,
from within Outlook 2007. For users of earlier versions of Outlook, the SharePoint calendars can only be
updated from within SharePoint.

SharePoint calendars are a great way to keep members of a team informed about important business dates
(for example, report due dates). They can be customized within SharePoint to restrict the information
shown. Information they contain can be rolled up across sites to display aggregate information, but
another SharePoint object must be used to achieve this. The default graphic calendar cannot be used to
display information from multiple calendars located on other sites or even within the same site. However,
third-party tools can be used for this, as they provide better functionality than standard SharePoint
aggregation tools. SharePoint calendars can be presented in a graphical form or as a standard list. Which
format you choose depends on the amount of screen real estate you have available, as a graphical
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calendar can take up a lot of screen space. In the real world, presenting data-based information as a
simple SharePoint list view and the option for the user to view it as a graphical calendar works out well
and doesn’t take up as much space on the screen.

Offline Access

In many organizations, there is a requirement for staff to work off-site, and SharePoint deals with this in
a number of ways. In later chapters, you will be looking at working with Microsoft Outlook 2007,
Microsoft Office Access 2007, and another program called Microsoft Groove to take SharePoint
documents “out on the road.” Microsoft Groove is a program that can be used to extend the reach of
SharePoint into, for example, a supplier company without providing full access to your SharePoint sites
or internal security systems.

Both Outlook 2007 and Microsoft Access 2007 have been enhanced to enable the use of SharePoint
information while disconnected from the server. Access 2007 in particular has had multiple features
added to the interface to make working with SharePoint lists easier and more efficient.

Microsoft Office Groove 2007

Groove 2007 is another bit of software that works with SharePoint and is discussed in more detail in
Chapter 10. It can be downloaded and installed locally on the PC from http://office
.microsoft.com/en-us/groove/default.aspx. Groove allows you to extend the reach of SharePoint
outside your business. Using Groove you can give permissions to outside users (such as suppliers) to
access files from your SharePoint installation without giving them direct access to the SharePoint site.
The main advantage in this is that you can create and control the Groove environment yourself without
having to worry about adding the outside contacts to your organization’s security systems. In order to
use Groove, you must first create an account. Once this is done, you simply sign in, create a workspace,
and invite other Groove account holders to your workspace. Within the workspace you can share
documents, hold online meetings, and share resources. Groove is capable of synching changes made

to documents in the Groove workspace with those held on the SharePoint Server. To do so, it will use
your credentials on SharePoint, which means that you, as the Groove workspace manager, retain control
over what is copied from the workspace to the server. One thing you do need to be careful of is that
other individuals you invite to the Groove workspace can invite others as well. This could cause
problems, depending on the nature of the documents being shared.

It is also worth noting that, in many organizations, in order for external staff to access materials within
SharePoint, they must be added to the organization’s internal security system. This is what my job
entails. All users wishing to access SharePoint materials must be held within our Active Directory, and
procedures are in place to deal with this requirement. However, without direct permissions on the
SharePoint site, Groove users cannot directly access the documents on the server. They are restricted to
only those copies stored within the Groove workspace.

Groove is an option that you may want to investigate if you need to interact with individuals outside
your organization who cannot (for whatever reason) be added to your SharePoint security system.
Outside its connection with SharePoint, Groove may also be useful for those times when you need to
communicate and share files with other people, as its use is not limited to SharePoint. Any file stored on
the PC or to which you have access can be shared using the Groove workspace. Groove is simply another
collaboration alternative.

13
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In

tegration with Microsoft Office

The subject for most of this book, integration with Office is at the heart of SharePoint, and as you will
see, SharePoint is the glue that brings together almost all of the applications that make up Microsoft
Office 2007 and makes them accessible from the desktop or the Internet. It is also safe to guess that this
interaction will feature more and more with future releases of the Office application suite and
SharePoint. Many of the features of SharePoint are available from within the Office applications and can
be used without ever opening a web browser.

Of course, the major functionality is available in SharePoint, but many SharePoint users only interact
with the software using, for example, Microsoft Outlook 2007. Each application in the Office suite has
been revamped to increase its interaction with SharePoint and make it easier to interact with it. Some of
the more noticeable changes have taken place in Excel 2007, Outlook 2007, and Access 2007, and chapters
are devoted to these applications later in this book.

Referring back to metadata, Microsoft Word 2007 makes use of Document Information panels to display
the associated metadata from SharePoint. If your SharePoint document has metadata associated with

it, the Document Information panel will open, allowing you to supply this information directly from
within Microsoft Word 2007. It is also possible to create customized Document Information panels to
request additional information about a document from the users.

Alerts

If you need to know when a document has been saved to your SharePoint site or has been updated,
SharePoint can tell you by using email alerts. Alerts are a powerful feature of the software and can push
information out to you, removing the need to constantly check for changes or updates. Alerts are a
feature of document libraries, and all items within them are switched on by your site administrator. You
can choose to receive alerts or alerts can be set for you by the administrator. For task-based items, the
system will alert you when a task has been assigned to you, and upon completion, the originator of

the task will receive an email informing them of that completion.

Email alerts also form part of the out-of-the-box workflows available within document libraries. You can
configure alerts to be sent right away when a new document is placed into a library, when a document is
changed, or you can sign up for a weekly or daily summary of changes. You can also specify at what
time your summary alert report is issued.

Alerts are another SharePoint feature that enables you to push information out to colleagues rather than
them having to continually check online to see if a document has been saved to a library or edited.

Item-Level Security
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Access to a SharePoint web site is secured by using a username and password. In addition, the built-in
security system in SharePoint can work right down to the individual document level. If colleagues do
not have permission to view a document, they will not even be aware of it in the interface. SharePoint
uses security trimming both in its menus and at the file level. If you don’t have security permission to
use a particular menu or file, then you will not see it. This removes the hassle of clicking on something
only to be told that you have no permission to use it. Security is discussed as required as you progress
through the book. A high-level overview of SharePoint security is provided at the end of this chapter.
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Customization

Customization requires special permission within SharePoint as it is likely that the ability to change the
look and feel of a site is tightly controlled. Many organizations restrict this ability to a select group of
web designers or developers, and system users seldom get the opportunity to change the look and feel.
However, designers and developers can extend the default design of SharePoint sites by using built-in
templates or creating more business-focused ones. Tools like SharePoint Designer and Visual Studio 2008
are commonly used for this. Expression Studio is another web development tool offered by Microsoft,
but it is not as closely integrated with SharePoint as SharePoint Designer 2007. Expression is designed to
build more traditional interactive web sites as opposed to SharePoint sites. Chapter 13 looks at using
SharePoint Designer to change the look and feel of a basic SharePoint Team site.

For higher-level customization, SharePoint also provides you with the ability to create a web site or sites
in the true sense of the web. In this book, you will be working mostly with web sites that only permit
internal company access — that is, intranets. SharePoint — or to be precise, MOSS 2007 — also allows
you to create publishing sites. Another component of MOSS is the capability to create and publish web
pages for internal and external use, using the content management features of MOSS 2007. You can
create web pages directly within the SharePoint interface, which inherits the standard look and feel of
the rest of your web site, and also create pages in site and application tools like SharePoint Designer and
Visual Studio. Once you leave the confines of the SharePoint interface, some skills in HTML, web page
development, and some of the INET languages will be useful to take full advantage of such tools. For the
majority of staff within an organization, the SharePoint interface will allow some freedom to create
additional pages and page content within their web sites.

Mobile Device Access

In addition to using a standard web browser with SharePoint, each site can also be accessed using a mobile
device (such as a cell phone or PDA). If you access a site via cell phone all graphics are removed, and you
are presented with a simple hyperlinked list of items. Accessing web content from a cell phone (and viewing
the content on the phone’s tiny screen) is less than ideal but improving all the time. When working with

a mobile device view of a SharePoint site, you lose all of the graphical interface and are presented with a
simple hyperlink lists of materials, resources, and links to your site. However, with mobile devices
becoming more powerful and with better screens, it is possible to view a SharePoint site on a device such as
an iPhone in all its graphical glory. For example, iSharePhone, a new application for the iPhone, is currently
in development, with the promise of full interaction with SharePoint sites on this device.

Email Updates

When enabled, it is also possible to send documents directly to a SharePoint library simply by using
email. This is a huge improvement for SharePoint and removes the need to use Microsoft Exchange
public folders. You need to work with your system administrators on this one, as it’s not something that
you can set up. Once it is set up, it does provide another way to make information available.

Workflow

Workflow is the automated control of a particular business process such as the approval process for

a document. If you are required to draft a document for someone else, the usual process is to email the
document as an attachment to the approver. Using SharePoint, you would simply place the document
into a library and begin an approval workflow. SharePoint will handle the routing of the document to

15



Pa

rt I: Microsoft SharePoint Server 2007

the approver based on information you supply to the process. SharePoint provides three workflows out
of the box, and complicated real-world business processes can also be created as workflows using tools
like Visual Studio 2008. Generally, such tools are the domain of professional programmers. However, if
you have access to SharePoint Designer, you can build workflows on a per-site basis that extend those
available by default.

The previous discussion shows that WSS provides almost all the day-to-day features and interaction that
you will use within this environment. In fact in the real world, there are many features that you will not
use. For example, in a corporate environment, blogs and wikis may not be needed. Again, in the real
world of business, you will spend a great deal of time working with the document management and
collaboration features of WSS. As your use of and expertise in SharePoint grows, you will find that you
move into the other areas such as blogs and wikis over time. Initially, it is recommended to concentrate
on the document collaboration features. You will have more than enough to learn!

Microsoft Office SharePoint Server 2007

If your organization decides to invest heavily in SharePoint technology, then it’s possible they will
purchase MOSS 2007 as opposed to using the free WSS version 3. MOSS is WSS with some additional
features geared to the enterprise; that is, support for the large-scale use of SharePoint scaling up to
thousands of users and huge amounts of information. MOSS also includes features that allow you

to personalize your SharePoint experience and provides a sort of business social networking area known
as MySites. The coverage in this section is limited to the more user-focused features available with MOSS
only. Not covered are the more technical areas, such as indexing content, which have little interest for
most day-to-day users. It’s sufficient to say that MOSS includes technologies to ensure that information
is searchable in an efficient way.

Enterprise-Level Search

16

Given that you will, hopefully, be storing large amounts of information in SharePoint, it’s important that
this information can be retrieved when required. MOSS provides a very powerful search tool to help you
discover not only documents but also other information, including people within the organization.

You can search for documents by type, document names, or even content.

The search tools are very powerful and can be customized to search for particular categories of
information across the entire installation or restricted to individual sites. Search scopes can also be
created, limiting the search to a particular topic (only search customer invoices or orders, for example).
Search scope creation can be carried out by system administrators working with you to identify the best
way to return content in a business environment.

Of course, it is also possible to ensure that some information is not returned by a search. SharePoint
allows you to do this as well. Searching within certain areas of the server is part of the ability of MOSS,
and it is possible to turn off the searching feature on a site-by-site basis.

Search is not restricted to your SharePoint site, as it is also possible to search outside the web sites across
your organization — for example, into file shares and other areas where your organization stores
information. The search will return this information via a single MOSS interface. Microsoft has also
recently released a set of search plugins (federated search), which enables searching of specific areas
(such as searching MSN or Google).
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People Search

Ever wondered who in your organization was qualified to administer first aid? If that information is
included in a user’s profile, SharePoint will find that person for you; you simply search for people with
that particular skill. Many organizations hold such information on paper copy or listed on individual
web pages. Others simply post the information on a notice board. MySite and your personal profile can
provide up-to-date information like this either by permitting you to update your profile yourself or by
populating this information automatically from directory records held centrally. It’s more likely that you
will enter this information yourself, as many central directories do not go to this depth of detail nor are
they always up to date. After all, individuals move around within a company or upgrade their skills. In
some organizations, this feature of MOSS is used as a self-promotion tool, allowing individuals to expose
skills they have that would otherwise go unnoticed.

For those using WSS, Microsoft has released Search Server Express 2008, a free add-in to WSS to
extend its searching capabilities to almost match those of MOSS 2007.

MySite

MysSite is a great feature in SharePoint and can serve as your single point of entrance to the entire
system. MySite is your personal space on the server and provides you with access to virtually everything
located within a company SharePoint environment. Any document that you have written and that is
stored on the server can be presented to you via MySite. This gives you a single point of reference to
access materials from all web sites to which you have access. Within your MySite you can enable access
to your Outlook email inbox, tasks, and calendar with a few mouse clicks. You can customize the MySite
area to just show you things that are of immediate interest to you and ignore much of the rest.

MySite can also function as a useful business social networking tool, as it contains items that can list
your colleagues and all sites of which you are a member. You can create and update a personal business
profile that will be available to any user accessing this site, and this in turn can be personalized
according to which category the user falls into; for example, your immediate line manager can have a
different view of information in your MySite than another colleague. MySite also allows you to add
information to your public profile such as skills held and responsibilities.

This information can then be searched by colleagues within the organization.

MysSite is also useful as a training tool. You can customize the pages, add different features, and
generally play with layout of information without actually doing any of this on your business sites. In
my organization, MySite is used to demonstrate SharePoint features to staff, who use their own MySite
to try out new approaches to organizing and sharing information.

Audiences

In many organizations, information is put up on the web in the expectation that, using some sort of magic,
other people will automatically know it’s there and available. In many cases, the magic fails and people
remain unaware that the latest information is available. In turn, this system also relies on individuals
searching for the information in the first place. MOSS and the use of its Audience feature permit you to
push information out to selected groups of people. Only those individuals who are members of the MOSS
audience will receive the information. It’s worth noting that this is not a secure feature and should not be
used as such. Anyone who knows the URL to information can simply type it into a browser and open the
documents.
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Audiences can provide you with a quick way to target content. For example, you could create a Finance
Audience using an Active Directory Finance Group. Any information you want to target specifically at
this group of staff can simply be aimed at that audience when created. Once again, in the real world,
systems administrators and site administrators may be the only people who have the required
permissions to create audiences.

Excel Services

Microsoft Excel has perhaps seen the greatest change — but a change that is purely server-based. Microsoft
Excel Server is now available with MOSS 2007. This server is not available with WSS version 3. Excel
Server permits you to interact in a controlled way with Excel workbooks and spreadsheets within a web
browser. While neither quite the same nor as full featured as using Excel 2007, the Excel Server and
SharePoint provide a great way to make information available throughout an organization, even if all users
do not have Excel 2007 on their desktops. Excel Server can also be used to provide access to key
performance indicators via the browser. This allows you to create visual, graphics-based indicators that can
supply at-a-glance access to valuable management information.

Information can also be provided in the form of pivot tables or standard workbooks that can be filtered
by other users to provide more relevant information to other colleagues. Access to this information, just
like everything else in SharePoint, can of course be restricted.

If data is held within a large corporate database or even a Microsoft Access 2007 data connection, it can
be stored with SharePoint and exposed using Excel Services. This provides you with immediate
up-to-date access to corporate data, again in a controlled and secure fashion.

Forms Server

MOSS 2007 contains an additional component to allow you to use electronic forms created using
Microsoft Office InfoPath 2007. InfoPath 2007 allows you to create electronic forms on the desktop and
transfer the forms to SharePoint, where they can be viewed and completed within the web browser
using Forms Server. This is a great tool for basic forms that almost anyone using Office 2007 and
SharePoint can create. However, for more complex forms (for example, forms that communicate with
large corporate databases), you will require the programming skills of developers and permissions to
store and execute the forms within SharePoint.

Business Data Catalog

18

The Business Data Catalog (BDC) provides MOSS with the capability to communicate with a large
variety of back-end corporate database systems. In many organizations, data is held in a variety of places
and the BDC provides a way to access different systems and present the information via a single
interface, MOSS 2007. Working with the BDC can range from a simple connection to a database to return
data to complex mappings to retrieve data from large systems like Oracle and SQL Server. Once you go
beyond the basics of simple data access, you will generally need the services of a programmer. However,
tools are available that make the process a little simpler, and these will be discussed in Chapter 11.
However, it’s more likely that you will make use of preconfigured BDC Web Parts rather than creating
your own, as specific permissions may be required on multiple corporate systems in order to access the
required data structures.
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Presence Management

When you see a colleague’s name in SharePoint, you may also notice a smart tag, which can be used to
communicate instantly with them. For example, voice or video communication is possible if Microsoft
Live Communications Server is also being used, but even without this you can use the smart tag to add
the colleague to your outlook contacts, instant chat using MSN messenger, or send an email using
Microsoft Outlook 2007. The smart tag itself serves as a status indicator, changing color depending on
whether the user is currently online, busy, or free. If you are not using Live Communications Server, then
only those contacts you have in your MSN Messenger will appear, with their presence indicated in
SharePoint. In a large geographically dispersed organization, presence information can be a great tool,
allowing you to instantly communicate with colleagues anywhere in the world. Many people are already
familiar with instant messaging technology and can pick up and use it with ease.

Reporting

MOSS also contains a Report Center, which is used to display commonly needed reports for you. Reports
can be created using SQL Server Reporting Services and displayed in specific Reporting Service Web
Parts. The Reports Center provides a single point of information to colleagues looking for corporate
reporting. A sample dashboard is supplied with SharePoint, which can give you an idea of how reports
can be displayed.

The Report Center can also be used to display key performance indicators (KPIs) and progress against
them. This area is covered in Chapter 10 when you will create and display some KPIs.

Document Center

Just like the Reporting Center, a Document Center can provide colleagues with access to corporate
information in the form of documents, again as a single point of reference for an entire organization.

The Document Center also contains a default Web Part that displays documents that you have been
involved with. The Document Center is designed to store large numbers of documents well in excess of a
standard document library. The center can be a good target location for users to send documents to when
they need to make them available across the organization while maintaining the security of their
individual sites.

Security

Security in SharePoint follows one of two common paths: either using a company’s Active Directory or
using forms-based authentication. (It is also possible to use both.) Both systems rely on you entering a
username and password before being granted access to the system. Once you have been granted access,
what you do in terms of MOSS web sites is governed by security features inside the software. You will
usually be associated with a SharePoint security group and that group will have certain permissions
associated with it. SharePoint sites usually contain three default groups: Site Owners, Site Members, and
Site Visitors. Each group will have a default set of permissions, which can be customized by system
administrators to meet individual requirements. Permissions are usually grouped into permissions on
lists, permissions on the site itself, and permissions to personalize items within the site. At a higher level,
there are also permissions associated with Site Collection administrators and of course the SharePoint
Server administrators. This section only discusses permissions as they will affect you. You can be granted
permissions directly or placed into a group to which permissions have been given. Using group-based
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permissions makes it much easier to manage them. Just think of trying to manage permissions on an
individual user-by-user basis for a large organization with hundreds of employees. It would be
horrendous task!

It is also possible to permit anonymous access to SharePoint sites. This is commonly used with public-
facing Internet sites as opposed to intranet or internal sites. Anonymous access does not require a
username or password and provides direct access to web pages.

However, when it comes down to individual document permissions, it’s highly likely that you will
assign permissions to individual users, thus giving you total control over who has access to your
documents. Almost all SharePoint user permissions are based on a standard set of permissions set at the
server level by your system administrators:

Full control: Can do almost anything within a particular site

Design: Can view, add, update, delete, approve, and customize

Contribute: Can view, add, update, and delete

Read: Can view only

U 00 oD o

Limited access: Can view specific lists, document libraries, and list items, folders, or documents
when given permissions

O

Approve: Can edit and approve pages, list items, and documents

(]

Manage hierarchy: Can create sites and edit pages, list items, and documents

O  Restricted read: Can view pages and documents, but cannot view historical versions or review
user rights information

When you create a SharePoint site you can either inherit the permissions of the parent site or create your
own site permissions. If you inherit the parent site permissions, all users who have access to the parent

site will also have access to the new site. Generally, when you break this permission inheritance
SharePoint will offer you three permission groups based on the previous list.

Site Owner Permissions

The site owner usually has full control over the SharePoint site and has the full range of available
permissions. Essentially, the members of this group will be responsible for the maintenance of the site
within the assigned permissions.

Site Member Permissions

Members of a site can read content, add content, and update content.

Site Visitor Permissions

Colleagues or other site users who require read access to content. A visitor cannot add or edit content.
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As well, the site administrator can create custom groups into which you may be added. Custom groups
can have different permission levels associated with them, again to meet particular business or security
requirements.

In addition to the standard groups, several other groups exist into which you can be placed, depending
on your SharePoint role. These include:

Q  Designers Group: Users who contribute content to the site and work with its look and feel

Q  Hierarchy Managers: Users can create and manage subsites

Q  Approvers: Users who can edit, create, and approve content within the site

Q

Restricted Readers: Can read content but not historical versions

Document-Level Permissions

Permissions can also be applied at the document level. This is useful if you are working on documents in a
public site and wish to restrict access to the document while it is in draft form. Another approach is to store
the document in your private file area with MySite until it is ready to be moved to a MOSS or WSS site.

Ensuring the security of your sites and documents is vital within almost all business organizations, and
it is advisable to read up on how to secure sites and documents. Appendix B provides some links to
articles and Microsoft materials aimed at the end user interested in looking at site and document security
in more detail.

Comparing WSS and MOSS Features

The following list highlights the major features available in MOSS 2007 but not in WSS v3. As you can
see, some major features — such as MySite — are not available to you with WSS only. However, for the
smaller business the fact that WSS is free has a huge attraction.
0  MySite personal web site

1 Site Directory: Listing of all sites on the server

1 User Profiles: Information about all the site users

d  Audiences: Ability to target content

d  Rollup Web Parts: Summarize information

QO  Membership and Colleague Web Parts available within MySite

(]

Site Templates: Web page design aids

Q  Ability to search multiple data stores

1 Search Tools: For example, indexing and exclusion from results
1 People Search: Search for colleagues

d  Business Data Searching: Integration with corporate systems
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Page Layouts

Slide Libraries: Microsoft PowerPoint slides

Information Management Policy

Electronic forms using InfoPath in the browser

Excel Services

Data Connection Libraries: Saved connections to corporate systems
Business Data Catalog

Business Data Web Parts

Dashboards: Summary management information

I 0 0 T 0 I I I N

Report Center: Site that displays reports and key performance indicators

On the Other Hand

Of course, like every bit of software released, it’s not all roses and sunshine. There are many problems
with SharePoint — including with this release. In this section, you will look at some of the main areas
where issues have arisen.

Accessibility

Accessibility, particularly for those using assistive technology, is not the greatest. However, Microsoft has
made efforts in this area and has released (in conjunction with third parties) accessible templates that can
be used with your sites. The templates are designed to make it easier for those using assistive technology
to access content, but as of writing, it is not easy to make a SharePoint site fully accessible in that it meets

all of the W3C guidelines.

Navigation

Navigation within large SharePoint installations can still be confusing to many people given the number
and depth of web sites that could be created. It’s in this area that searching and MySite really help out by

discovering content that relates to you. However, you are not restricted to using the built-in navigation
tools provided with SharePoint and can develop your own in-house. Navigation in busy sites is
something that you need to pay attention to. There’s not much point building complex business
structures if you find it hard to reach any of them.

Microsoft Solution

It is, of course, a total Microsoft solution from the desktop to the Internet in that in order to run
SharePoint (MOSS or WSS) you need to use a combination of Microsoft-only software. In the

background, the web servers and databases used by SharePoint are all Microsoft technology. This causes

some problems for those who believe more in the open source model of computing or simply hate
Microsoft.
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Open source alternatives to SharePoint are available and, of course, are free. But like everything in life,
there is no free lunch and at some point you will be required to spend money either implementing these
options or getting enterprise-level professional support. My own personal view is that I want software
that will do a particular task or serve a particular purpose. If that’s from Microsoft, then that’s fine.

If something from the open source community can do the job as well, that’s fine, too. In my view, open
source software that provides the functionality, features, and integration with Microsoft Office that
SharePoint does is just not there at the moment.

Browser Support

There are some issues in terms of cross-browser support. In my environment, there has been nothing that
has not been resolvable using third-party add-ins. Browser support is essentially IE version 6 and above
(preferably version 7) at the top of the list with everything else classified as a level 2 browser. I have
successfully used SharePoint with Firefox, Safari, Opera, and Google Chrome all with some success. Of
course, some features are not available but nothing that was show stopping. For the standard user the
browser has not been a hindrance. It is important, if you are responsible for site administration, to use
Internet Explorer to have access to the full range of admin features required. In terms of users, in many
corporate environments the browser used can be centrally dictated. However, if others are accessing the
sites, you cannot force them into using a level 1 browser such as Internet Explorer. In that case, you must
ensure that they can make full use of the sites and are not disadvantaged as a result of using another
browser. As stated, when using Internet Explorer you will have access to all the functionality of
SharePoint. Support for other browsers, classified as level 2, is slightly different depending on the
browser. The following features are not available on browsers other than Internet Explorer 6 and above:

U

Edit in Datasheet

Edit in Office Application

Multiple File Upload

Web Part Connections

Rich Text Toolbar

Slide Library

Open Snapshot

Sorting and Filtering Excel Services

InfoPath Rich Text

O 00U uUu 00U

A full listing of browsers and the limitations is available at http: //technet .microsoft.com/en-us/
library/cc263526.aspx.

The following list shows those features in SharePoint that are either not supported or have limited
support in other browsers — mainly Firefox and Safari. It is adapted from a Microsoft TechNet list
available at http://technet .microsoft.com.

O  Edit in Datasheet view.

Q  Edit in Microsoft Application. You will be unable to open a document directly for edit using
Firefox or Safari. You will need to download the document locally and save changes back to the
server.
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Explorer View is not available.
Multiple File Upload is not available.

Web Discussions may not function correctly in early versions of Firefox but does work with
limited support in later versions. In the case of Firefox, you will need to hand-code the HTML
within the discussion. See Chapter 11 for a solution.

Date Picker Control. Used to select a date to insert into a text field. You must manually enter
the date.

Slide Library is not available.

Excel Web Access. You will be unable to sort or filter Pivot tables.
Open in Excel is not available.

Open Snapshot is not available.

Sorting and filtering in Excel Services is not available.

Rich Text is available but is read only. If you try to edit the text you will lose all the formatting.
A workaround is available and is discussed in Chapter 11.

Generally speaking, any web browser that does not support ActiveX will result in a degrading of
SharePoint features.

Changing Minds with SharePoint

You might be wondering why I have added this section, but one of the issues I have
come across is getting people to change the way they think about information and
documents in general. Everyone is used to owning documents and information, and
sometimes they are reluctant to share this information. You may be unaware of many of
the legal guidelines required in today’s business world with regard to information and
see the use of records management and information management policies as an
additional burden. Often people tend to resist the use of software such as SharePoint
because of the initial burden it places on an already busy business work environment.
Individuals are creatures of habit, and it can be difficult to change how someone saves
a file if for the past two decades they have saved it into My Documents on the PC.
Users need to be convinced of the benefits of change and this, again, can be difficult.

It can also be difficult to actually get different business divisions to share information.
Again, it is viewed as the personal property of the area concerned. It can be hard to get
different areas to adopt, for example, the same Word templates when dealing with
customers. Every area wants its own identity within a corporate identity.

Just as with any major computer-related project, it’s important that you provide your input to the
SharePoint development teams. At the end of the day, software is supposed to help you, not the other
way around. If it makes it harder for you to do your job, then something somewhere has failed and
usually it’s down to people.
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One of the most important things to insist on as a user of SharePoint is training, either formal training
courses or online training. Free online training is available from Microsoft and a downloadable
SharePoint training site can be installed either locally on your PC or as a full SharePoint web site to
which all staff can be given access. In my own case, I used a combination of all of the above: materials
made available globally across the sites, formal short training sessions, and the installation of the
Microsoft training site. However, there is no substitute for actually rolling up your sleeves and using the
software — the best way to learn is to actually do it.

Desktop to Internet

When set up with the appropriate security permissions, it is also possible to access your intranet sites
when users are not in the office, directly via the browser. In my own organization all sites use HTTPS, a
standard Internet security protocol. That way, anyone with permission can log in from anywhere. This is
a great improvement over previous systems, where it was possible that staff had to sign in to multiple
systems before reaching the documents required, or use third-party software to move documents into
the corporate environment from home. Once logged in to the site, all that is required is to save a file in
Word. Indeed, access to information has been one of the major selling points of the software. SharePoint
really allows you to extend the desktop out to the Internet!

Given the huge array of features and capabilities in MOSS 2007, there is still more under the covers. In
addition to the major collaboration features, MOSS is also a web publishing environment. MOSS
contains a fully featured web publishing system called a content management system, which can be used
to publish standard web pages and web sites within and outside your organization. Pages can be created
and held until authorized for publishing.

Summary

In this chapter, you have read a broad overview of the features available to you when using WSS Version
3 or MOSS 2007. In the rest of this book, you will look again at many of the features and get some hands-
on practice in actually using them. You will cover almost every out-of-the-box tool available to you using
MOSS and Office 2007. The book’s later chapters will look in more detail at MOSS and its interaction
with each of the Microsoft Office 2007 applications, showing you how to take full advantage of one of
the most powerful software packages to hit the business world in a long time. In Chapter 2, you will look
at the different types of sites available to you with SharePoint, how to create them, and how to change
their look and feel, using only the browser.

All of the features discussed so far are available out of the box, which should go some way to letting you
begin to see the breadth and power of this software. In many cases, in order to meet specific business
requirements, additional features are created in-house by developers to further extend the capabilities of
the software.
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Sites and Workspaces

In this chapter, you will look at the default out-of-the-box web sites and workspaces available to
you in SharePoint. You will create a team site and examine the various site templates provided by
SharePoint. You will also look at over 40 templates available free of charge from Microsoft that
may be useful within your SharePoint sites and as learning tools.

In Chapter 3, you will look at the structures behind the sites and learn how to add and remove
features you may not require on the site. In Chapter 12, you will see how you can customize some
areas of the site at a deeper level using SharePoint Designer 2007.

It is important to know that you may not have the required permissions to carry out all of the
instructions in this chapter. The functionality available to you depends on the level of access

you have been granted by your SharePoint Server administrator or site administrator. If you do
not have permission to create the actual team site, you can request that your systems administrator
do so for you. Once you have access to the site, you can continue with this chapter. Chapter 3 will
examine the individual lists and libraries within the sites in greater detail, and you will get direct,
hands-on experience working with these objects.

This chapter, on the other hand, is a little like the chicken and the egg in that, in order to create a
team site, you will need access to a SharePoint site, but it is assumed that you need to create a site
and have the permissions to do so. If you don’t, you will need to request a site and the appropriate
permissions for this example.

A Little Planning

Before you run off to create sites within your SharePoint installation, it really does pay, from both
the information discovery and management points of view, to actually sit down and plan the sites
and site collections you will require. You will need to work out who will have access to your
sites, what level of access they will have, and if anyone needs read-only access to the site.
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Microsoft has made considerable effort in trying to help those planning to deploy, deliver, and use
SharePoint sites. In addition to a wide range of self-training materials, Microsoft has published many
downloadable books on SharePoint, including information and worksheets used to plan almost every
aspect of interaction with SharePoint. The worksheets will require you to carry out some work with
those who will be using your site — for instance, looking at the type of information you will be storing
and how that that information will be secured. The following worksheets will be useful to you when
planning your team sites and security:

a

a
a
a
a

Planning for Document Management

Document Libraries

Information Management

Site and Content Security

Planning for Sites

The worksheets are available by going to www.microsoft.com and searching for “Planning worksheets
Office SharePoint.” For example, the document management worksheet covers such questions as:

a
a

Is there any metadata associated with the documents?

In addition to the document itself, what other information do you need to store?

Q Do you require specific content types for documents?

Content types are discussed in detail in Chapters 3 and 13.

In terms of sites, you will need to know:

a
a
a

What type of sites do you require?

Will users be able to create sites and subsites? If so, who will be responsible for them?

Will you permit everyone with a business area to create sites and subsites?

a

a
a
a
a

If so, who will manage this process?

If not, who will create sites, and how will they be created?

What procedures will you put in place to request sites?

Can you create personal sites using MySite? Will you make MySite available to everyone?
What levels of access should staff have?

[ Who will have access to your team site and its documents?

0  How will this be managed and who will manage the process?

What is the information management policy with respect to documents and information in
this library?

All fairly standard questions, but in the rush to get SharePoint installed and in use they are often
overlooked. In a corporate environment with perhaps millions of documents, you can’t escape this part,
and planning at the team site level will help you understand and make more effective use of SharePoint.
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Another important question to remember to ask, particularly in a larger business, is which type of
documents will you mostly be storing? Word documents? If so, which version of Word will the majority
of your colleagues use? This book is aimed at Office 2007 users, but don't forget that many people are
still using Office 2003, so you need to consider this when setting up your document libraries. What
happens if someone opens your Word 2007 document with Office 2003? You can find the answer to that
question in Chapter 6.

SharePoint provides you with several ways to store and work with documents, and the way you choose
depends on the target for the library and the type of content you place in it. For example, the document
library in your team site would be used to store and share documents within a team or perhaps some
invited colleagues from elsewhere in your organization. However, it would generally not be used

to store documents required by every member of staff within an organization. If you required all staff to
have access to a document or documents, you would place them into a Document Center located on the
top-level site within your environment. Of course, you can copy documents from your team site up to
the higher-level library as required. However, this ability should be built into your document library
from day one as opposed to being added later. Chapter 3 looks at how you can configure this feature
within a team site library.

This section can only touch on planning and design requirements for SharePoint. If you download the
Microsoft materials, you will see that this is huge area, but it really does pay to plan ahead before
starting to create your sites and workspaces.

Creating a Team Site

This example assumes that you have either access to a team site or permission to create one. To create a
team site, follow these steps:

In the real world of corporate security and control it’s likely that only a few individuals will have access
to the Site Actions menu. The majority of users may not even be aware that the menu option exists. If
members of a business unit require a new site, they will apply for it from one of the site administrators.
In other organizations, all control will be devolved to the business unit, which can implement controls
and security as it sees fit and permit all staff to have high-level access to SharePoint within that
business area.

1. Click Site Actions

2. Click Create. This opens the SharePoint create.aspx web page. In this chapter, you will
concentrate on sites and workspaces. You will look at all the other options in Chapter 3.

3. To continue creating the site, click Sites and Workspaces.

4. To create the site, you need to provide SharePoint with some basic information. This is done by
filling out the New SharePoint Site form. Complete the following information:

1 Title and Description: The title and description will appear on the home page of your new
site. It helps to make this descriptive, but you can change it once the site has been created.

1 Web Site Address: The URL for the team site. The URL should be descriptive but short, so
it is easy for other people to remember and type into the browser. You will normally only
be required to enter a partial URL specific to the site you are creating. The remainder of the
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URL will have been defaulted in for you. For example, if your SharePoint site has a URL of
http:/ /yoursharepointsite, this will be presented to you. All that is required is for you to
enter the new site URL section. In the previous example, YourTeamSite is the text added,
giving a URL of http://yoursharepointsite/YourTeamSite. This becomes the
address of your new team site.

O  Template Selection: In this section, you select which type of web site you require. Each site
is based on an existing SharePoint template that can be added to as required and
customized by you. For this example, you can select the team site in the Coloration tab.

d  Site Permissions: Chapter 1 looks at some of the permissions used in SharePoint. In this
section of the new site form, you must indicate how permissions will work in your new site.
The permissions will cover who can access your site and what they can do once there. As
you saw in Chapter 1, in addition to the overall permissions, you can fine-tune permissions
to the document item level. When creating your new team site, you have two options:

d  Use the same permissions as the parent site: For example, if you worked in a
purchasing office, it is likely that there would be a SharePoint site to which you and
your colleagues would have access, which would be the parent site of all sites created
below it. In this case, colleagues who had permissions on the parent site would have
permissions on your new site. Permissions are said to be inherited down into the new
site. A user who is a member of the Owners group in the parent site would have
the same permission set within your new team site. This is the default permission set
in SharePoint, and on many occasions this will handle most of your needs.

d  Use unique permissions: This breaks the permissions between your parent site and
the new team site. Your new team site will have a unique permission structure,
and you must add the site groups and users and manage the site security yourself.
In the case of this example, select Use Unique Permissions to look at how
permissions are set within a site.

5. Click Create.

At this point because you have chosen unique permissions, you will need to establish the three default
groups into which you will place the users for your site. Initially when the screen opens, you will note
three default groups: Visitors, Members, and Owners.

If required, you can reuse existing groups from elsewhere in your site structure by clicking the use
existing groups radio button and selecting a group from the drop-down list. This is useful for cross-team
collaboration. If you are working on a project with members from another group or division, they can be
quickly added by selecting their group in the add users dialog. By default, the site creator will be
assigned into the Member and Owner groups, giving you the full range of permissions on the new site.

In the Visitors category, click the radio button titled Create a New Group.

This will create a new site Visitors group with no members, which is fine for the moment. The Member
and Owner group categories should have already been created for you. You will also be added to the
Member and Owner groups by default. At the moment you are the only member (provided you have not
added additional users or groups) with permission to access the team site. In Chapter 3, you will add
members to the site with different levels of permission.

Accept the default of inheriting the top link bar from the parent site.
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Once the security groups have been created, Click OK at the bottom of the page to create the new site.

Once the site provisioning process is complete, you will be taken to the home page of the new team site.

Figure 2-1 shows a typical new SharePoint Team Site.

Portal Home |
Documents

= Shared Documents
Lists

= Calendar

= Tasks
Discussions

= Team Discussion

View AllSite Content | |

Welcome Martin W Reid ~ | My Site | My Links = @ =
[This site: MOss User site ]| [P]
MOSS User Site

Portal Home > MOSS User Site

Announcements

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

[ Add new announcement

Calendar v

05/09/2008 15:00 Book Chapter ! Hew
This si a chapter

| Sites [ Add new event
People and Groups
= S Links i
5] Recycle Bin
There are currently no favorite links to
display. To add a new link, dick "Add new
link” below,
B Add new link
Figure 2-1

Site Owners

If you are a user with site owner permissions, your web page menus will be a little different from that of
a user with standard permissions. One of the most important menu options you will see is the Site
Actions menu. There are three options available to you using this menu: Create, Edit, and Site Settings.
However, again, the options available on and within each menu can differ depending on permissions.
The following sections cover the most common options available to site owners.

Create Menu

The Create menu allows you to create new lists and libraries within the team site. You will be looking at
the options within each category in detail during Chapter 3. The options available are:

a  Libraries

d  Communications
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Q  Tracking
0  Custom Lists
Q  Web Pages

Edit Page

Allows you to edit the current page. This option is examined in Chapters 3 and 5.

Site Settings Menu

This is the management menu for the team site and contains the following categories:

Users and Permissions

This submenu facilitates management of access and permission levels to the SharePoint site.

Look and Feel

Using the options within this group you can change the title and description of your team site, customize
the navigation by adding a tree view navigational structure (a bit like Windows Explorer).

Galleries

The site galleries are not sites or site templates but contain reusable objects that you can use on multiple
sites within your site collection. Three galleries are available within Site Settings Galleries:

QO  Master Pages: Master Pages are templates used by the system to lay out the design of the web
pages used. Master Pages and templates are discussed in Chapter 12.

Q  Site Content Types: Special content types are used within your site to describe the information.
For example, a document is a specific content type that can comprise one or more additional
objects, a specific Microsoft Word template, an information management policy, and perhaps a
workflow. The ability to use content types, and specifically the ability to create your own, is a
huge feature of SharePoint, as you will see.

Q  Site Columns: Columns available to be used by any of the libraries in the site. Site columns are
grouped by category to help you organize what can be quite large lists of columns. In addition,
you can create custom columns that can be used across the SharePoint site. Chapter 3 looks at
creating and working with new site columns.

Site Administration

Facilitates management of almost every area of your SharePoint site including the following features:
Regional Settings

These are used to set up your local date and time formats — for example, change the world time region
used by your team site.
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Site Libraries and Lists

These provide a listing of lists and libraries within your SharePoint site to allow quick customization of
each object.

Site Usage Reports

If enabled, the usage reports provide you with information about activity on your team site. It is useful
to have logging turned on by your administrator. Otherwise, you will be unable to tell how and if the
sites are actually being used by your colleagues. Site usage reports allow you to see if there are areas of
your sites that are being heavily used.

User Alerts

Manage the alerts that have been set up by users on the team site so that they are kept informed about
changes to the content. Using SharePoint 2007, you can also create alerts for other users of your sites.
This is a useful feature if you would like to ensure that other users receive information.

RSS

RSS allows you to be updated with changing information without the need to constantly check web sites.
RSS is built into many SharePoint lists and libraries. You can use Microsoft Outlook 2007 as your RSS
reader with SharePoint. RSS for your site collection is enabled or disabled using this option. You will find
the RSS option on many of your SharePoint lists and libraries.

Search Visibility

It is possible to ensure that your site is not included in the SharePoint search process. This is useful when
you have information within the site that you want to be sure is not discovered by the powerful
SharePoint searching tools. To remove your site from search visibility and ensure that it is ignored by
search tools, click Search Visibility.

If you want to exclude your team site from the search engine, you can set the Allow this Web Site to
Appear in Search Results radio button to No. Bear in mind that if someone does not have permissions to
a particular item, they will not see it returned in search results anyway. This is a sort of failsafe option
that I always turn on anyway.

The second available option on the page refers to searching text within your web pages, which may also
be discovered by the search tools.

Sites and Workspaces

This link allows you to manage the top-level sites and workspaces below the current team site. The link
also allows you to change the site creation permissions for default SharePoint permission groups.

The management screen shows you the site name and when the site was last modified, and provides the
capability to delete the site. It's worth checking with the site’s creator before you delete a site just to
ensure that information can be retrieved or moved before the site is deleted. More robust deletion tools
are available to the SharePoint administrator, who can automatically monitor sites that have not been
active in a particular amount of time. The administrator can then take action to ensure that the site is
either used or deleted.
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Site Features

Features are blocks of functionality available within a SharePoint site and can be turned off and on via
this option. The features available to you depend on the installation either WSS or MOSS 2007. You can
also install additional features on your servers, which again need to be activated within your sites.
Features are installed by your SharePoint administrator. The default features on my team site are:

0  Office SharePoint Server Enterprise Site Features: Included with this feature set is Excel
Services, Forms Server, and the Business Data Catalog.

Q  Office SharePoint Server Standard Site Features: This includes user profiles and search.

QO  Team Collaboration Lists: This feature provides your document libraries and other WSS
features.

You could have many different features installed on the server and if you do install some of the free
Microsoft Application Templates (discussed later in this chapter), you will find that they also install
some features onto your sites that need to be activated before you can use the functionality provided by
the template.

Inhouse developers can also create features for you that reflect your business process and company
needs. Features can also be downloaded from the Internet and installed on the server for you to activate
on your sites. A feature will show as either active or deactivated. Turning a feature on is simply a matter
of clicking the button beside the feature description.

Delete This Site

Deletes the current site; you will of course be required to confirm the deletion. Make sure that you want
to do this before accepting the prompt. Deleted sites are not captured and stored within the site Recycle
Bin. Once it’s gone, you will need to request that it be restored by your SharePoint administrator.

Content and Structure

Q
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This option provides you with a quick way to work with all of the sites within the current collection of
sites available to you. You can use this option to move sites around in your web site, delete sites, go to
the site setting menus for individual sites, and work with site permissions.

In Chapter 3, you will look at permissions in more detail in the context of lists and libraries and review
setting permissions for the site itself.

Site collection administrators (users responsible for the entire site structure) will have an addition menu
link that will take them to the overall setting for the entire web site as opposed to settings specific to the
team sites.

uick Launch

This is the menu at the left side of the team site and contains links to all of the default lists. You shall see
later how you can remove and add items to and from the Quick Launch menu to make it more relevant
to your own team needs. The main content on the new home page comprises an announcement list, a
calendar list, a links list, and a site image that will default to a Windows SharePoint Services logo on the
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page. In Chapter 3, you will work with the default lists and look at the other libraries available within
SharePoint. Figure 2-2 shows the default Quick Launch menu in a newly created team site.

View All Site Content
Documents

= Shared Documents
Lists

= Calendar

= Tasks
Discussions

= Team Discussion
Sites

People and Groups

5] Recydle Bin

Figure 2-2

At the top of the Quick Launch menu is the View All Site Content link, which will open a web page
listing all objects within the particular web site. This gives you a quick way to navigate to any area
within the team site.

One of the great things about SharePoint is that if you don’t like what’s on screen, with the correct
permissions you can change it. You can personalize any of the templates either to make the information
more relevant to you — for example, by only showing documents you are involved with, or by removing
information that you do not require. Personalization is discussed throughout the book and in Chapter 5
specifically.

Default Quick Launch Links

Once you have the team site created, the set of objects detailed in the following sections is initially
created for you to enable you to get up and running right away with your team site.

Shared Documents

This is the main document library used by the team to add and manage documents within the site. You
can think of this area as a little like a folder on your PC, and you use it in a similar way. If you want to
save a Microsoft Word document in the shared document library, the process is identical to that used

to save a file into a PC folder, that is, use File & Save As from the application menu and then simply
navigate to the SharePoint library. This familiar process is one of the strengths of SharePoint that reduces
the learning curve.

Calendar List

This is used to add any date-based information to your team site. A link to the list is created in the left
menu and Quick Launch menu, and the calendar list itself is placed onto the home page. Usually, at the
top level, the calendar is used to add events that are of interest to the team as a whole. More specific
calendars can be added to lower-level sites within the structure to display information relevant to that
specific area. In Chapter 11, you will see how, using a third-party add-in, you can roll up date-based
information from lower-level sites into a single calendar located on the home page. This feature is
currently not available using the built-in calendar within SharePoint.
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Task List

As you add and assign tasks to site members, this list will display the tasks assigned to site users. Once a
task has been assigned, SharePoint will inform the user via an email containing a link back to the task
within your SharePoint site. When creating a task, you can of course assign it to more than one person by
using a group.

Team Discussion

The initial getting-started discussion board, Team Discussion can be useful to allow team members to
discuss any issues they are having with the site. The discussion list is a good way to encourage staff into
the SharePoint environment. Rather than use email to discuss issues they may be having with SharePoint
colleagues, they can use the discussion lists for immediate feedback.

Sites

Web sites created below the current team sites will be added automatically to this menu for you. In
addition, you can use the View drop-down list to filter the display to show the following objects.

QO  Document libraries
Q Lists

Q  Picture libraries

Q  Discussion boards
a

Surveys

This is much the same as clicking the View All Site Content link, which differs only in that it provides
access to all objects on a single page.

People and Groups

People and Groups is used to manage the security of the team site. It is here that you will:

QO  Add new users and groups to your sites

View which users have access to your site and the permissions they have
Create new site groups as required

Email selected site users or all site users

View site user’s contact and other information

0O 00U oo

Manage the settings for your groups

Q  Edit group membership

Adding users will usually take the form of selecting them from your organization’s Active Directory.
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Recycle Bin

Items deleted from your site are added to the Recycle Bin, where they can be retrieved. How long an
item stays in the bin depends on the settings made by your site administrators. Once an item is removed
from your site’s Recycle Bin, it can be retained in the site administrator’s Recycle Bin for a number of
days. For example, the Recycle Bin in my own sites keep items for 30 days, after which items are moved
into the site administrator’s Recycle Bin.

If you don’t see a Recycle Bin displayed on your SharePoint site (it should be there by default unless
turned off), it is advisable to request that it be enabled. This is a really useful feature to have enabled, as
it often happens that you never need a deleted document until you actually delete it.

Global Menu

In addition to the Quick Launch menu, SharePoint also provides you with a global menu, which stays
with you wherever you go on the SharePoint site. This menu, located at the top of the web page, contains
the following objects, working from left to right:

Q  The Global Navigation breadcrumb menu, which, if enabled, can also contain a direct link back
to the main corporate home page for your SharePoint installation.

Q  Your own personal Welcome link, which, when clicked, allows you to:
O Sign out of the site
d  Signin as another user
d  Update your personal settings

Q  Link to your MySite (MOSS 2007)

Q My Links navigation (MOSS 2007), which, when clicked, allows you to:
1 Add the current site to your own personal list of sites
d  List all SharePoint sites of which you are a member

Links created using this option will be available to you no matter where you access the SharePoint site.

In Chapter 3, you will look at the menu options available within individual SharePoint lists and libraries,
including permissions required to carry out specific actions.

Site Templates

When you created the team site, you may have noticed that a wide range of site templates are available
to you, categorized according to function. Other tabs may be available if additional templates have been
added to your installation of SharePoint. Custom inhouse templates appear under a Custom tab.
Microsoft released 40 application templates for SharePoint, and these templates, if installed on the server,
will be available within an Application template tab. The actual site creation process is almost identical
no matter what type of site you are creating.
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The range of templates and sites available depend on the security permissions you have, the type of
SharePoint site your administrators have installed, and any customization that has been done. You may
find in your environment the range of templates has been restricted by the system administrator. The
templates under the Collaboration tab are discussed in the following sections.

This tab contains the site templates for web sites designed to allow you to work with other colleagues via
the Internet. It contains the following site templates:

Team Site

You have just created your first team site and looked at some of the basic features of libraries. As you
have seen, a team site is basically the web site in which you will do most of your work in SharePoint.

Blank Site

As you have seen, the initial team site contains some structures by default. If you want a totally empty
team site, you can choose the Blank Site option. In this case, you must then add in all the required lists
and libraries yourself. In Chapter 3, you will work with a totally blank team site, adding in various
lists and libraries via the SharePoint interface.

Document Workspace

38

At times several individuals may need to cooperate on a single document or a set of documents related
to a large project. A document workspace allows you take this work outside the main team site and
isolate the document until it has been completed. Once it has been completed, you can copy the final
document back into the team site document library overwriting the original copy. You can also create the
workspace directly from the document context menu in any document library. The workspace also
contains specialist lists that can be used to assign tasks to other members of the team and assist you in
managing the document development process. The document workspace is one of those areas that can
lead your site structure to sprawl and grow out of control. You can guess how it would be if you and
your colleagues opened a document workspace on every document you needed to work with others on.
Workspaces such as this need to be managed and, if possible, removed from the server once the project
is complete. You can arrange to have the site backed up if you require historical records to be retained.

It is also likely that documents used within a document workspace may need to be retained for record
management purposes. If that is the case, the document can be moved into a record management site
and the workspace can be deleted. To create a document workspace, follow the instructions to create a
team site given earlier and select Document Workspace from the Collaboration tab. Figure 2-3 shows the
initial document workspace with a single document uploaded and a task assigned to me.
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SharePoint Document Workspace

The elements within the following list are immediately available within the document workspace to
allow you to begin work on a document:

QO  Announcements: The announcements list can be used to leave global messages for members of

the document revision team.

Q  Shared Documents: A document library in which to store the document currently being worked on.

Q  Tasks: A tasks list to assign and manage tasks associated with the document.

Q  Members: A list displaying the groups who have access to this area or the individual
membership.

Q  Links: This is a Web Part that can be used to display hyperlinks of use to the team.

A document workspace is a perfect tool for those who may need to work on meeting minutes which can
undergo several revisions before being marked as final. Management of the revision process can be
tracked and managed by using an approval workflow also available in this area.
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Wiki Site

It’s hard to escape wikis and blogs on the web today, as they seem to be pervasive. Wikis have been around
on the web for a long time, but it’s only recently that they have been used within the business world.

A wiki is, in essence, a web page that anyone can edit. Of course, in a corporate environment, permission
to the wiki site will be required before colleagues can edit the page or site. A wiki is used to permit the free
flow of ideas and expression. How this will fit into a corporate culture where big brother is always
perceived to be watching is difficult to say, and the jury is most likely still out. In some areas, particularly
education, a wiki could be a great tool when working with students to present ideas and ask for comment.
Figure 2-4 shows a newly created SharePoint wiki site. A link on the Quick Launch menu, How to Use this
Wiki Library, will take you to the initial instructions to get you up and running with this tool.

ﬁﬁ Chapter 2 |AII Sites ﬂ | > anced Search
- Chapter 2 > My Wiki > Home
I———/ Home ‘ _3Edit History | Incoming Links
| View Allsite Content | |
S ‘ Welcome to your wiki library? |

You can get started and add content to this page by clicking Edit at the top of this page, or |

= Shared Documents ‘ you can learn more about wiki libraries by clicking How To Use This Wiki Library.
|

|
= My Wiki | ‘
What is a wiki library?
Lists |
= Calendar || Wikiwiki means quick in Hawaiian. A wiki library is a document library in which users can
o Taghe ‘ | easil\f edi_t any page. The library arows orgam_callv by linking existing pages together or by |
creating links to new pages. If a user finds a link to an uncreated page, he or she can

Discussions ‘ follow the link and create the page.

= Team Discussion | In business environments, a wiki library provides a low-maintenance way to record |

Sites knowledge. Information that is usually traded in e-mail messages, gleaned from hallway
conversations, or written on paper can instead be recorded in a wiki library, in context with

People and Groups similar knowledge.

] Recycle Bin s s . 2

= ‘ Other example uses of wiki libraries include brainstorming ideas, collaborating on designs,
creating an instruction guide, gathering data from the field, tracking call center knowledge,
and building an encyclopedia of knowledge. |

R;nt (Ehanges |

= How To Use This Wik ‘
Library

Last modified at 16/12/2008 13:29 by Martin Reid

= Home

Figure 2-4

The initial home page of the wiki is an explanation of what a wiki is and there is a link to a short set of
instructions. Clicking the View All Pages link in the Quick Launch menu will open up the wiki list,
where you can view all existing pages and create new pages. Once you have created a new page within
the site, it is added to the Quick Launch links. The wiki will maintain versioning for each page, and it is
possible to view the history of a page in terms of deletions and additions by clicking the History tab on
the top right of the page.

Blog
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Unlike a wiki, which can be edited by anyone with permission, a blog is intended to be an expression of
the ideas and thoughts of an individual or small group. In a corporate environment, blogs can be used
internally to outline strategic decisions, brainstorm with colleagues, or simply discuss the organization
in general.
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In an educational setting, a blog can be a useful teaching tool that staff can use to outline ideas, courses,
and assignments, and blogs can be used to keep students informed about current policy, thinking, and
other items.

For areas like blogs and wikis, many businesses may still be wondering about the business value of such
tools. In almost all business sectors, there is a huge wealth of knowledge trapped within people. Blogs and
wikis — if used properly — are one way to expose that knowledge to everyone else in a controlled way.

Meeting Workspaces

Workspaces are designed to allow you to perform a specific task or handle a specific business process,
such as organizing and managing a meeting or dealing with document management of a specific subset
of documents. In addition to creating sites, you can also create workspaces directly within the SharePoint
environment.

The meetings tab contains a set of site templates that can be used to assist you in organizing meetings.
They contain a specialized set of Web Parts to allow you to organize meeting. You can add agenda items,
create a meeting objectives list, organize attendance, and place meeting papers into a document library.
The Create tab is not the only place from which you can create a meetings workspace. If you create a
Calendar item, you can also create a meeting workspace to manage the event. You can also create
meeting workspaces directly from Microsoft Outlook 2007 as part of the meeting invitation process. You
can also create a meeting workspace when adding a new event to a SharePoint event list via the calendar
or directly. Meeting workspaces can also be created for recurring meetings, such as monthly
management meetings. If this option is selected, then a meeting workspace will be created for each
monthly management meeting, using the meeting date as the link to the meeting site in Quick Launch.
The following sections outline the workspaces available to you within the Meetings tab:

Basic Meeting Workspace

The basic meeting workspace is used to assist you in planning and maintaining meetings. Within the
workspace, you can record and store minutes, agendas, load documents required for the meeting, set
objectives, and assign meeting-related tasks. This is one of the most useful SharePoint sites available to
you and integrates well with Microsoft Outlook 2007.

Blank Meeting Workspace

The blank meeting workspace is useful if you need to start from a clean slate. You will be left with a web
site that does not contain anything, and you are free to add whatever features you require. This is useful
if you have created custom Web Parts to deal with inhouse meeting requirements.

Decision Meeting Workspace

Use the decision meeting workspace to store and review meeting documents. A list is also provided to
store decisions reached at a meeting. You could, of course, just customize a general meeting site into
which you add this feature.
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Social Meeting Workspace

The social meeting workspace can be used to organize and publicize company events. It contains a
SharePoint picture library, a things to bring list, and the capability to add a custom logo.

Multipage Meeting Workspace

This is similar to the meeting workspace; the main difference in the multipage meeting workspace is that

it contains multiple blank pages (maximum 10 pages) that you can customize.

In the real world, the basic meeting workspace is likely to cover almost all the requirements for business

meetings and events, and you may not need the additional meeting workspaces.

Creating a Meeting Workspace

From within your main team site follow the instructions used in the section “Creating a New Team Site.”

On this occasion, select the Meetings tab and select the a basic meeting workspace template. If you

require unique permissions for the Meeting workspace, remember to click the radio button “Use unique
permissions” when you are creating the site. This will ensure that only those invited into the meeting will
have access to the site. This should create the basic empty site for you, all ready to add meeting items.

Figure 2-5 shows the workspace once it has been created.

&l Chapter 2 Meeting
Chapter 2 Meeting | Home

l 835 Chapter 2 Meeting
Home

Objectives

[ i sites v

There are no items to show in this view of the "Objectives” list, To create a new

item, click “Add new item"” below.

= Add new item

Attendees

There are no items to show in this view of the "Attendees™ ist.

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

| Add new item

Document Library *

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 2-5

The meeting workspace will contain an objectives list, an attendees list, an agenda, and a document

library.
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Each item on the home page contains a hyperlink shortcut enabling you to quickly add an item to the
list. Adding items to the workspace is as easy as clicking the hyperlink below each section. To add an
objective:

1. Click the navigation link Add New Item below the objective list.
2. Complete the form, entering the details of the objective.

3. Click OK.

The meeting objective will now be available on the home page displayed in the objectives list. Clicking
the title of the list on the home page will bring you directly into the objectives list itself, where you can
add additional information by clicking the New button.

It is also possible to add one or more attachments to your objectives by clicking the attachment icon
when creating your objectives. For example, if an objective requires associated paperwork or further
information must be made available to those attending the meeting.

Within the objectives list, there are some standard list actions available from within the Actions menu,
including the ability to change the order of objectives, which is useful if the list is in priority order.

With the other available lists the process is the same other than the shortcut to the document library. In
this case, the shortcut will only permit you to upload one or more documents rather than going directly
to the document list itself. In the case of the document library and the other meeting lists, you can click
on the list title to go directly to the individual list.

Create a Meeting Workspace from an Event

It is also possible to create a meeting workspace directly from an event list. For example, if you are
creating an entry in your site calendar and would like to associate this with a meeting workspace, you
can do so. When creating the new event, there is a check box at the bottom of the New Item form entitled
“Use a Meeting Workspace to organize attendees, agendas, documents, minutes, and other details for
this event.” To create the meeting workspace and associate it with the event, check the box and save the
new event item.

As part of the process, you will be offered the opportunity to either create a new workspace or create a
link to an existing workspace. The URL to your new meeting workspace will be the title of the new event
you have created. You can change this and it’s usually advisable to do so. Note that the following
information will be added to the new meeting workspace: title, subject, date and time, location, and a
link back to the calendar list containing the associated event.

In Chapter 9, you will create a meeting workspace using Microsoft Outlook 2007 and see how you can
combine a large part of the meeting organization task into a few mouse clicks.

The Enterprise Tab

The Enterprise tab contains site templates that are designed to be used across an entire organization
rather than by individual business units or teams. Of course, there is little to stop you from using these
templates deeper in your SharePoint sites as required. For example, if a business division had a
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requirement to publish large numbers of documents to its own audience, then this would be possible
using the Document Center. The following templates may be available:

Document Center

As already discussed, the Document Center is designed to store large numbers of documents and
provide central access to them. The default Document Center contains three Web Parts when first
created, each of which is personalized to return information relevant to you. They are outlined in the
following subsections:

Announcements

The announcement list can be used to post notices or events for site members. Announcements can be
created and removed from the list automatically, that is, once an end date has passed.

Upcoming Tasks

The upcoming tasks list is used to display tasks that have been assigned to you on the site and that have
not yet been completed.

Relevant Documents

As you might expect, the relevant documents list contains documents related to you on the current site.
The documents displayed can be documents created by you, modified by you, or currently being edited
by you. It is also possible to configure this area to include a direct link to each document retrieved.

Navigation within the Document Center is slightly different in a team site. A Document Center uses a
tree view menu, a bit like Windows Explorer’s, to allow you to navigate what can be a complex
document structure.

Records Center

Almost all organizations are required to manage information to meet legal and business rules. The
Records Management Center in MOSS 2007 provides the features to achieve this. Record management is
a very complex area and is well beyond the scope of this book, but Chapter 13 looks at record
management, the Records Center, and how it can be used to manage information in your organization.
When the Records Center has been implemented, it is then possible for you to declare a document within
a document library as a company record and submit it to the Records Center for management and
storage. Usually, a record management staff oversees management of the Records Center because of the
complex nature of this area.

Personalization Site

SharePoint is all about you and information. As stated previously, SharePoint can be highly personalized
to make information more relevant to you, and using the personalization site is one of the ways this is
done. A personalized site is designed to work with your MySite and push information out to you.
Personalization sites need to be enabled by your SharePoint administrator and can then be created and
attached or pinned to your intranet’s MySite.
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For example, if you are part of a finance group, a personalization site can be created containing
information that is only relevant to the finance division. Each member of staff within the finance division
will have access to the site via their MySite. Again, information is presented to you from a single source,
and you do not have to search large numbers of web sites to discover it.

Site Directory

Each SharePoint site collection can have its own site directory — basically a listing by category of the
web sites it contains. The main overall company SharePoint site or portal can also contain a site directory —
in this case, it can be used to list the subsites within the portal. When you create a site it can be added
automatically to the directory if this feature has been turned on by your SharePoint administrators.
There is an out-of-the-box structure in place that can be customized to make it more relevant to your
own organization.

Report Center

The Report Center is a web site used to distribute corporate reports and other information. The Report
Center can display reports created using SQL Server reporting tools and Microsoft Excel 2007
workbooks. It also contains tools and Web Parts that allow you to create key performance indicators
(KPIs). KPIs allow you to measure performance against target and to highlight areas where perhaps
performance is not what it should be.

The Report Center provides the organization with a single site to enable users with appropriate
permission to view company reports and other live information.

Search Center with Tabs

The search center allows you to search your SharePoint sites using a simple search engine-like interface. The
search center with tabs also allows you to search for individuals within your site, using the People tab.

This is a MOSS 2007 feature only. This is a great feature, as it acts just like an internal telephone directory
with the added benefit of giving you the ability to search for site members with specific skills. Using the
MysSite and profile features you and your colleagues can update skills and responsibilities which can then
be discovered using the MOSS 2007 people search.

Search Center

The MOSS search center is a site within your main SharePoint site structure from where you search and
view search results. MOSS 2007 SharePoint enterprise search can find documents within the SharePoint
site structures, within your organization’s file servers, within Microsoft Exchange, and from within large
corporate databases. It is really an attempt to make where information resides irrelevant. WSS will only
return results from local sites and out of the box is not capable of searching other data stores. With MOSS
it is possible to search for documents using document metadata — such as document author, document
title, particular site, or type of file (Word, Excel, or PowerPoint). You can also configure the search tools
to search for your own custom metadata — if you wanted to search for customer invoices only, for
example. Of course, this depends on you using the metadata when you create the documents in their
respective libraries.

Search Server Express 2008

In addition to WSS, if you require enterprise search within your organization, you can download and
install Microsoft Search Server 2008. This software brings more of the enterprise search features of MOSS
to those of you who may only have WSS installed. The people search and business data searching will
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still be unavailable to you but you do get almost all the other features of MOSS searches on your sites
with the added bonus that the Express version is free. Server Express 2008 can be downloaded from
www.microsoft.com/enterprisesearch/Downloads.

Publishing

The areas within the Publishing tab relate to publishing sites and are commonly used when you want an
Internet-facing site as opposed to an intranet. However, as you will see later, the Publishing tab contains
features that are useful in both intranet- and Internet-facing web sites.

Publishing Site

A publishing site works in a different way than your standard SharePoint team site. It is designed to
allow you and your colleagues to create web pages. Within a publishing site, you will find additional
document libraries specific to creating web pages. A pages library used to store web pages for the site
and document library, and an images library used to store image files for use on your web pages. If you
are a site administrator, you will also see many more items available to you on the Site Actions menu,
including a range of reports, a site-editing toolbar, and a direct link to allow you to manage the site and
its structures.

It is possible to enable the Publishing features within a standard SharePoint site if required. In fact, many
SharePoint experts suggest you do this as a matter of course to extend the capabilities of a team site into
the page-publishing world.

Publishing Site with Workflow

Similar in nature to the standard publishing site, this site has the addition of workflows, which permit
you to submit pages for approval prior to their being published. A workflow is a business process
modeled using software, and they can range from complex business processes to fairly basic processes
like a document approval process. This is a useful feature in a public-facing site when you may want to
cast an eye over content before your customers have access to it. Once you are happy with a page or
document, you simply approve it for publication. The approval process is handled using SharePoint
workflows.

News Site

The news site is, again, designed to be used by the entire organization as opposed to business divisions
or groups. It can be used as a single information point for all staff enterprise-wide.

As you can see, there are a wide range of site creation possibilities available out of the box with
SharePoint (Both WSS and MOSS), which will meet the general requirements for almost any
organization. However, Microsoft has also made some application templates available for download.
The next section looks at the templates and provides an overview of many of them.

Free Application Templates

Over 40 application templates are available from Microsoft, and it is worthwhile to install some, if not
all, of them. For some of the templates, you may be able to install them yourself. Other templates, because
of their nature and additional requirements, need to be installed by a SharePoint server administrator.
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The templates available are listed below in two groups: site administrator templates, which can be
installed by your site administrator, and server administrator templates, which can only be installed by
the SharePoint server administrator. A short section on each template’s functionality is provided here,
and the templates can be downloaded from http://technet.microsoft.com/en-gb/
windowsserver/sharepoint/bb407286.aspx.

The templates work well and are a useful starting point for many team-site-based activities. Not all

of the more than 40 available templates are covered here. The templates listed in the following sections
are templates I have used for both live sites and training courses and that provide a good starting point
for your own sites. They can also, in some cases, be useful learning tools that allow you to see some of
the more advanced features of SharePoint and how they are used. You can see how most of the templates
are created by opening any of the sites in SharePoint Designer and looking at the structure, workflows,
and any code they may contain.

If you do need to install the templates on your site; one thing that has caught many people off-guard has
been a file known as application core. This file must be installed before any of the templates, as it installs
required features.

Site Administrator Templates

Site administrator templates can be installed by your site administrator and will then be available for
general use within a new tab named Application. Once they are installed you use the templates to create
sites in the same way as any standard SharePoint site. Some of the site administrator templates are
explained in the following sections.

Business Performance Reporting

The Business Performance Reporting template is basically a reporting team site that has been set up to
report on customer satisfaction using surveys and discussions. This site is a good demonstration of how
SharePoint survey results can be displayed within a site.

Case Management for Government Agencies

This is one of the more interesting templates made available. It is designed to manage caseloads within a
government agency but can be used in any organization where case management is required. One of the
nice touches when using this template is the way in which it automatically generates a set of core
documents when you create a new case. This is a useful trick to learn if you work in an environment
where standard documents are used for particular business tasks, for example raising an invoice, a
tender or a sales order. Standard tasks are also created again when you create a new case record. Both
documents and tasks are automatically created using a series of workflows to create and assign the
required documents to a particular case. The system also will send emails to the person a case or a task
has been assigned to.

Figure 2-6 shows the screen in SharePoint once a new case has been created. Note the already assembled
core case documents and tasks.
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test > Cases > Ongoing meetings

Cases: Ongoing meetings

Close
=i New Ttem | E3Edit Item | % Delete Iten | B3 Manage Permissions | &) Workflows | Alert Me
Case Number 123411
Title Ongoing meetings
Status Open
Assigned To
Comments
Created at 12/16/2008 6:03 by Martin Reid Close
Last modified at 12/16/2008 6:03 by Martin Reid
Case Documents M
Name (for use in forms) Modified
Memo,doc 12/16/2008 6:03 AM
Status.doc 12/16/2008 6:03 AM

12/16/2008 6:03 AM

Tasks ¥
Title Assigned To Priority Due Date
Create Intake Report {2 Mormal
Interview Client {2) Normal
Create Intake Report {2) Normal
Interview Client (2) Mormal
Create a new Task
Figure 2-6

Classroom Management

This template is designed to allow instructors to manage classes and assessments in a training or
educational environment. You can enter students, add in key event dates, and allocate assignment due
dates. The site also contains online discussions and the ability to track tasks assigned to students.

Competitive Analysis Site

The competitive analysis site is an interesting template, as it demonstrates the use of Excel workbooks
and SharePoint. It also contains some useful workflow examples which can be used as a learning aid.
Specific templates for this area are also included such as Company and Product profiles, SWOT analysis,
and market share graphs.

Discussion Database

The general discussion lists within SharePoint are usually on a per-site basis. This template can be used
to create a SharePoint site solely for discussions. Rather than your being required to open each
individual discussion, team site discussions are made available on the site’s home page. This particular
template could be used with a team site to make large scale discussions more manageable.

Disputed Invoice Management

This template uses Microsoft InfoPath forms to capture information about withheld invoices. In addition,
it also uses Microsoft Excel workbooks to demonstrate how SharePoint and Excel can work together.
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Employee Activities Site

This template can be used as designed to help organize and maintain company events for staff, or used
by staff to manage company-sponsored organizations. It contains several lists and libraries to help you
manage events and other activities. Just like other areas of SharePoint, when you log in to the site, it can
be personalized for you, for example, to display any events or activates you may have signed up for.

Employee Self-Service Benefits

This template is used to display company benefits available to staff and to permit staff to sign up to
company benefit schemes. When you use this site, six benefit plan types are created for you, including
medical, dental, and 401(k); you can also add types as required. Staff can sign up or enroll in specific
benefit plans as required, using features of the site.

Employee Training Scheduling and Materials

This template is a nice example of a training course booking application. Administrators can load the site
up with available courses and materials, and you can then book courses directly online. Again, the interface
is personalized for you. When you log in as a normal user, you will see any classes or courses you have
signed up for, courses you have already attended, and in the case of training staff, any course you teach or
have completed. SharePoint’s survey features are also used to allow those attending courses to provide
feedback. While not in the same league as a dedicated course management system, it again provides you
with an indication of how SharePoint may be used within a business.

Timecard Management

The timecard management template is designed to allow project teams to record the time spent on
projects. Members of the site sign in and out of the system, recording hours spent on various projects.
Several lists are provided to allow both staff and managers to view the time-based information.

Equity Research

Equity research is basically a site template that will allow you to manage the research process involved
in equity purchased. The site also contains an up-to-date news feed from various equity-related web
sites.

Product and Marketing Requirements Planning

This template demonstrates the use of a wide range of custom templates within SharePoint, including
Word, PowerPoint, and One Note.

Sports League

The sports league is a basic template for all you baseball fans out there. This template will let you
manage an inhouse baseball team, including recording player stats, creating teams, assigning and
trading players, and scheduling games.

Team Work Site

This template is similar to the standard team template you have already created. It has one or two
additional features that you may find interesting, such as the ability to tag a document to a particular
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subteam within the overall team. Members of the subteam can then view all documents associated with
them rather than having to search through all team documents. Additional templates available are:

Q  Integrated Marketing Campaign Tracking
QO  Manufacturing Process Management

O  New Store Opening
Q

Request for Proposal

The templates provided give you an opportunity to look at some of the ways SharePoint can be
customized in ways that may prove useful in your own sites. While no programming knowledge is
required to understand how many of the templates work, a little background in code would be helpful.
You will find that many of the custom features of the templates have been created using SharePoint
Designer 2007 and make extensive use of workflows. These are all skills you will pick up as your
experience with SharePoint grows, so do not be put off at the beginning. If SharePoint is anything, it is
an opportunity for you to learn as little or as much about how it works as you want to. The next set of
free templates is the server administrator templates.

Server Administrator Templates

Unlike the previous templates, this set of free templates must be installed by your SharePoint server
administrator. In general, the group of templates enables more sophisticated sites using code than those
above and also interact with some of the Microsoft Office applications, such as InfoPath. Once the
templates have been installed, they are available to you in the normal way.

Absence Request and Vacation Schedule Management

This template can be used by a team to request and record absences. The template provides the ability
to leave approval requests for a manager. It is also possible to use the site features to assign your own job
responsibilities to another member of staff when you are on vacation or otherwise absent. The template
is a good example of how to restrict information by user. For example, pending leave requests are only
viewable by the person making the request and the person who must approve it.

Budgeting and Tracking Multiple Projects

This template allows team members to maintain progress and budgets for projects they are involved in.
A summary form is provided for project managers providing information on percentage completed,
progress within budget, and a filtering capability per project.

Bug Tracking

The bug-tracking template is an error-logging site that can be used by both professional software
developers and end users to record problems with software. It could be useful in a new SharePoint
install to provide the simple recording of issues and their resolution.

Call Center

The call center template is designed to record and deal with external issues from customers. This
template could also be used as a problem /resolution site for new SharePoint installs within business
areas. It could also be used inhouse to service requests from internal customers.
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Change Request Management

This is another template that is useful when testing SharePoint with users, as it contains a nice template
that can be used by Microsoft Word to generate and then store requests for changes to be made to the site.

Contacts Management

Contacts management is a central site that can be used by teams to share a common pool of business contacts,
which can also be linked to Microsoft Outlook.

Document Library and Review

The major difference between this template and the standard document library template is the ability
to associate discussions with documents. Discussions can be made available to Microsoft Outlook 2007
via a RSS feed. This provides the ability to discuss documents in the context of the document itself, as
opposed to a standard document library, where a discussion can be created but in a separate library.

Event Planning

The event-planning template represents a personalized event registration and information site, which
could be used internally for event management.

Expense Reimbursement and Approval

This template allows staff to complete and submit for approval expense reports, using electronic forms
based on InfoPath 2007.

Help Desk

This template is used to allow staff to log problems and issues they may be having with SharePoint (or
any other issue if required). It contains frequently asked questions and a knowledge base that can be
used as a self-support tool. You can also create a listing of subject experts and provide contact details for
direct contact. This is a useful feature, which can take some of the pressure off a busy help desk. From a
management point of view, a reporting system is also available that will display resolution times,
support calls, and other performance-related information.

Inventory Tracking

Inventory tracking represents a basic site that can be used to track inventory items. It offers basic
quantity-on-hand calculations and a small number of other features.

IT Team Workspace

This workspace is a combination of the help desk, project management, and bug-tracking templates and
is a good example of how you can, in theory, combine multiple template features into a single slightly
more complex site.

Job Requisition and Interview Management

This template is designed to allow you to manage the job requisition process, including:

Q  Add job requisition and candidates
Q  Assign responsibility to staff for jobs and candidates
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Q  Approve or cancel requisitions
Q  Schedule interviews

Q  Receive feedback

Knowledge Base

This is designed to permit teams or divisions to create a self-support site containing answers to common
questions or articles. In fact, this can be a useful tool when first working with SharePoint, as members of
a team can add training documents or other information to assist colleagues to become familiar with
SharePoint. I have used this template myself for just that purpose — to add information for staff on some
of the more common issues with SharePoint.

Physical Asset Tracking and Management

Most everyone is required to account for equipment within a business environment. This template can
be used to track such assets.

Project Tracking Workspace

This is a basic template to allow project managers to assign and manage tasks, and it contains a
management dashboard presenting projects and their statuses.

Room and Equipment Reservations

This template is most often used by a team or small business units to book meeting or conference rooms
and equipment. It is not designed for large-scale use but can be useful in a smaller business environment —
for example, a business division with a need to manage small room and equipment booking.

GroupBoard Workspace

This is one of the first free site templates made available for SharePoint 2007, and it really is worth
downloading from Microsoft. If you visit www.microsoft.com and search for “download GroupBoard
Workspace,” you can download a copy of this great template. It contains many features that can be used
by a small business division or larger team. This template is far ahead of the other templates released by
Microsoft in terms of functionality, interaction, and usefulness. It is actually based on a free site template
made available by Microsoft Japan. It can be used to:

Q  Schedule and reserve rooms and equipment: You can add conference rooms and individual
equipment into the lists and reserve rooms or book equipment. The system will even check for
double booking, though this is a manual process. When adding individuals to the meeting or
conference, the system will also indicate their free/busy status provided the workspace has that
information. For example, if free/busy status is held elsewhere, then it will not be available to
this workspace.

Q  Create circulators to individuals or groups of staff: Notices or memos can be created and sent
to your colleagues. Using the organization chart, you can select a particular group of staff, an
individual, or a whole business unit to receive the memo or circular. The system records when a
member of staff opens a memo. The user’s What's New list will log the memo and display it
when that user logs in to the system.
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Q  Create personal timecards: Simple timecards are available to allow you and colleagues to sign
in and out of the office.

Q  Record who is in or out of the office (and where they are): This information can be
automatically pulled from the timecard feature and added to the site.

Q  List any circulars or memos you may have waiting: Officially called the What’s New list, this
list will roll up information aimed directly at you from throughout the GroupBoard site and
present it in a single list. This makes it very easy to stay up to date with information and saves
you from having to navigate different lists within the site.

Q  Create an organizational chart reflecting the structure of your business group: This is the only
part of the template that requires some work. In this case, you need to manually create your
organizational structure within the workspace. Once this is done, using the chart becomes the
main means to send memos and work with other features of the system. This is perhaps one of
the main limiting features of the template, in that if you wanted to apply it across a large
organization, this section alone would take some time to update manually.

0  Record phone memos and leave them for a colleague on the system: Memos are added to the

colleague’s What's New list.

The GroupBoard workspace is more than worth having a look at, but it will require installation by your
SharePoint administrator. The room and reservation lists and features are more advanced than those
provided by the room and reservations WSS template discussed previously, and if you have a
requirement for this feature, then you should check out this application template.

Preconfigured Document Library Templates

In addition to the site templates, Microsoft has also released a set of document libraries that contain
Microsoft Word templates specific to a particular business task. At the moment, the following are
available for download by visiting www.microsoft.com and searching for “preformatted document
libraries for Windows SharePoint:”

Q  Invoices

Q  Press releases

Q  Specifications

O  Customer site visit reports

0 Meeting reports
Just like the application templates, the library templates are a useful learning aid for those who may be
new to using SharePoint. You will be looking at the library templates in detail in Chapter 7, as they

contain some good examples, showing interaction between Microsoft Word 2007 and data help within
SharePoint libraries.
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Basic Site Customization

If you have the required permissions (design or site administrator), it is possible for you to change the
general look and feel of your team site by changing its theme. A theme is a file or set of files that deal
with the look and feel of a SharePoint site, in this case mainly the color scheme and image files used.
Themes and SharePoint in general make extensive use of Cascading Style Sheets (CSS) to set the colors
and images used on sites. One of the best sites to get more information on SharePoint and CSS is

www . heathersolomon . com, which provides comprehensive reference materials on how CSS works in
SharePoint. Heather also provides a great CSS listing for SharePoint, which really is worth its weight in
gold. Chapter 12 provides you with an introduction to some of the techniques used to customize
SharePoint sites.

If you are serious about customization in SharePoint, CSS is one of the first things you will need to
learn. However, even for existing experienced designers, CSS and SharePoint can be a nightmare, as
things get complex fairly quickly. You will be looking at using Microsoft SharePoint Designer 2007 in
Chapter 12 to make some changes to SharePoint sites.

SharePoint contains several themes that can be applied to your site. Themes are available in the Look
and Feel section, using the Site Setting menu under the Site Themes link. There are 18 themes available
for you to choose from, ranging in quality and usability from good to fairly awful (the Petal theme is
particularly bad, unless you want your team site to have a nice pinkish glow). You need to remember
when selecting a theme in SharePoint that if you find it difficult to read or hard on your eyes, then so
will everyone else. Simple web design standards apply, the most obvious one being to make sure that the
theme colors do not clash with text colors, making your information difficult to read. For example, bright
pink or orange menu headings do not, in my opinion, make sites look good or professional. To change
the theme used by your team site:

1.  Click Site Settings.
2.  Select Site Themes under the Look and Feel title.

3.  Select a theme (note that a preview of the selected theme is provided on the page, which you can
view before you apply it).

4. C(Click Apply.

If you don’t like the theme applied, you can return to the settings page and change it back to the default
theme: blue. For more comprehensive customization or branding of your site, you will use a combination
of CSS, HTML, one of the NET Languages, XML, and Master Pages. As you may guess, this is not a
trivial matter and requires some skill not only in web design but also in programming. However,
SharePoint designer 2007 will assist you with making basic changes to sites, and when you become more
proficient you can make larger systemwide changes. Just as with everything else in SharePoint, you will
require sufficient permissions to work in this area, and in the real world it’s likely that this role will be
performed by experienced web developers and programmers.
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Summary

In this chapter, you started off by creating a team site. This is the most common site you will be using in
SharePoint. Then you looked at each of the site templates that may be available to you when working
with SharePoint — may be available because templates can be added and removed from this area as
required. You also read an overview of some of the over 40 temples available from Microsoft. Once
again, you were introduced to some of the security features available in SharePoint, a topic revisited in
later chapters.

In the next chapter, you will look in detail at the features available to you in lists and libraries in
SharePoint sites. You will get practical, hands-on experience at working with each object.
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Lists and Libraries

In this chapter, you will look in more detail at the range of lists and libraries available with
SharePoint. You will examine each library’s structure, what it is used for, and how it can be
customized. In addition, you will investigate creating custom lists to match your own business
requirements. After you become familiar with lists, libraries will be discussed — especially the
SharePoint document library, which is the place you will save your documents. You will try your
hand at creating new document libraries, adding columns to the library list, and creating different
views of the information contained within the library. You will also see how you can use
workflows to automate some processes and how you can customize SharePoint’s built-in workflows
to meet your own needs.

In SharePoint, your data is held in a list, and everything in SharePoint is a list no matter how it
looks visually. From lists of Word documents, Excel files, and event calendars, all of your data is
held in lists. In the background, all of your data is actually stored in a large database: Microsoft
SQL Server. As users we don’t need to worry about SQL Server other than knowing it’s there and it
works. Those of you who are familiar with databases like Microsoft Access and applications like
Microsoft Excel will find lists very familiar in structure and should find working with default lists,
and creating your own custom lists, very similar to creating tables in Access and spreadsheets in
Excel. In general, a list contains the data you put into it plus the metadata — additional
information you need to store in order to describe or enhance the list. For example, a customer list
could contain a customer’s name, address, zip code, phone number, and email address — all the
bits of data you need to store about the customer.

In addition to this data, you may want to store metadata such as the name of the person who
created or changed a document or other list item. In the case of SharePoint, a lot of metadata is
automatically added for you. For example, Created By and Modified By will be recorded for every
document in a document library. When you add a document to a library, you will find that the
“modified by” and “modified” dates are already completed for you. Once you have a team site
created, SharePoint will provide, by default, the lists and libraries discussed in the following
sections. However, this can change if your SharePoint installation has been customized to reflect
your own business process.
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Shared Documents Library

The Shared Documents library is the initial main document library available to you. It is used to store
any type of document, including Word and Excel files, and is not limited to Office 2007 file types. In the
majority of cases, you will come across Office file types most often when working in a business
environment, although you can store PDF files, text files, images, and even Microsoft Access database
files within the Shared Documents library. You are only limited in the type of file you can save into the
library by the file types allowed by the system administrators. For example, it’s unlikely that you would
be allowed to save an executable file (. exe) in a SharePoint library because of the dangers of having
executable code running on the servers or being available for download on your computer. Your Shared
Documents folder contains the following default columns:

Q  Type

0  Name

QO  Modified

QO  Modified By

You can, of course, add new columns to the library at any time, but it’s worth thinking about the
columns you need before you begin to use the library. If you leave adding columns to the library until
after it has been populated, you will need to go back and add the required information. This particularly
applies to areas like information management and document classification, which are best implemented
from day one and not left as an afterthought. Another area you should give some thought to is the use of
content types, which are touched on in this section but will be discussed in more detail in Chapter 6.

Exploring the Default Items

When the team sites are created, you can see links to your document libraries and other lists created on
the site, and some lists are presented to you within the web page itself as embedded Web Parts. For
example, the announcement list is contained within a Web Part at the top of the page. This home page is
really a getting-started page designed to let you begin to explore and use the features of SharePoint. In
this next section, you will look at each of the default items in some detail, but once again your ability to
use the items or even see them will depend on the permissions you have been assigned within your site.

Shared Documents
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To open a library, you simply click the link available in the Quick Launch menu. Notice how the Quick

Launch menu remains located on the left side of the screen. The first thing you need to become familiar
with in a document library is the menu system available to you. Figure 3-1 shows the menu bar from a

MOSS document library.

INEW *  Upload = @ Actions Settings ~ view: All Documents ~

Figure 3-1
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If you hover the mouse over the menu items, you might notice that some items have a split bar to the left
of the downward-pointing arrow. This indicates that the menu contains a list of choices accessible (via a
drop-down submenu) by clicking the black arrow. Clicking the main menu option (such as New) will
open the default choice (in my case, a Microsoft Word 2007 document), and clicking the arrow will open
the submenu, allowing you either to create a new document or a new folder. If you do not have
permission to create documents or folders, then this menu option will not be visible. This is one of the
strengths of SharePoint: security trimmed menus and navigation. This stops the system from showing
you items and options you do not have access to.

The other menu options available are outlined in the following sections.

Upload Menu

This is used to move files from other locations into your SharePoint document library. You can move
single or multiple files to SharePoint using the library. You will upload some files shortly.

There is an option to upload multiple files, which you will do next. Before continuing it’s worth pointing
out that the multiple upload feature is not available to you if you are not using Internet Explorer. Those
not using IE will only be able to upload single documents via the document library.

Actions Menu

The Actions menu contains numerous options that begin to move you away from the traditional file
share approach to documents. The options available in the Actions menu are discussed in the following
sections.

Edit in Datasheet

The Edit in Datasheet option allows you to switch the view of the library to a datasheet, which is actually
a Microsoft Access Web component. This component is installed when you install Microsoft Office 2007.
The datasheet view is useful when you need to make changes to multiple items in the library. It is also
possible to sort and filter items to meet specific criteria.

Open with Windows Explorer

This is a great option that opens the library in a Windows Explorer — a little like My Computer. This is
an alternative approach that can be used to upload or download multiple files to or from the server. You
should be familiar with using Windows Explorer and should have little trouble using this option to
move items from your local PC or file store to SharePoint.

Connect to Outlook

Connect to Outlook allows you to connect the current document library to Microsoft Outlook 2007. This
is really useful when you need to go offline and work on files from outside the office. Files can then be
synchronized back to the server upon your return.

Export to Spreadsheet

This option allows you to export the current information to Excel 2007, and it is a useful tool if you are
dealing with numerical data within SharePoint (such as the results of a SharePoint survey). Simply
export the data out to Excel 2007 for further work.
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View RSS Feed

An RSS feed allows you to subscribe to information published by a web site. A common and popular
example is podcasting, where you can subscribe to be updated with current podcasts as they become
available.

Alert Me

One of the best things in SharePoint is the ability to be notified by the system when something of interest
happens and you would like to be informed. For example, when the latest sales figures are released into
the library, setting up an alert will enable the system to send you an email.

Settings Menu

The Settings menu is basically the management menu for the library and offers the options discussed as
follows.

Create Column

When you look at the library, several columns are already defined for you: Type, Name, Modified, and
Modified By. However, you can also create additional columns to reflect your own business
requirements.

Create View

This option allows you to create a custom view of the contents of the library. This is useful when you
have large number of documents stored and would like to restrict them to a specific subject or category.

Document Library Setting

This is the management area for the library and contains links to many of the management features you
will use to customize, manage, and secure the document library. As with a lot of stuff in SharePoint,
you will need permissions to manage the library, and these should be restricted to a small group of
colleagues.

View Menu

Views provide you with a way to gather like information together. Rather than the document library
displaying every document, you can restrict the documents lists to only those you may be interested in.
For example, you could create (and set as the default) a view showing only documents that you have
modified. You would still have access to all other documents, but your default view would be of your
own documents. The menu provides quick access to view options, including changing the current
default view, creating a new view, and switching to Windows Explorer view.

As you being to work with other SharePoint lists and libraries, you will find that the menu options and

features do not change a great deal and most of the options discussed in this section remain the same.
For example, if you open a calendar list, you will find the Action menu much like discussed previously.
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Depending on your permissions within SharePoint, you may or may not have access to many of the
menus and options discussed in this chapter. If you do not have permissions to access the View menu,
for example, you will not even see it available within your team site. In addition to managing sites and
libraries, the majority of your time will be spent actually working with information within the various
SharePoint lists and libraries, particularly document libraries.

Working with Document Libraries

Much of your time spent working with SharePoint will be in this area, adding files, managing files, and
creating views within document libraries. Just as when working with a PC, your document library needs
to be looked after and one of the important areas you will be responsible for is the security of documents
within the library. Before looking in detail at this library, you will need to add some content.

Uploading a Document

Initially the Shared document library will be empty, so the first thing you will do is upload a Microsoft
Word document. To upload a single document to the Shared Documents library using the main menu
bar from within the library:

1. Click Upload.

2. Click the Browse button.

3. Navigate to the folder and file required.

4.  Select the individual file.

5. Click Open.

6. Click OK to upload the document to the library.
Once the document is uploaded, you will be returned to the document library, where you will see the file
uploaded with a little New icon indicator located to the right of the filename. An icon at the left the
document indicates the file type. If you have uploaded a Microsoft Word document, a Word icon is used.
Additional information available to you at this point shows the modified date and time and the Modified

By information. This is an example of the metadata associated with a document. To follow along with the
examples that follow, it will be useful to upload several files of different types. To upload multiple files:

1. Click Upload.
2. CClick Upload Multiple Files.

A form will open showing the file structure on your PC on the left and individual files and
folders on the right. Figure 3-2 shows the upload form presented to you within SharePoint.
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BookSite > Shared Documents > Upload Document

Upload Document: Shared Documents

Upload Document
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Figure 3-2

Multiple uploading is not available if you are not using Internet Explorer.

3. Expand a folder on your PC.
4. Inthe right-hand window, select the files required by checking the box beside each file.

Note the “Overwrite existing files” check box on the screen. This will be checked by default.
Leaving it checked means that, if any of the files you wish to upload already exist in your
library, they will be overwritten. Be absolutely sure that this is what you want before uploading.
If not, remember to uncheck the box before uploading your files.

5. Click OK.
6. Click Yes in response to the dialog box.

Your files will then be uploaded to the library.

Now that you have some files to play with, you can begin to look at the menu options in more detail.

Datasheet View

Click Actions = Edit in Datasheet to change from the standard list view to Datasheet view. Datasheet view
presents your list or library view very much like an Access table or an Excel spreadsheet and offers you
some additional features over those available in the standard SharePoint list and Library.
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In order to use datasheet view, you must be using Internet Explorer version 6 or above, and you must

have the ActiveX controls installed when you installed Office. With Office 2007 the controls should

install automatically. If you are not using a Windows PC, you will also have problems using this view.
If you do not have support for the view, you will be kept in standard list view. To follow the example,

you will also need a set of documents in the library, which you should now have from the previous
example.

Filter Documents in Datasheet View

When working with a large number of documents, you may only want to see a subset of the documents

or to apply filters to see documents of interest. Datasheet view allows you to do this. It is possible to

create a filter on any column in the list, and this option is available by clicking the downward pointing

arrow beside each column name. Figure 3-3 shows the datasheet view with the filter menu available.

Chapter 3 > Shared Documents
Shared Documents
Share a document with the team by adding it to this document library.

Mew ~  Upload -  Actions v Settings ~ View: All Documents -

Mame - Modified | - | Modified By ‘ - | Categary | - ‘
Sort Ascending 21/01/2009 10:24 Matin Reid Finance
Stct Descenng 21/01/200310:24 ) Mantin Feeid Finance
21/01/200910:24 Martin Reid Reports
21/01/200910:24 artin Reid Personnel
= Auditreport.doc |
‘ xﬂJ Passaningd. doae 2/01/200910:24 tdaitin Reid Reports
SalesApril2008.doc -
Stats.doex o
YearToDate.docx 2
H|
For assistance with Access Web Datasheet, see Help, Read-only | | _]

I ]

Figure 3-3

To open the menu and create a custom filter:

1.

2
3.
4,
5

Click the arrow beside the column entitled Name.

Select Custom Filter.

In the drop-down directly below the title Name, select “begins with.”
In the drop-down list directly to the right enter “a.”

Click OK to close the dialog.
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Q  Figure 3-4 shows the Custom Filter dialog with the filters added.

Custom Filter x|
Show rows where:
Name
Ibeginswnh ;I |a ;I
(= and  Or
| 7] | i
+ and  Oc
[ [ | |
(7 Ok | Cancel |
Figure 3-4

Multiple filters can be used based on And and Or. If you are using And filters then all the values must be
True in order to get a value returned. For example, All Customers living in Belfast and New York would
only return results when a customer had a home in both cities. Replacing And with Or would return
customers who had a home in either Belfast or New York. This gives you a powerful way to build
complex filters in datasheet view.

Filters really come into their own when dealing with numeric columns. You can also create filters on the
modified column. For example, you could view all documents where the modified date is between two
values. To create this filter:

1. Click on the arrow beside the Modified column and select Custom Filter.

2.  Select is less than or equal to from the drop-down list beneath the word Modified.

3.  Select a date in the right-hand drop-down.
This filter will filter your library to only show those documents where the Modified date is less than or
equal to the date selected. When you have applied a filter to a column, the black arrow to the right of the
column name will change color to blue. To remove previously applied filters simply choose Select All
from the filter menu, which will remove the filter and return all the records. In addition to using the filter
options, you can also sort the columns in Ascending or Descending order, and if you have a filter

applied, choose the option Select To View All Documents (the default view on most lists) to return all
documents to the view.

Once you change to datasheet view, you will find that additional options are available from the Action
menu including;:
QO  Show in Standard View allows you to switch back to the usual document library view.

Q  Selecting New Row allows you to add a new row to the data sheet, if this is allowed. This
doesn’t really apply to document libraries, where the content will be mostly read-only.

Q  The task pane gives you a quick way to interact with the list items using Microsoft Office 2007
applications. The following options are available and will be discussed in later chapters where
they are most relevant:

a Track the List in Access

0  Export to Access
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Report with Access
Query List with Excel
Print with Excel
Chart with Excel

| I I T TR

Create Excel Pivot Table Report
Q  Totals provides a total count of the items within the list.

Q  Refresh Data reloads the list to provide the latest view. For example, if your colleagues have
added documents while you were working in the library, the documents will be available
to you.

Another interesting feature of datasheet view is the Presence Pawn icon beside the name of the person
who modified the documents or record. Clicking this icon will permit you to send an email to the
individual, schedule a meeting, go to their MySite, add them to your Outlook contacts, or check their
Outlook properties. If full presence management is available you can also instant message your
colleague.

You may find that when you switch to datasheet view the list is read-only (as the documents list used in
this example will be). Check out the bottom right of the status bar for this information. If the documents
list is read-only, you will be unable to add a new row. However, if you changed the view of a task list,
you would find that the list would be fully updatable in datasheet view.

Settings Menu

You have already had a brief look at the settings available to you when working in a document library. In
this section, you will look at these options in more detail. The Settings menu provides the options
discussed in the following sections.

Create Column

Each library, including document libraries, is made up of columns that contain the information you
require. For example, the document library you are currently looking at has several columns already
created: Type, Title, Modified, and Modified By. In addition, many more columns are not visible, but you
can turn them on if required. On many occasions, you will want to add columns to the library you are
working in that are not provided for you. Such columns can help you to describe the information or hold
additional information about the document or list item. These custom columns tend to be more specific
to your business needs. To create a new column within your Shared Documents library:

1. Click Settings = Create Column; the Create Column form will open.

2. Enter the name of the new column as Department.

3. For the Department column, accept the default.

4. Select single line of text for the type of information to be stored in the column.
5

Choose the type of information the column will store — it can be text, a date, or something else.
This is generally referred to as the data type of the column. Take an example of an invoice: the
columns would include Order Date with a data type of date, Customer Name with a data type
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of text, Address with a data type of text, and so on. It is important to get the data types correct,
especially with data like dates when you might want to calculate values based on them, such as
days taken to fill an order or a person’s age based on date of birth.

6. Entera description for the column.

7.  Accept the default value of No for the radio button entitled “Require that this column contains
information.”

8. Accept the default of No Default Value.

9.  Accept Add To Default View that will checked by default. This will ensure that your column is
available in the default view used by SharePoint and your library.

10. Click OK to save the new column.

This topic is a little like designing a database using Microsoft Access 2007. When designing a database,
it always pays to sit down and think about what it is you want that database to do before you actually
touch Access. The same is true of SharePoint. A list reflects a business need, and you need to
understand that business need if you are to capture all the required data, which in turn will become
information you will share with your colleagues and base business decisions on.

As this example demonstrates, you are free to add additional columns to your SharePoint lists and
libraries as required to meet your own business needs. It is also possible to use columns within your list
or library to look up values held in another SharePoint list or library. For example, in your Shared
Documents library, you may want to look up which manager was involved in a particular report or
document draft. The next section discusses Lookup columns and how they are created within your
SharePoint site.

Adding a Lookup Column
As already discussed, the Lookup column allows you to look up a piece of data held in another
SharePoint list. To follow this example, you will need a SharePoint list that you can look up to provide
the values to the column in the Shared Documents Library. Lookup columns are very useful if you need
to associate a document or other list item with information already on your SharePoint site. This is a
generic example, which you can use to create a lookup that meets your requirements. To create the
Lookup column from within the Shared Documents library, click Settings = Create Column:

1. Enter a name for the column.
Click the radio button lookup (Information already on this site).
In the Additional Column Settings Group, enter a description.

In the drop-down list “Get Information from,” select the list containing the value you require.

Select the column you require from the In This Column drop-down list.

o 0 s wN

If you need to allow the user to select more than one value from the drop-down list, ensure the
check box “Allow multiple values” is checked.

N

Accept the “Add to default” view default of checked.

%

Click OK to save the new column to the library.
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Multi-Valued Values

You can also choose to allow the selection of more than one value from the list item;
this is known as a multi-valued selection. If you were looking up a meeting list and
needed to select all those who attended, then you would set this value to be multi-
valued. You need to be careful at this point, as some client programs, including Access
2003 cannot deal with multi-valued columns. This would be a consideration if you
wanted to link the list to Access. Access 2007 does not have this problem and can ma-
nipulate multi-valued columns. For example, you can change the case used for the text
displayed in a column by creating another column and using a built-in function. To
follow this example, you will need to create a contacts list within your SharePoint team
site containing the following column.

Calculated columns are columns created using values based on columns already held within a list or using
some of the built-in functions available to SharePoint. Calculated columns allow you to reuse existing
information within SharePoint lists and libraries to create new information within your list or to perform
simple calculations. For reference, www. endusersharepoint . com provides an excellent set of papers on
creating and using calculated columns within SharePoint, and they are more than worth downloading.

As you work with SharePoint, you will create various lists, views, and libraries. You will begin to see
that columns are used many times within different libraries and lists. SharePoint provides you with
these columns, and they are commonly referred to as site columns, columns you can use anywhere in
your web site. You will create some site columns later in this chapter and make them available to your
lists and libraries.

Create a View

When you open a document library, you are presented with a list of documents, also known as the
default view of a list or library. It is created by the software, but like everything else in SharePoint, you
are not restricted to this view and can both modify the default view and create your own custom views.
A view is simply a way of telling SharePoint that you want to see certain documents or items under
certain conditions. A document library will usually have two views available upon creation: the All
Documents default view and Windows Explorer view, which is not strictly a view at all. The Library
View menu is where you open existing views and from where you can amend or create new views. You
can also create a new view directly from the Settings menu of the library. In this next example, you will
create a new view within your Shared Documents library and make it available.

1.  Click the Settings menu.
2.  Select Create View. You now have a number of options:
1 Standard View, which is the one you will select shortly.
1 Calendar View, which allows you to view list data as a SharePoint calendar.

d  Access View starts Microsoft Access and uses its reporting and query tools on your list.
Chapter 7 covers SharePoint and Access 2007.
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7.
8.

W] Datasheet View, which, as already discussed, is a spreadsheet-like view of the library
comprising columns and rows.

0  Gantt View allows you to view information using a Gantt chart, which is useful for any
task or project-type list. A Gannt view is mostly used with Project date information, giving
you a graphical view of progress according to date.

To continue with the example, click Standard View. The Create View page will open, and you
are now required to define the view. Having some idea of what you want before you reach this
point will help.

Enter a name for the view.

The name should always be descriptive. You may not be the only person using the view, and it
will help other colleagues understand the view if the name is descriptive. You can also make
your new view the default view, that is, the view that all users of the library or list will see when
they enter the library. This replaces the current default view, which will not be deleted but will
become a simple view.

Select an Audience for your view. In this case select Public, as you want it to be available to
anyone using the library. You can also create a personal view that is only available to you.
Anyone using the list or library can use the public view.

Select the columns you would like to appear in your view, or deselect the columns you want to
remove from the view. Simply check and uncheck the box beside the column name.

Select Title from the First sort by column.

Click OK to save the view.

As you will have seen when creating the view in the preceding example, there are a number of different
categories that allow you to configure how the information in the view is presented within the document
library. The categories are:

a

Sort — allows you to apply one or more sorts to the list of data being displayed by SharePoint.
To add a sort, select the column you would like to sort by from the drop-down list. A sort can
also be in ascending order (A to Z) or descending order (Z to A). Check the radio button to
choose the sort order. You can sort by up to two columns within your list or library.

Group By — allows you to group similar list items together, such as all documents created
within the same department or all orders for a specific customer. In an event list, you could
group by date, displaying all events for a specific date. The Group By is very useful if you
would like to show a large amount of information on screen but not present it all at once. When
you use Group By, records can be displayed in their individual groups by expanding the group.
You expand a group by clicking the plus symbol beside the group header.

Totals — allows you to provide summary information about the document, that is, a total
showing you at a glance how many documents have been produced by department A, B, and C.

Style — allows you to choose how the library will look. In order to see the effect of some of the
styles, you may need to remove the Group By in the view. Styles like Preview pane are not
available if you use a Group By. Several styles are available:

A  Basic table

@  Document details
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1  Newsletter

[  Newsletter no lines
[ Shaded

d  Preview pane

1 Default

The most interesting option in terms of style is the Preview pane. This is not available when you are
using a Group By, but for short lists of documents it is a useful presentation tool. When enabled, the
preview pane gives you quick access to many of the document properties when you hover your mouse
over the document name. In larger lists it can help you to quickly scan for information rather than
continually clicking to open the properties form. Figure 3-5 shows a document library with the preview
pane turned on.

Share a document with the team by adding it to this document library.

New = Upload - @ Actions ~ Settings ~ View: All Documents &
Chapter1 I vew
apter Type )
Name Chapter ! new
Modified 26/09/2008 12:55
Modified By Martin Reid

Figure 3-5

Q  In general, initially most people are simply interested in finding the document they require as
opposed to a fancy presentation. It is a more effective use of SharePoint to classify documents by,
for example, using custom columns and creating views instead of creating a fancy screen layout.

Q  Folders allows you to choose to display documents within their containing folders or simply
choose to list all documents within the library. For example, if you had subfolders within the
document library, you could simply turn off the display of the folders and list all the documents.
There are really two schools of thought on the subject of folders and subfolders. One school likes
the idea of organizing documents by subfolder just as in a traditional file server system; the
other school feels that views should be used to filter documents. I have a foot in both camps.
Coming from a traditional file store background I am comfortable with the subfolder approach
but also find creating views of the data very easy to do. One of the major pluses of using the
subfolder approach is that you may already be familiar with working with folders and
subfolders, and therefore may find the transition to SharePoint easier if you take this approach.
In the real world, you will be maintaining your own document library, and it’s really up to you
to use whatever layout you feel most comfortable with.

Q  Item Limit allows you to specify the number of documents returned by the library to a
maximum amount (100 per page) or set a paging limit. It is useful to set a limit that does not
require you to scroll down the page too much in order to view all documents. The default is 100
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documents. If you have more documents to be displayed, a set of navigation buttons will be
placed at the bottom of the list, allowing you to move forward and back between the various
pages.

Mobile: The URL for the library for users who may be using a mobile device to access the site.
You can make any list or view a mobile view.

Views are a great way to organize information and make it easier for you and your colleagues to find
information. When you combine views with custom columns, you can make very complex views
containing Group Bys and multiple Order Bys, again to make it easy to find the information required.

Document Library Settings

Selecting Settings & Document Library Settings will open the Customize Library page form, where you
will find a large number of settings that can be applied to your document library, organized into groups.
The settings discussed in the following sections are available if you have the required permissions.

General
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Under General, you will find settings that affect the general look and feel of your document library. In
this group you will find:

a

Title, Description, and Navigation: This setting allows you to change the title of the library. For
example, you could change the current document library title to Departmental Documents,
making it more relevant to your colleagues. Under Navigation, you could also turn off the
displaying of this library on the Quick Launch menu simply by changing a single setting. Again,
this is a useful feature if you find that the menu items are scrolling off the page.

Versioning settings: Within this area there are several settings that deal with document version
history and its availability. Versioning allows SharePoint to maintain copies of your document as
they are changed by you or your colleagues and permits you to revert back to a previous
document if required.

This section also includes options to check out documents and set permissions for who can see
draft copies of documents. When you place a document into a library, you may find that more
than one user would like to edit it at the same time. Check Out and its opposite Check In help to
reduce the possibility of your colleagues’ overwriting each other’s (and your) documents. If
Check Out is enforced, you must check the document out before you can edit it. Once it is
checked out, a green arrow will appear beside the document and any of your colleagues wishing
to download the document for editing will be informed that it is currently checked out to you.

If a document is still at the draft stage, that is, if it has not been approved for publication into the
library, you can restrict who can see it to any user who has read permissions for the library, only
users who can edit items, or only document approvals or the authors of the document.

Audience Targeting is an area of SharePoint I really like, as it provides the capability to target
content at a specific audience or group of your colleagues. An audience is a group of users within
your site that shares something in common. They might, for example, all work in finance,
processing accounts payable. The capability to push information out to your colleagues in a very
targeted way is very useful within SharePoint and is one of its more powerful features. The only
catch is that audiences must be enabled by your server administrator and then enabled on a site or
library. Once this is done, you have a very powerful information distribution tool available to you.
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Library Columns

The columns section within the Customize Library form lists the available columns in your library, and
by clicking on a column name, you can edit the column’s values.

Do not change the name of the Title column. This is widely used in SharePoint, and
in fact it is available on almost every list and library. If you do a quick Google on
this, you will find that changing the Title column has caused many a headache for
SharePoint administrators.

The columns category allows you to create new columns and reuse existing ones. This is a more flexible
approach than creating columns within a library or list, but you will need the permissions to work at this
level. You have already created a custom column for the library. However, in this page you also have
access to all the columns already existing within your site. In this way, you can add any existing site
column to your SharePoint library. SharePoint contains several hundred columns used in its lists and
libraries, and they are classified by group according to functionality. For example, the Core Contact and
Calendar groups contain all the columns used by the Contact and Calendar lists within SharePoint. The
categories available are:

(]

U 000U ouU 00

Base columns

Core Contact and Calendar columns
Core Document columns

Core Task and Issue columns
Extended columns

Key Performance Indicators

Page Layout columns

Publishing columns

Reports

From the Document Library settings page, you can add one or more columns from any category to your
library. To add an existing column to the Shared Documents library:

1.
2.
3.
4.
5.

Click Add from existing site columns.

Select Core Document columns from the Select columns drop-down list.

Click on the Comments column.

Click the Add button to move the selected column to the Columns To Add box.
Click OK.

When you return to your document library, you will find the additional column added. Of course, you
can select multiple columns from more than one column category to add to your list.
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Column ordering allows you to change the position of a column in the list. Simply change the numeric
value using the drop-down list beside the column name.

Indexed columns are more in the realm of technical users and refer to a way to speed up the performance

of large lists.

There is another reason why custom columns are really useful in SharePoint
searching. While the instructions on how to configure the SharePoint search features
to pick up your custom columns are fairly straightforward, they are beyond the
scope of this book and likely beyond your SharePoint permissions. But all you need
to do is to tell your SharePoint server administrator that you have created a custom
column and you would like it added to the SharePoint search. He or she will sort it
out from there.

Views

A view is a custom set of information based on a more complete list within SharePoint. This category
shows the views currently available within the document library and which view has been selected as
the default.

Library Management

Just like everything else in SharePoint, your lists and libraries will need to be managed in terms of both
available functionality and security. This section deals with permissions and management features for
the library, including the ability to delete the library with a couple of clicks. The security and
management options in this group are discussed in the following sections.

Save Document Library as a Template
If you have a document library that you want to reuse within the site you can save it as a template.
When you are creating a new document library the template will be available with the rest of the
SharePoint library templates. To save the Shared Documents library as a template:
1. Click Save Document Library As A Template.
2. Enter a filename for the template.
3.  Enter a name for the template. This will be the name shown on the Create page in SharePoint.
4. Enter a description for the template.
5

You can also choose to include the existing libraries content with the template. To save the list
content to the template, check the Include Content check box.

6. Click OK to save the library as a template.

Permissions for This Document Library

As already discussed, in addition to permissions to the site, you can also assign permissions to the

document library. The document library will inherit the permissions of the site, and if you want it to have

unique permissions you must first break this link. To do so from the Document Library settings page:
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1. Click Permissions For This Document Library Link.

2. Inthe Permissions form, click Actions = Edit Permissions.

3.  Click OK in response to the warning dialog.
You can now remove existing users and add new users to the document library. To remove all
permissions:

1. Check the check box below the New menu to select all the users.

2. Next click Actions = Remove User Permissions.

3.  Click OK in response to the dialog.
The permissions for existing users will be removed. Now you will need to add the users you would like
to have access to the library and specify the permissions they will have. You can add individual users or

groups of users to the library. If you would rather edit existing permissions, then select Edit Permissions
to edit the permissions each user or group of users have.

If you make a total mess of things, you can always reset the library permissions back to inherit
permissions from the parent site. To reset the permissions back to those of the parent site, click Actions =
Inherit Permissions.

This is another very powerful security tool in SharePoint, giving you the ability to secure information
right down to the document level. The features available to you within the Document Library settings
page also help protect information, and they are discussed in the next section.

Manage Checked-Out Files

This option allows you to manage any documents within your library that do not have a version checked
in. Even when you have check-in enabled it is possible to drag files into the library using Windows
Explorer. This is particularly true of files that require additional metadata to be added when they are
saved to the document library. In that case the files may not be checked in. The only way to manage such
files is by using the Manage Checked-out Files form to take ownership of the documents and check them
in on behalf of the users. This is really a role for the site administrator, but it can be confusing for you
when you know you have uploaded documents but you cannot see them in the library.

Workflow Settings

Workflow settings allow you to enable the out-of-the-box SharePoint workflows for this library. You will
look at workflows shortly.

Information Management Policy Settings

Information policy is discussed in detail in Chapter 13 and you will return to this setting then.

RSS Settings

A document library can also be exposed via an RSS feed. You can subscribe to an RSS feed using Outlook
2007. This is discussed in Chapter 8.
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As you can see, there are a multitude of settings and options available to you with a document

library. As you progress to other objects, you will find many of the settings identical — the main
difference being the type of list or library you will apply them to. Of course, you will need permissions
to use many of the features outlined so far, and in reality it is likely that only a small number of your site
users will be granted permissions to manage libraries to this level.

Document Edit Menu

The Document menu is available by moving the mouse over an item in a library and clicking the
downward-pointing arrow that appears. Figure 3-6 shows this menu for a document in the Shared
Documents library.

> Martin Reid > Chapter 3 » Chapter 3 2
&4 Chapter 3 [ ——
M‘?.'... View Properties
| ,? Edit Properties ts
l _'—.I_.J 3} Manage Permissions ntS

View Al Sit= Content | @] Editin Microsoft Office Word by adding it to this document library.

Documents K Delete 5w Settings ~

= Shared Documents Send To ¥ MModified Todified B te

Lists Ll CheckOut 21/01/2009 1429 MartinReid Finar

= Calendar = Workflows

= Tasks Alert Me i
4 | _’l_l
bore | [ [ [ [ [ [ELocalintranet | Frotected Mode On [*00% -

Figure 3-6
The menu offers you the options discussed in the following sections.

View Properties

This option allows you to view the properties of the document, such as title and name. The name of the
file is just that: the name you used when you created the document. The title is a SharePoint property
and can be used as a single line of descriptive text to identify the document. As you add properties to the
documents, they will become available in this view. Several properties are of use to you when working
with libraries other than those that deal with metadata, but generally the properties available reflect the
other options on the Document menu.

Edit Properties

This option allows you to change the default properties of the documents and any custom properties you
have added.

Manage Permissions

As discussed previously, permissions in SharePoint can be applied down to the document level. You can
change permissions for the individual document within the library. By default, a document will inherit
permissions from its parent site, and before you can create unique permissions you must break the
inheritance link. To break the link:
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Select Manage Permissions.

Click Actions.

wnh PR

Select Edit Permissions.

4. CClick OKin response to the warning message

Existing permissions will still be listed within the page, and generally you need to remove them or
remove those permission groups you do not require. To remove all permissions:

1.  Click the check box below the New menu. This will select the check boxes beside each group
with existing permissions.

2. Click Actions.
3. Click Remove User Permissions.

4. Click OK in response to the warning message.

Note that all existing permissions have now been removed from the document. You will now be required
to add the new permissions to the document. To do this:

1. Click New.
2. Select Add Users to open the Add Users form.

3. Inthe Add Users group, enter the user you require or use the lookup features to search your
Active Directory for the user or users.

Once the user is selected, you must then grant that user specific permissions. You can, if required, select
a SharePoint group to give permissions to, but bear in mind you just removed all groups from access to

the document. In this case, you will give direct permissions to the user:

1. Check the radio button titled Give Users Permissions Directly. This may be defaulted for you as
you have removed all group access to the document.

2.  Check the appropriate permission from the list of available permissions.

Figure 3-7 shows the permissions available for a document in the Shared Document library.
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Figure 3-7

Document-level permissions are important if you are not setting permissions at the folder level. It is easy
to forget about permissions and leave a document unsecured. As with most things computer-related,
you can be sure that if you leave a document unsecured, the colleague you least want to view it will
open it first!

Edit in Microsoft

This option opens the document for editing in the source application. For example, if the document is a
Word file, the menu will read Open for Editing in Microsoft Office Word; if an Excel document, it will
read Open for Editing in Microsoft Office Excel.

Delete

This option will delete the currently selected document. If you have a site Recycle Bin activated, the
document will be removed from the library and placed into the Recycle Bin just in case.

View in Web Browser
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For documents that are web-enabled (such as Microsoft Excel 2007), if you are running MOSS 2007 with
Excel Services, you can open the document directly in the browser as opposed to in the client
application. Excel Services will need to be activated and configured by your server administrator. Figure
3-8 shows a workbook open in the browser. This area is discussed in detail in Chapter 9, “Microsoft
Office Excel 2007.” In addition, the setting in the Library Settings, Advanced Setting = Open browser
enabled documents, will display such “web” documents within the browser. However, in Office 2003
documents this feature will not work, and the document will open in the client application.
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Figure 3-8

Send To

This option is another of those useful SharePoint shortcuts. It enables you to send a copy of the
document to another location within your site structure, such as a public document area outside the
team site that all staff members have access to. To send a copy of the document to another location:

1. Select Send To.

2.  Select Other Location. This opens the Copy form, and in steps 3 and 4 you will complete some
options.

3.  Set Destination URL to the document library within your SharePoint sites to which you would
like to copy the document.

Normally, you could go to the destination library and copy the URL from the browser and then
simply paste it into the text box. There is one thing that will catch you out, however, when using
this approach. Make sure that you remove the following part of the URL when you paste it into
the text box: Forms/AllItems.aspx. If you leave this text in the URL, you will receive an error.

4. Enter a filename for the document copy. A default name is provided for you, and, normally you
could leave this default name but add the prefix copy.

5.  The update section is important. How will you handle updates to the copy when the original
document is changed? In this section, you can choose to:

a Prompt the document author to update the copy document or not depending on your
requirements.

1 Sign up for an alert to be issued should the document change.

Custom Send to Destination

It is also possible to hard code a Send To destination into this feature. This is useful if you will always
send documents to a specific area, for example up to a top-level document library. To customize the Send
To option from the document library:

1. CClick Settings.

2 Click Document Library Settings.
3. Click Advanced Settings.
4

Scroll midway down the page until you reach Customize Send To destination.
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5. Enter a name for the Location like Public Documents. Make the name obvious so other
colleagues using this option know where their document will be copied to.

6. Enter the URL to the document library you wish to send the document to.
7. Click OK to close the Advanced Settings form.

8. Returnto your document library.

Figure 3-9 shows the new location in the Document menu; note that this custom location is added as an
extra Send To option and the original option is still available.
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Figure 3-9

Now that you have copied the documents, check out the Send To option on the original document.
Notice that a new item is available on the menu, Existing Copies. Choosing this option is useful when
you edit the original document. In that case, selecting Existing Copies opens the Update Copies

form where you can choose which copies you would like to update with the changes. If you cannot
remember where copies are or even have forgotten you have copies in other areas when you select View
Properties from the Document menu, there is a Manage Copies option. This form will show you all your
copies on which Update Copy is enabled and all copies where it is not. In addition, it will list the
locations of all copies you have made. From the Update form you can also update all or some of your
copies from a single point. The best way to remember if you have copies of a document out on the server
is to simply look for the Existing Copies link of the Document menu.

In the library into which you copy the document, another item is also added to the Document menu: Go
to Source Item. The idea behind this is that a colleague who wants to edit the document can go to the
original file as opposed to editing the copy.

The drawbacks to this method are mainly that you can only have one custom Send To per document
library and you have to type the URL to the location library in the text box. As stated, the easy way
around the URL issue is to simply go to the destination library and copy the URL from the browser and
then paste it into the Send To text box.

Check Out

Once you have documents within your library, you want to be sure that they cannot be overwritten
easily. Check Out and Check In are an attempt to stop this from happening. One of the first things you
should do when creating a document library is to go to the Versioning setting and enforce the Checking
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Out of documents. Once this has been enforced for the library, documents must be checked out before
they can be edited. When you open a document from within SharePoint, you will be prompted to check
it out either directly within the application (Word, Excel, and so on) or you may download a copy to
your local draft folder located within My Documents. Only then can you edit the document. In Vista this
folder will be named SharePoint Drafts and will contain any documents you have downloaded. Using
this method, you can work on documents while disconnected from the server and upload them later.

When uploading or saving a document back to the library, you will be prompted to check the document
back in. To check out a Microsoft Word 2007 document:

1.

2
3.
4,
5

N

Open the Document menu.

Click Check Out.

Remove the check mark at Use My Local Draft Folder.

Click OK. Note the Check Out icon that has been added to the document.

Select Edit in Microsoft Office Word. The document will open in the client application and can
be edited. You may receive a warning message about harmful files. In this case it’s OK to ignore
it and click OK to continue.

Once you have completed the edit, click the Office button in Word and select Server.

Select Check In. Microsoft Word 2007 will check in the document, and you may be prompted for
additional metadata, such as version information. Once checked in, you should see a dialog in
Word 2007 telling you that you will need to check out the document again if you would like to
continue to edit it, as once it is checked in, the document becomes read-only.

Close Word 2007 and return to the document library.

Now this all sounds fairly foolproof, but it is possible, using My Network Places, to create a connection

to your document library and simply drag and drop documents onto the PC. Once there, they can be
edited and dropped back into the SharePoint library, bypassing the check-in/check-out process.

Workflows

Workflows in SharePoint could take up an entire book on their own. In this section, you will examine the
default workflows available within a document library.

What Is a Workflow?

A workflow is a set of instructions that will follow a business process. Take document approval, the first
workflow you will look at. The basic workflow would be:

1.

2
3.
4.
5

Document draft.

Document sent for approval to one or more individuals.

Document is approved or not.

If not approved, the document is redrafted and resubmitted for approval.

If approved, the document can be published to your library or issued.
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In business, many people simply email the document to their colleagues or manager for approval. In
SharePoint this process is automated for you and SharePoint deals with the routing and tracking of the
document. To follow this example, you will need a Microsoft Word 2007 document and access to your
email account. You are going to create an Approval Workflow for a document.

Creating an Approval Workflow

To create an Approval Workflow on a document with your Shared Documents library:

1. Open the Document Edit menu and select Workflows. There are two workflows available
initially: Approval and Collect Feedback. Select Approval Workflow.

2. The Start Approval form will open. Figure 3-10 shows the Start Workflow form.
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to approve it on the Approversline. Eachp
| appr your document. You will receive an e+
once everyone has finished their tasks.
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Add approver names in the order you want the tasks assigned:

| [ edappovers.. || \EI

O Assign a single task to each group entered (Do not expand groups).

Type a message to indude with your request:

Due Date
If a due date is spedfied and e-mail is enabled on the server, approvers wil
receive a reminder on that date if their task is not finished.
Give each person the following amount of time to finish their task:
Day(s) =

Motify Others

To notify other people about this workflow starting without assigning tasks, type
names on the CCline.

e m |

=t | Cancel I ﬂ

[ [ [ [ [ [ Localirtranet | Protected Mode: On [®100% - 4

Figure 3-10

3.  Click the Approvers Button.

4. Enter the names of the approvers for this document, and click find. In this case, simply assign
the approval to yourself.

5. Select the approver from the search list, and click OK.

6. Enter a message to be sent to the approver.
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7. Enter the due date, which can be in days or weeks. In this case, enter one day.

8. If you have email working on your SharePoint server, the approver will receive an email if the
task is not completed by the due date. In this case, the due date will be today plus one.

9. If required, you can copy other members of staff about this approval process without actually
assigning them a task.

10. Click Start to end the workflow configuration and start the workflow.

The approvers will immediately be sent an email informing them that an approval task has been created
for them, containing a link to the document requiring approval. In addition, a new task will be added to
the site’s task list containing the workflow’s due date and other relevant information. You will use the
task form to approve or reject the request.

When you receive a request, you can redirect it back to the requestor or pass it on to a more appropriate
member of staff. Again, you use the task list to manage this process. To reassign workflow task to
another member of staff, you can click the Reassign Task link at the bottom of the task form.

Reassign a Workflow Task

Sometimes you may not be able to provide information or complete a workflow. In that case, you can
reassign the workflow to another colleague for completion. To reassign a workflow to another colleague:
1.  Click the task list to open the task approval form.
2. Locate the Reassign Task link at the bottom of the form.

3.  You can return the task with comment to the person who created it, or send it to someone more
appropriate, to reassign the task.

Click the radio button labeled Another Person.
Click the Assign To button.

Search for the colleague to reassign the task to.

No ok

Click OK to select the individual. You can, if required, update the task instructions and the due
date, which will show the due date of the task.

8. C(lick Send to reassign the task.

When you return to the task list, note that the original task assigned to you has been marked as
completed and a note added to say that you have delegated the task to another member of staff.

The task will be reentered into the task list as a new task assigned to the reassigned approver. The second
type of workflow that you can create is Collect Feedback Workflow. In one of my previous roles I worked
as an IT trainer. Part of the job involved creating training materials, and it was useful to have feedback
on draft materials before they were published. This is where the Collect Feedback Workflow would have
been useful, as it allows you to request feedback on a document from your colleagues and records that
feedback for you.
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Create a Collect Feedback Workflow

Just like the Approval Workflow, the Collect Feedback Workflow is also available by default in a
document library. The initial process is just like starting an approval workflow. To begin the workflow:

1.

o 0 rwN

7.

Click Workflows on the Document menu (hover the mouse over a document name).
Select the Collect Feedback Workflow.

Enter the name of the reviewers or click the Reviewers button to search for colleagues.
Enter a comment to the reviewers.

Enter a due date.

If required, you can also click the Notify button to inform other colleagues that the process is
started.

Click Start to begin the workflow.

Just as with the Approval Workflow, a task is added to the task list for the reviewers, emails are issued
and, again, when you return to your document library you will notice a new Workflow column with the
text “In Progress” showing.

On the task list, reviewers can click to add a review of your document. When they select Edit Item using
the Document Edit menu in the task list, they are taken to a review form. This form contains a link to the
document to be reviewed and an area for comments. Once this has been completed, the reviewer can
click Send Review to submit their comments on the document. Once the review has been completed, you
can return to the Workflow status page to view the reviewer’s comments.

Customize Workflows

It is also possible to customize workflows within your document library. From within a document
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library:

1.
2.
3.

You may notice that there are two additional workflows available in the Select a Workflow list box. These
will be addressed shortly.

4.
5.

Select Settings.
Select Document Library Settings.
Select Workflow Settings.

Select Collect Feedback Workflow to open the first page of a multi-step form.

Enter a more appropriate name for the workflow, something like Training Materials Feedback.
This makes it much more obvious to your colleagues what the workflow is actually for.

As you have seen, the workflow is added to the standard SharePoint Tasks list. At this point,
you can also request a new Task list be created for this workflow. In this case, accept the default
list Tasks.

You can select an existing Workflow History list or request a new one be created. The workflow
history list is not visible in the SharePoint interface. Again, accept the default.
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8.  The last section allows you to specify when a workflow can be started. Select the option “Start
the workflow when a new item is created.”

9.  Once you have completed the form, click Next.

10.  Accept the defaults shown in the Workflow tasks section. You can assign the workflow to all
participants at the same time or have the workflow wait until one colleague has completed his
or her assigned task by completing the workflow before assigning it to the next person in the
chain. You can choose to stop workflows from being reassigned or to stop people from
requesting a change in the workflow before it is completed.

11. The next section in page two of the form, Default Workflow Start Values, allows you to assign
default individuals who will receive the workflow. This is useful if you have a set team or group
who is responsible for the review of documents. You can also set up a default due date and due
days to complete the workflow, and finally create a default group of people who need to be
notified when the workflow is started.

12. To complete the customization, click OK.

You are then returned to the Workflow Settings page. Note the additional options available to you:

0  Add a workflow: Allows you to create another customized workflow using the default set
provided. The process is identical to that outlined in the previous example. This is useful to
create different workflows that may change slightly. For example, you may want another
workflow that has a different set of reviewers based on the document type; for example, a
contract document may need to go to a specialist team of reviewers.

0O  Remove a workflow: Removes the association that a workflow has with the library. This does
not delete the workflow. You can, at this point, choose to allow any instances of the workflow to
be completed or cancel them immediately.

Q  Delete a workflow from the library: Deletes the workflow from the library.

Q  View workflow reports: View a set of reports that provides extensive information about the
operations of your workflows. These reports are useful particularly if a workflow does not work
as expected. Each workflow has two associated reports: Activity Duration, and Cancellation and
Error reports.

The workflows described so far are usually available by default in your document library. There is an
additional workflow called a Disposition Workflow. You will return to this workflow when you look at
information management in Chapter 13, as it is closely related to records management.

Workflows, even those supplied when you install SharePoint, offer you an automated toolset that can be
used to help organize and process mundane tasks, such as document approval. In Chapter 12, you will
see how you can create more complex workflows for lists and libraries using SharePoint Designer. The
true power of workflows is available to those who can program using development tools like Visual
Studio. However, even for the mere mortals among us, workflows can be created that help get the job
done in a more efficient manner. The only drawback to workflows is that they are restricted to the list in
which they are created. You cannot create a workflow in your document library and then reuse it in your
contacts list. In order to achieve that feat, you will need the services of a SharePoint developer or NET
programmer. But that negative aside, they are worth using when you have a need for them.
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Alerts

Alerts are a great way to keep your colleagues informed about what is happening within a document
library or another list with SharePoint. Alerts are the responsibility of the site users, and they can create
and manage their own within the site. Alerts can be set at the library or individual document level. The
alert creation process is the same whichever type you are creating. To set up an alert for a document,
from within a list or library:

1.
2.
3.

4,

Open the Document Edit Menu.
Select Alert Me.
In the New Alert screen enter the following information:

O  Alert Title: You should make this meaningful as you will be receiving email alerts, and this
will help you understand the content. A default title will already be available based on the
document name.

O Send Alerts To: In this case, your name will appear in the user dialog. A neat trick here is
that you can add additional users to receive the alert by using the Browse button to find
their details.

d  Send Alerts for These Changes: Alerts can be sent when anything changes: someone
else changes a document, someone else changes a document created by me, and some
one else changes a document modified by me.

(O When to Send Alerts: Alerts can be sent via email immediately, a daily summary, or a
weekly summary,

Unless it is vital that you be informed about a document change, a weekly summary alert is
probably sufficient. If you request a lot of alerts and your site sees a lot of editing, your Inbox
could be hammered by email alerts, and it will not be long before you begin to ignore them. If
you select a daily or weekly summary, you can specify the day and time to send the alerts. In
addition, you will find that the range of alert settings can differ depending on the list you

are setting the alert up on. The task list, for example, will offer you a wider range of notification
settings specific to tasks.

Once you have the alert configured, click OK to close and save the setup.

As stated, you need to be careful when creating alerts so that you and your colleagues do not get
overloaded with email and then begin to ignore the alerts.

Up to this point in the chapter, you have been looking at a document library, as this is the most common
object you will interact with on a day-to-day basis in SharePoint. Several other libraries are available to
you in SharePoint, and in this section you will look at all of them.

Form Library

If you have installed Microsoft Office 2007 Professional, you will have a copy of Microsoft InfoPath on
your PC. InfoPath is an application used to create electronic forms, which can be as simple as a fill-in
contact sheet to a complex form that interacts with corporate databases. MOSS 2007 contains a forms
server that will allow you to display and interact with InfoPath forms within the browser. In this way,
your colleagues do not need to have InfoPath installed in order to use your forms. However, if your

84



Chapter 3: Lists and Libraries

colleague does have InfoPath installed, the form will open using the InfoPath Application. In order to
use InfoPath forms on your SharePoint site in this way, InfoPath must be activated by your site
administrator before you can use this feature. It is my own view that, other than for basic forms, it is
likely that most if not all SharePoint users will use forms created by designers and programmers. This
will be particularly true in business when many forms, in order to be of practical business use, must
interact with back-end database systems. Information from databases is used to part-populate forms or
used to insert the results of people completing forms. In addition, some forms need specific permissions
to be installed within SharePoint, and it is not likely that standard system users will have such
permissions. However, in saying that, InfoPath forms do offer you a way to create electronic forms,
helping you to deal with some of the more mundane aspects of business tasks.

Picture Library

This library is actually useful in a business sense in that it can be used to store product images or images
required by students for courses. You create a picture library in the same way as a document library.
Once created, however, there are specific options available to you for management of your images. The
following sections explain the additional menu options.

Upload

You can, as in other libraries, upload single or multiple image files. In this case, the upload is specifically
for images and will default to your Pictures folder (Vista) and will use Microsoft Picture Manager as the
uploading tool.

Actions Menu

The options in the Actions menu will also change to reflect the file type chosen. In addition to the
standard Action menu items you have:

Q  Edit your images in a picture editor

Q  Delete selected pictures
QO  Download selected images to your PC
0  Send the images to a document or email message
QO  View Slide Show
View Menu

The View menu, in addition to allowing you the standard view you have already seen, has three built-in
views specific to images: thumbnails, details, and filmstrip. To view these options, click the All Pictures
submenu item to open the submenu.

The remaining options are standard document library items. The Picture Library is worth looking at if
you have a requirement to store large numbers of image files within your site.

Three other libraries are also available:
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Q  Translation Management Library, which is used to manage the process of translating SharePoint
content into multiple languages.

Q  Report Library, which is used to provide access to company reports and key performance
indicators.

Q  Data Connection Library, which is used to provide access to common connections to business
systems. This library will be covered in Chapter 9 when you look at Microsoft Excel 2007.

You have looked at document libraries in some detail in this section of the book and have also had an
introduction to some of the other types of libraries available with SharePoint. Libraries are something
you will use every day to work with SharePoint and the other major object you will see a lot of is the
SharePoint list. The Site Actions menu will give you access to the Create form used in SharePoint where,
in addition to the libraries you have already worked with, you can create a wide range of Lists.

sts

In addition to the libraries, SharePoint also provides multiple lists for you to use. Lists are grouped on the
Create page into four main categories: Communications, Tracking, Custom Lists, and Web Pages. In this
section, you will look at each of the lists options available to you.

Communication Lists

These lists are all about getting information to and from you and your colleagues. The list choices are
outlined in the following sections.

Announcements
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The announcements list is used to pass information to your team. It is usually placed on the home page
of your site and is commonly used to present news and other events to your colleagues. When you
created your team site in Chapter 2, you saw that an announcement was already created by the system
for you. One of the first things you should do is remove that announcement and replace it with one more
specific to your team. To remove the announcement:

1. Click on the announcement titled “Getting started with Windows SharePoint Services.”
Click Delete Item in the management form.
Click OK to confirm the deletion.
Once the default announcement is deleted, you will now create a new item.
Click on the list title Announcements.

Open the list for editing by clicking New.

Add a title for the new item.

® NO Ok WD

Enter the actual news item text. Note that, when you click inside the text box, an editing tool bar
opens to allow you to format your text. You need to be careful with this, as the rich text may not
work in Firefox.
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9. Ifrequired, you can enter an expiry date. If you do enter this date, your announcement will be
removed on that date. This is useful to ensure that announcements are always current and up to
date.

10. Click OK to save the announcement.

You can also go directly to the new announcement creation page by clicking the Add New
Announcement link. When you return to the home page of the team site, you should see your
new announcement on the home page.

Contacts

The contacts list allows you to provide a central list of contacts that you and your colleagues may find
useful. In many businesses, contacts are held by individuals and are not generally available to everyone.
Use of the contacts list overcomes this problem allowing you to build up a general shared list available
to all team members. Because a contact list is a SharePoint list, it is useful to be able to build views on
this particular list. This is one of the more popular lists to customize by adding in an additional column
like business categories, position information, and anything else specific to the contacts that would allow
you to display them in a manner more relevant to you. You can also create views based on the existing
columns. For example, the column Job Title would allow you to create multiple views based on what
people actually do such as Managing Directors, HR staff, and so on. This, again, gives you and your
colleagues quick easy access to information. To create a contacts list:

1. Click the Site Actions menu and click Site Settings.

2. Click Contacts.

3 Enter a Name for the list — something like Company Contacts.

4. Entera description to assist your colleagues to identify the list’s purpose.

5. Choose to display the list in Quick Launch.

6. Click Create.

Once you have the list created, you are going to add a custom column to record the business category of
the individual. With the list open:

1. Click Settings.

Click List Settings.

Scroll down the page, and click on Create Column.
Enter Business Category as the name.

Select Choice as the type of information.

o0 Rr Wb

Scroll down the page until you see the section Additional Column Settings. In the “Type each
choice on a separate line” list box, delete the default list and enter the business categories of
interest to you; for example, Sales, Research, Colleague, SharePoint.

7. Inthe “Display choices using group,” accept the default drop-down menu. If you want people
to select more than one selection you can select “Checkboxes (allow multiple values).”
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Accept the remaining defaults, and click OK to add the new column.

Return to your Contact list, and click New to add a new contact. If you scroll to the bottom of
the Contact form, you will see you now have a drop-down list of business categories from which
to select. You should also see a new drop-down column in the Company Contacts list, called
Business Category.

When you create a new contact, you will now have a drop-down list of categories to select from. Once
you have added some records to the Contacts list, you could create a view on the list. To continue using
the View menu:

=

[N
o

11.

© 0N RA®WDN

Select create View.

Select Standard View.

Enter a view name.

Accept the default audience as public.

Accept the default columns selected.

Scroll down the page to the filter section.

Click on the option “Show items when the following is true.”

Using the “Show the items when” column, select Business Category.
Leave the next list set at “is equal to.”

In the final text box, type in one of the business categories you created.

Click OK to save and create your new Contact view.

You will now have a list of contacts specific to the business category you entered into the view filter. This
is a useful technique when you have large lists of contacts and you need a way to help your colleagues
find information quickly. Instead of scanning a long list they can simply choose a view.

Discussion Board

You may already be familiar with discussion boards, but if you're not, a discussion board is simply a
place for people to leave a message and for others to respond to it. They are very useful in an educational
setting and for business project groups. For project groups, a discussion board can be a central place that
all members of a team can have access whatever their location. Follow the instructions above to create a
discussion board within your site. From the sites Quick Launch, open the Discussion. The first thing you
will need to do is to create a discussion topic. To create a new discussion, open the discussion list and:
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1.
2.
3.
4.

Click New.
Enter a subject.
Enter the text of the discussion.

Click OK.

This will add your topic or message to the list. To view the discussion in the discussion list, click on the
Subject link. This will open the discussion forum itself from where you can reply to messages. To reply:
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1. Click Reply on the menu.

2.  Enter your response at the top of the Reply form.
3. Click OK.

You will be returned to the Discussion screen, and you should now see your reply. If you would like to

see the text in the original posted message, click the Show Quoted Messages link within your message
body. Figure 3-11 shows the Discussion List.

Actions -+ Settings ~ View: | Threaded -

Threading

Started: 26/09/2008 15:03 by Martin Reid View Properties | .4 REply
Discussion of MOSS 2007

This is the first in a set of questions

Posted: 26/09/2008 15:05 by Martin Reid View Properties | . Reply

My reply to your post

¥ Show Quoted Messages

Figure 3-11

The discussion list in SharePoint is functional and simply allows you to create fairly basic discussion
groups on your sites. For greater functionality, it’s likely that you would require a third-party list if you
need to provide the type of features seen on a standard Internet discussion list.

Tracking

The Tracking group deals with lists that you can use to track items like appointments, events, tasks,
issues, and projects. This group also contains the Survey list, which is useful if you would like to create
an ad hoc survey of staff or other system users. Surveys could also be used if you permit outside
individuals or organizations access to your sites. The tracking lists are outlined in the following sections.

Links

The Links list is designed to store web site addresses that would be useful to your team. You can enter a
URL and a description, and associate some notes. As usual with SharePoint, some of your settings
options will change depending on the type of list you have created. The Links list is an example of this,
and you can check this out by looking at the advanced settings. Depending on your requirements, there

are several settings that can prove useful. To view the advanced settings from within the Links list, click
Settings = List Settings = Advanced settings.
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The two settings of interest are:

Q  TItem-level Permissions, which allows you to set up the list so that each user can read either their
own links, that is, those they add to the list or all links.

Q  Enable Attachments to the List, which if enabled, allows you to add file attachments to your
links in the list.

Calendar

20

The calendar list is used frequently within SharePoint to provide access to event, meetings, and any
other time-related information to your team. When you create a new team site, a new calendar is created
for you and is displayed on the home page of your site as a simple list of events and dates. However, if
you click the list heading (Calendar) on the home page, you will be taken to the calendar list, which does
actually look like a calendar. Figure 3-12 shows a typical SharePoint calendar.

Use the Calendar list to keep informed of upcoming meetings, deadlines, and other important events,

Mew ~  Actions = Settings \iew: Calendar F
</|> February 2009 Expand All  Collapse All L] Day [7]week [31] Month
T A [ [0 [51 S

2 3 3 I's 3 7 8

9 10 11 12 13 14 15

16 117 18 13 20 21 22
Figure 3-12

The easiest way to add an item to the calendar is to click New when viewing the calendar to open the
New Item form. You are required to enter a title and start and end times. Optionally, you can enter a
location or an event description, or you can choose to make the event an all-day event.

The event can also be set up to be a repeating event that takes place daily, weekly, monthly, or yearly.
You also have options to end the recurrence after a set number of days or by a specific date. Figure 3-13
shows the recurrence options.
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Recurrence V! Make this a repeating event.

© Daily Eaen
o i & Every |1 day(s)
Wee
Z O Every weekday
C Monthly
T yearly

=AATkAle & No end date
IZGIUZJ’ZUUQ HE
fﬁ  End after: |10 occurrence(s)
¢ End by:

G|

Figure 3-13

If required, you can create a meeting workspace to help organize the event. You will return to this list in
Chapter 8.

Tasks
The Tasks list provides a simplified approach to project management. It is similar in many ways to the
Tasks feature available in Microsoft Outlook 2007 and indeed can be tightly integrated with Outlook.
On this occasion, you will work with the default tasks list created when you built the team site. To open
the list:
1. Click Tasks in Quick launch.
2. Click New.
3. Complete the details in the New Item form:
d  Title: Enter a title for the task.
[d  Priority: Use the drop-down list to select Normal (the default), High, or Low

[d  Status: Select the project task status, Not Started (default), In Progress, Completed, Waiting
on someone else, or Deferred.

1 Enter a percentage completed if required.

4. The Assigned To field takes a little more work. The task can be assigned to anyone whose details
are held within the system and not just restricted to users of your site. To select someone to
assign the task to, click the book icon, which opens the Select People and Groups dialog with
which you can search for individuals within your SharePoint installation. Figure 3-14 shows the
Select People and Groups dialog.
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% Search for people and groups from the directory service. Type a name to find then select the name in the

list.

Find | 2]

Type into the search box above then press "Enter” to start your search

(K | Cancel |

Figure 3-14

Enter the name of the user you require.
Click on the user name once it is found within the dialog.
Click OK to return to the New Item screen.

Enter a description for the task.

© 0N O

Complete the Start and End dates.
10. Click OK to save and assign the task.

When you return to the Tasks list in the site, click on the View menu to see the default views already
created for you. They include:

QO  All tasks, the default view

Active tasks, the tasks currently not completed
By Assigned To, the tasks by individual

By My Groups, the tasks assigned to groups
Due Today, the tasks due today

U 00 0O

My tasks, the tasks you're responsible for

The Tasks list and the way in which it integrates with Outlook 2007 provides you with a great tool that
can be used to manage basic projects and work projects.
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Project Tasks

Figure 3-15 shows the Project task list, which contains a Gantt chart at the top of the screen and a list of
associated tasks at the bottom. In this case, two tasks are visible in the chart and the corresponding text
related to the task is shown at the bottom of Figure 3-15.

New - Actions ~ Settings - View: | Project Tasks -
= 22/08/2008 29/08/2008 06/10/2008 13/10/2008
get equipment ready for moving *
Have PC Repaired
4] i
o i Assigned To Task Status Priority Due Date % Complete
get eguipment ready for moving ! veEw Martin Reid In Progress (2) Mormal 20%
Have PC Repaired | HEW Not Started (2) Nermal 28/09/2008
Figure 3-15

One of the great things about the menu system in lists and libraries is that once you work out what each
item does for a particular library or list, the same menu options are generally available in other types of
lists. This reduces the learning curve when you are new to SharePoint. One of the cool things about the
Chart view is that you can click on an item and drag it to another date within the screen. In Figure 3-11,
two items are available. Note that the first item is displayed using a black diamond. This indicates that
this task has no due date. The second item indicated by the longer bar shows a start and End date. Both
items can be dragged in the form to change the dates. You can also view the detail of any item by
clicking on its title within the Gantt chart or the list of items at the bottom of the screen.

Issue Tracking
The issue tracking list is slightly more complicated than the standard SharePoint list and will require
some additional configuration before you can use it. Creating the list is identical to creating the lists
you've already seen. Once the list is created, it will appear as a link on the Quick Launch. To continue
and create the list:
1. Click Actions = Create.
Click on the Issue Tracking list link in the Tracking category.
Enter a name for the list, for example Computer Tracking.

2
3
4. Accept the rest of the defaults, and click OK to create the list.
5

Click the Issue list link on Quick Launch to open your Issues list. The first thing you need to do
is update one of the list columns, as it contains some default values. The column category is
designed to allow you to categorize Issues.
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6. To customize the column, click Settings = List Settings.

7.  Scroll down the screen to the Columns category.

8. In the columns category, click the Category column to edit it.
Note that this column is a drop-down menu containing three default values, which you need to replace
with categories that are relevant to you.

9.  Click OK to close and save the column.

Now that you have created the Issue Tracking list, you can add a new record. To continue from within
your issue list, click New and complete the Title, Assigned to, Issue Status, Priority, Description, and
Category fields. Category should now display your new categories.

1. Add comments for this issue.
2. Enter a due date if required.
3. Click OK to save and close the item.

When creating the new list item, you will have noticed the item-related issues. Since this was your first
item this box will be blank. As you add items to the list, the first list box will become populated with the
issue titles. When adding another issue, you can relate it to an existing issue by selecting an issue title in
the first list and clicking the Add button to move it to the second list. You can associate multiple existing
issues with a new item. This is useful when you want to find out if issues are related, as they would be in
a computer help desk, where one issue could be connected to another. In Chapter 7 you will be returning
to the Issues list and looking at it in more detail.

Survey
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The Survey list is actually quite useful if you want to quickly survey groups of staff or customers who
may have access to your SharePoint site. While not on the scale of commercial survey software,
SharePoint surveys can have a place in your business. As with the Discussion lists, you can also use
Survey when you first begin to use SharePoint, to find out how other staff are coping with the software,
what they find hard to use, additional services they require, and how they feel about the design of the
sites. Unlike other lists in SharePoint, with a survey you don’t get a “getting started” set of columns.
With a survey you create everything from scratch by creating your questions. In addition to the simple
questions where someone simply responds with an answer, you can add branching to your survey. For
example, if the survey was to find out how other staff felt about SharePoint, it would be important to
know if they were a standard user, site administrator, or belonged to another group. Based on their
answer to that initial question, you could take each group to a set of dedicated questions, as opposed to
having them read every question even if they don’t need to respond to them all. This branching question
allows you to build some basic logic into a SharePoint survey. To create a survey:

1. Click Site Actions = Create.

2. Click Survey in the Tracking Group. The New Survey form will open, and you will need to
provide the following information:

a Name for the survey

0 Description of the survey
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[ If you want to display the survey in the site’s Quick Launch menu
1 If you want to record the respondents’ names with the survey results.
d  If you want to allow respondents to complete the survey multiple times.

On occasion, members of staff may feel more disposed to complete a survey if they know their
names are not available. They will tend to be more open about comments they make if the
survey can be anonymous.

Once the New Survey form is complete, click Next. As this is a survey, you are then required to
add the questions. This is another occasion when you will need to have planned what you want
to do before actually starting the creation process.

To add a question, enter it into the Question text box.
Select the type of response required form the choices offered. The choices are:
Single line of text

Multiple lines of text

Choice

Rating Scale

Number

Currency

Date and Time

Lookup (information already on your site)
Yes/No

Person or Group

Page Separator

O 0000 00 4d oo o0 d

Business Data
Most of these are self-explanatory, but some are not:

d  Rating Scale will create a main question and a set of subquestions from which the user can
respond. For example:

0 How do you rate SharePoint?
O  Excellent

d  Fair

O Not too bad

0 Terrible

Lookup will allow you to lookup information already on your site. For example, a list of
departments from which the survey responder can then choose the department they are a
member of.

Page will insert a page break into a survey.
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Q  Business Data allows you to display information help in your business systems or corporate
databases. When you choose this data type, you are required to supply additional information
such as the type and location of the business data source you would like to use. The screen will
refresh, and you will be requested to provide this input. This process will also apply to text and
other data types that offer you additional options. For example, text will allow you to use plain
text, rich text, or enhanced rich text, which will permit the use of images.

6. Once you have created the question and set the appropriate type, you can then make it
compulsory using the Require Answer radio buttons. (Branching logic is added to the survey
later in the process.)

7. To continue and add questions to the survey, click the Next Question button. Continue to add
questions until the survey is completed. Add at least four questions to the survey, as you will
need them to complete this example. Make sure that at least one of the questions is a Choice
type. (For example, What is your Grade? Manager, Administrator, Clerical, and so on.)

8.  Click Finish to end the survey creation process.

You will be returned to the Survey settings page, where you can complete the customization of the
survey if required. For this example, you are going to add some branching logic. To add branching to
your survey:

1. Click on the Choice question in the settings page.
2.  Scroll to the bottom of the page to the branching section.

Note the options now available. Based on the choice someone makes, you can select a question
to direct them to.

3.  Use the drop-down list to select the correct branching question for each of the choice values you
have. You can, of course, leave a choice with its default of No Branching, in which case the user
will be required to complete the rest of the survey.

The next area you will have to configure is who this survey is aimed at. You do this in the normal way
with SharePoint by using its permissions. If you create the survey within your team site and you are
inheriting its permissions, then the survey will be available to all site members. If you need this survey
to be available to others, then you will be required to break the permission inheritance and create new
users for this object. You can check and break permissions by clicking Permissions for this list in the list
settings page.

Completing the Survey

Figure 3-16 shows the “Respond to this Survey form” as it would be seen by a colleague with permissions
to complete it.
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Martin Reid > Staff Sharepoint Survery = Respond to this Survey

Staff Sharepoint Survery: Respond to this Survey

Mext I Save | Cancel

What is your name?

Mext Save Cancel

Figure 3-16

To complete a survey, click the “Respond to this survey” link, which will appear beside the survey in
your SharePoint list. Once you have all the survey results, you will want to analyze them. The
SharePoint survey page will show you a graphical result, but for proper analysis you will need to export
the results to Excel 2007 or another application. You can export the survey to Excel by clicking Survey =
Actions = Export to Spreadsheet.

While not as complex as some of the third-party software available, SharePoint surveys do allow you to
gather information — particularly from your site users and from users elsewhere on the system. In
Chapter 8, you will also use Microsoft Outlook 2007 to carry out surveys and save the results back to
SharePoint.

So far you have looked at the lists SharePoint makes available to you and that you can then customize.
In addition to these lists, it is also possible to create your own list, which can reflect your particular
business. Next, you will look at creating custom lists in SharePoint.

Custom Lists

A considerable number of lists are available out of the box with SharePoint, and in addition you can
create your own list that reflects your individual business needs. Creating a custom list is just like
adding custom columns to an existing list. Only this time you are on your own and SharePoint will not
supply a starting point for you. Once the custom list is created, there will be one visible column: Title.
In the background Created By and Modified By are also available but they are not shown. You can also
create a custom list in Datasheet view, which again, opens like a Microsoft Access table or Excel
Spreadsheet. Custom lists should present no problem to you at this point. Once you have worked with
existing lists and created custom columns, you will find custom lists work in the same way and use the
same menu options. To create a custom list:

1. Click Site Actions = Create = Custom List.
2. Enter Sales Regions for the list name.

3.  Click Create.

4.  Click Settings = List Settings.

5

Scroll down to the Columns group, and click Create Column.
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6.
7.

Change the default text field size from 255 to 25.
Click OK to save the column.

Repeat this procedure for each column you require in the Sales Regions list. As you can see, once you get
a handle on working with standard lists, it is fairly easy to begin to create your own business lists as the
same principles apply.

Key Performance Indicators Lists

Key performance indicators (MOSS 2007) are a different kind of list all together, and you will find several
new menu options. A KPI measures performance against a target and the KPI list is used to manage this
process. Information can be provided to the list from several sources. In this example, you will add the
data manually; in Chapter 9 you will feed the list from a workbook. To continue and create the KPI list:
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10.
11.

Click Site Actions = Create => KPI list.
Enter Sales KPI as the list name.
Accept the rest of the defaults.

Click OK to save the list.

The new menu on a KPI list is different from that of a standard SharePoint list. It contains
options that allow you to specify the data source for your KPI data:

d  Data held in a SharePoint list

d  Data Held in Excel

@ Data from SQL Server 2005 Analysis Services

d  Manually Entered Data

For this example, you are going to manually enter data.

To continue, select Indicator using Manually Entered information.

This KPI will relate to sales. You have a sales goal of 10; anything below 10 is poor, and anything
above 10 is excellent.

Name the KPI “SalesKPI.”
Enter a description. Again, this should tell your colleagues all they need to know about the KPL
Enter comments for the KPI, such as “Sales goal is 10; below 10 is poor and above 10 is good.”

Enter an Indicator Value. This is the current value for Sales. Enter 7. There are three icons: green
light, yellow triangle, and red. Green light means you have met or exceeded the goal. Yellow
triangle means you are short of the goal. Red means that you are in danger; that is, you are off
the target that has been set and you should investigate the causes.

Select Better Values are higher.

Enter 10 for the green indicator.
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12. Enter5 for the yellow indicator.

13. Click OK.
What you have done is really set a target of 7 sales. If you get 10, all is wonderful, if you get 5 you're in
danger. When you return to the list, you will see the results of the example. Once you get the general
idea behind this and hook your lists up to real corporate data help in Excel or SQL Server, then you can

see the true power of KPIs. This section introduced the concept, which will be explored further in
Chapter 9.

Import Spreadsheet

If you already have a set of data you would like to add to SharePoint, you can import it from Excel.
To do so:

1. Click Site Actions = Create.

2 Click Import from Spreadsheet.

3 Enter a name for the list.

4. Click the Browse button to locate the spreadsheet.

5

Click Import. Microsoft Excel will open in the background, and you will be asked to specify the
range of cells to import.

o

Select the cell range to import.

7. Click the Import button.
Your data will be imported as a new list within SharePoint. You will return to this topic in Chapter 9.

The final category is the “Create page as Web pages.” Within this category are standard SharePoint web
pages, Web Part pages, and Sites and Workspaces. You have already seen Sites and Workspaces in
Chapter 2 and you will be looking at Web Part Page and Web Parts in Chapter 4 when you will also
cover web pages.

Summary

In this chapter, you looked at almost all of the lists available within SharePoint, how to create lists, how
to customize lists by adding columns, and how to create views. You saw KPIs and importing data from
Excel. Almost all of these areas will be expanded on in Part 2 of the book when Microsoft Excel is
examined in detail. When looking at lists and libraries, some settings were overlooked because you will
return to them in the context of the Office 2007 applications where they are more appropriate and easier
to apply and understand.

All the way through this chapter you used the Site settings menu, and surely some of you have clicked

the Edit Page link. In the next chapter, you will look at editing pages and Web Parts, what they are, and
how you can use and customize them with the single aim of helping you get the job done.
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Web Parts

In this chapter, you will investigate another of the core features of SharePoint, Web Parts. A Web
Part provides a discrete function or a set of functionality to you via a web page. Web Parts are an
integral feature of SharePoint, and they are one of those areas you need to be comfortable with to
get full use of the software. There are many SharePoint Web Parts provided for you, and with a
team of skilled developers, any company can create and customize its own Web Part. In this
chapter, you will review each of the available parts, add and remove Web Parts from the page, and
modify them to meet your own requirements. Of course, no programming skills are required for
much of this, but again the true power of Web Parts lies in the flexibility of the technology in the
hands of skilled developers.

In Chapter 3, you learned that everything in SharePoint was a list that contained your data. The
same is true of Web Parts. Almost everything you see in front of you on a SharePoint page is a Web
Part, and one of the neat features is that, when you create document libraries and other lists, they
become available in your team sites as Web Parts and you can then add them to other pages as
distinct objects, removing the need for your colleagues to navigate directly to a document library,
for example. If you don’t like a Web Part, you can remove it from the page; if you want additional
Web Parts, you add them yourself. However, as with everything else in SharePoint, you will need
the proper permissions to be able to do all of this. This chapter concentrates on the out-of-the-box
Web Parts; later you will look at other Web Parts, both commercial and free, that can help you
within your business environment handle the large amounts of information you deal with each day.

Web Parts in Relation to MOSS 2007
and WSS

It’s with Web Parts that some of the major differences between Microsoft Office SharePoint Server
(MOSS) and Windows SharePoint Server (WSS) version 3 really become apparent. Put simply, you
get more Web Parts with MOSS. That may not seem a big deal, but the Web Parts you get really
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add to the feature set of SharePoint and are worth having. Before examining Web Parts in more detail,
you need to look at a web page within SharePoint and see how it is put together in terms of Web Parts.
A standard SharePoint page has areas containing Web Part Zones, and in each zone you can add and
remove Web Parts. Each Web Part in turn provides a bit of functionality to you. How this all works and
is put together behind the scenes really doesn’t matter. You need to know how to add and remove Web
Parts, how to modify them to meet your needs, and how to secure them. Of course, as with everything
related to computers, you will need to understand a little technical stuff, but you will return to that later.
The next section looks at all the Web Parts available to you in SharePoint, WSS version 3, and MOSS
2007. (When required, Web Parts unavailable with WSS are pointed out.) You will look at the standard
Web Parts you will use from day to day, and you will also cover Web Parts available on your personal
SharePoint site — MySite if you have MOSS 2007. You will need a SharePoint team site and permissions
to edit and update the site to begin to examine the tools available to you. Figure 4-1 shows a SharePoint

ulhenterd, _Site Actions -
Version: You are editing the Shared Version of this page Exit Edit Mode x
View All ite Content _
Documents
T Add & Web Part o, Add & Web Part
= Shared Documents
Lists Announcements edit~ % Site Tmage |edit - | X
= Calendar There are currently no active announcements.
e To add a new announcement, dick "Add new ’l j'
announcement” below, l'f
Discussions | = Add new announcement Wf" do
= Team Discussion n h .
lend — SharePoint Services
e Calendar edi
People and Groups There are currently no upcoming events, To add . -
E E @ new event, dick "Add new event” below. Links edit» | X
2] Becyde oy = Add new event There are currently no
favorite links to display. To
add a new link, dick “Add new
link" below.
1 Add new link
Figure 4-1

team site in Edit Mode. The remainder of this chapter will use a default team site to demonstrate and
discuss the features available.

Web Parts in SharePoint

When you created your team site in Chapter 2, you opened a web site that had been populated for you
based on a SharePoint template. In most of this book’s discussions about the sites, you focused on using
terms like lists and libraries. However, you have already encountered Web Parts when you tried out
some of the examples. Think of the announcements list from Chapter 2: a list that contained news and
event messages for your colleagues but appeared on the front page of your team site in a little box. This
little box was a Web Part configured by SharePoint to display the information held within the
announcements list. Behind the scenes, all the work to create this connection was done for you, and this
will still be the case with the majority of Web Parts you use. The internals of how the Web Part does what
it does are not visible to lesser mortals nor need it be. You just need to be able to put it to use, and that’s
the purpose of this chapter: to put Web Parts to use to help you organize, present, and classify your
business information. Because some Web Parts are more complex than others, you will look at the easier
ones first, leaving the more complex types until the end of this discussion. Once you have a sound idea
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of what Web Parts are available, you will then add them to a web page and configure them. However,

before looking at Web Parts, it is perhaps useful at this point to look at how you can create additional
web pages in MOSS.

Creating Web Pages in SharePoint

As already mentioned, Web Parts are placed into Web Part Zones within the web page. In addition to the
pages already available in SharePoint, it is also possible for you to create your own pages based on
templates available in your site. Using the Site Settings menu, you have already seen how to create web
sites, but there are two additional options within the Web Pages group: Basic Page and Web Part Page.
The Basic Page allows you to add a simple web page to the site into which you can add text and images
just like any standard web page. The second option is a little different and contains layouts to create
pages that will contain Web Parts. From the Site Actions menu:

1.
2.

3.

4,

Click Create = Web Part Page, and enter a name for the new web page.

Select an appropriate layout, such as Full Page Vertical, which is a useful layout for a Page
Viewer Web Part. The Layouts group offers you a choice of templates. As you click on a layout
template notice how the graphic to the left of the list changes to reflect the new position of the
Web Part Zones in the selected layout.

Select the Save Location, using the drop-down list. This list will be populated with existing
document libraries from your site.

Click Create.

Figure 4-2 shows part of the Create Web Part Page form in SharePoint. Your web page will be created
and opened in Edit Mode ready for you to begin to insert Web Parts. At this point, you can also click the
hyperlink Edit Title bar properties to change the heading for the page and to add in a descriptive
caption. Save and close the new Web Part.

Accezs2007 > Create > New Web Part Page

New Web Part Page

A Web Part Page is a collection of Web Parts that combines list data, timely information, or useful graphics
into a dynamic Web page. The layout and content of a Web Part Page can be set for all users and optionally
personalized by each user,

Hame

Name:
Type & file name for your |
Web Part Page. The file | | A
name appears in headings i i -
and links throughout the site. [ overwrite if file already exists?
Layout Choose a Layout Template:
Select a layout template to ||Full Page, \ertical
arrange Web Parts in zones Header, Left Column, Body
on the page. Multiple Web \|Header, Right Column, Body
Parts can be added to each | Header, Footer, 3 Columns
zone. Sperific zones a\ln-,\_- ||\Header, Footer, 2 Columns, 4 Rows
Web Parts to be stacked in 2 ||Header, Footer, 4 Columns, Top Row
horizontal or vertical Left Column, Header, Footer, Top Row, 3 Columns

direction, which is ilustrated lIRight Column, Header, Footer, Top Row, 3 Columns
by differently colored web ;

Parts. If you do not add a

Web Part to a zone, the

zone collapses (unless it has

a fixed width) and the other

zones expand to fill unused

snare when voii browes the

Figure 4-2
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More Than One Way to Skin a Cat

As is the case with a lot of Microsoft software, there are usually several ways to do
everything. The same is true when adding Web Parts to your SharePoint pages. You
may notice when adding Web Parts a link at the bottom of the Add Web Part dialog to
the Advanced Web Parts Gallery and options. Clicking this link will open the gallery
and give you access to the Web Parts. One of the neat features in using this gallery to
add Web Parts is the ability to filter the Web Parts being displayed. This is useful as
there can be large numbers of Web Parts available, including document libraries you
create with a site. To filter the list of available Web Parts, click the filter icon, which will
reveal a drop-down list from which you can select a category of Web Parts. This is
useful as some Web Parts may not be available in the Add Web Part dialog, in
particular Web Parts that display your libraries and lists.

Adding a Web Part

Adding a new Web Part or editing an existing one is one of the more straightforward tasks within
SharePoint. To add a Web Part, you must first put the web page into Edit Mode and have the required
permissions to actually carry out the edits. You may also not have permissions to add Web Parts on your
main SharePoint team site, but you should have these permissions within your MySite if you use MOSS
2007. To begin the process, you can use the new page created in the previous section or create a new test
page based on one of the Layout templates. To continue, with the page open in the browser:

1.  Click Site Settings.

You can also click the View All Site Content link on the top of the Quick Launch menu.
Personally, I always remove this link from the sites I create, as at times I don’t want to make a
full list of site content available.

2.  Select Edit Page.

Your web page will be refreshed and be in Edit Mode. Note that the design of the page is now
available, and rather than looking at Web Parts displaying data, you are looking at the Web Part
Zones and the Web Parts they contain. Each Web Part Zone is placed in a specific position in the
page, and in a standard team site you should have two zones: Left and Right. All Web Parts
must be added to one of the Web Part Zones; indeed, you will be unable to add them anywhere
else using the web browser. The zones will already contain some standard default Web Parts,
entitled Left and Right, which you can see in Figure 4-3. In this case, a team site, the
Announcements, Calendar, Site Image and Links Web Parts are already available on the page.
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Figure 4-3

Even in design mode you can still see the data each Web Part is designed to display and, in fact,
interact with that data as if you were not in design mode. However, if you do click on a live link
while in design mode, you will be returned to standard view and taken to the list page
requested.

Each Web Part also contains a title, an Edit menu, and a Close button. The Web Part Zone itself
contains a link at the top to allow you to add Web Parts to that specific zone.

To add a new Web Part, decide which zone you would like it to be placed into and click the Add
a Web Part link located in the header of the Web Part Zone.

This will open the Add Web Parts dialog from which you choose the Web Part or parts you
would like to add to the zone. In this case, select the Contact Details Web Part located in the
miscellaneous section of the dialog.

Check the box beside the Contact Details Web Part.
Click Add to add the part to the page.

Once you add the Web Part to the page, you need to configure it. In the next section, you will
look at the configuration options available for many of the standard Web Parts you will use.
Many Web Parts have a common set of properties that can be set when designing the page, and
these will be highlighted. Just to be sure, you will need to have your page in Edit Mode in order
to add the Web Parts. The following discussion assumes that you have added the Contact
Details Web Part to the page, and you are ready to continue.
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Edit Options

To open the task pane to edit a Web Part, click Edit &> Modify Shared Web Part. Or, on
some Web Parts, you can click on the Open Tool Pane hyperlink. To apply your edits
and remain in design mode, click the Apply button at the bottom of the pane to apply
your changes. If you don’t like what you see you can undo the changes by clicking
Cancel. You can also edit a Web Part directly from the user interface provided you have
the required permissions. If you do have permissions, a black arrow will be shown on the
corner of the Web Part. Click this arrow and select Modify Web Part from the menu.

Contact Details

This Web Part pertains to MOSS 2007 only. The Contact Details Web Part allows you to add the details of
a support contact to the web page. This Web Part is usually added to the home page of a site to provide a
point of contact for any issues related to SharePoint. It is always good practice to provide your details if
you are the site manager. This gives your colleagues an immediate point of contact should something go
wrong.

Configuring Contact Details

Contact Details is a fairly simple Web Part that displays your details or the details of the named contact
for the team site. With the Web Part on the page in the correct Web Part Zone, click the “Click here to add
or modify a contact” hyperlink.

This will open the Web Part tool pane located to the right of the page. From this tool pane, you configure
all Web Parts within SharePoint. The first step is to add the contact name; if you know the name of the
contact, you can enter it directly into the Contact text box and click the Check Names icon (which
displays a person and a check mark). This will check that the name entered is a valid user on your
system. If you do not know the valid name for the contact, you can search using the Browse icon (a book)
to open the Search dialog. Once you have selected the individual required, you can complete the rest of
the Web Parts configuration.

There are several groups of options, outlined in the following sections.

Miscellaneous

In this category, you can choose the position of the contact’s image, display the actual image’s file, and
show the contact’s job title. You can add a descriptive label for the contact.

Appearance

This category is common to all Web Parts and allows you to:
Q  Change the default title of the Web Part. This is usually done to make the Web Part more
descriptive of your colleagues.

Q  Seta fixed height and width for the Web Part. A Web Part is dynamic and will grow or shrink
depending on the content being displayed.

106



Chapter 4: Web Parts

Chrome State

The chrome state refers to the Web Part itself, and you can minimize the Web Part. It will appear on
the page showing the title bar but will not be open, or you can choose the default and leave the

Web Part open.
Chrome Type

This refers to the border around the Web Part and the title bar, and the options are:
Q  Default: Leave everything as is.
Q  Title and Border: Display only the Web Part title and border.
Q  None: Remove the border and title bar.
Q  Title only: Display only the Web Part title bar.
Q  Border only: Display the Web Part border only.

Both chrome state and chrome type are standard options across all Web Parts.

Layout

Using one of the options in the Layout group, a Web Part can be hidden, which is useful if you need a
Web Part on the page but do not want it to be visible. Hidden Web Parts are often used to pass data
between Web Parts on the page or to contain some code you would like to execute, for example
JavaScript. Passing values between Web Parts is discussed later. Layout also concerns the direction of the
content within the Web Part. Content can, for instance, be left- or right-aligned according to your needs.

Zone

A Web Part page contains Web Part Zones into which your Web Part is placed. Using this option, you can
quickly move a Web Part between the available page zones. This list will default to the Web Part Zone
you added the part to, but you can select another zone by using the drop-down list. Zone Index indicates
the position of the part within the zone. The first Web Part in the zone will have an index of 1, the next 2,
and so on.

Advanced

The Advanced category is also common to the majority of Web Parts. In this category, you can set
options that will apply to your colleagues when they try to manipulate the Web Part. The options are:

a

U 00U o

Allow Minimize: Allow the Web Part to be minimized in the web page.

Allow Close: Allow individuals to close the Web Part.

Allow Hide: Allow individuals to hide the Web Part.

Allow Zone Change: Allow individuals to move the Web Part to another zone.

Allow Connections: Allow this Web Part to receive connections from other Web Parts.

Allow Editing in Personal View: This will allow individuals to edit the Web Part when they
create a personal view of the page. This area, personal view, will be covered later.
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Q

a
a

Export Mode: Indicates if the Web Part can be exported from SharePoint. This is a useful feature,
and you can export and import a useful Web Part between sites.

Title URL: This is a separate web page that contains additional information about the Web Part.
For a complex business-driven Web Part, this could be a small help page that would open in the
browser.

Description: A tooltip description of the Web Part and is useful as a quick guide to those using
the Web Part as to its function. The description is also used when you are searching for Web
Parts to apply to a page.

Help URL: The web address of a more complete help page about the Web Part.

Help Mode: Opens a browser window containing the help page and this window remains open
until closed. The third option, Navigate, will open the browser window in the current window.
This last option does not apply to SharePoint help files, which will always open in another
window.

Catalogue Icon Image URL: Like everything else, Web Parts are listed in SharePoint and this
URL indicates the icon to use in the list to identify the Web Part.

Title Icon Image URL: An image to use with the title of a Web Part.
Import Error Message: Custom error message if the import of the Web Part fails.

Target Audiences: The audience for this Web Part (MOSS 2007 only).

Generally, the advanced options are available to all Web Parts you place on the page. For the remainder
of the Web Parts, only those properties that are specific to the Web Part being discussed will be
described.

Image Web Part

The Image Web Part allows you to add an image to your web page and most standard image file formats
are supported. It is important for accessibility reasons that you always provide a text alternative when
you are using images on your sites, and the Image Web Part contains properties that allow you to do
this. To add an Image Web Part to the page with the page in Edit Mode:

1.
2.
3.
4.

Click Add a Web Part.

Check the Image Web Part in the Miscellaneous group of the dialog.

Click Add.

Once the Web Part has been added to the page, you will need to configure it for use.

Configuring an Image Web Part

The first thing you need to do is to add in the URL or path to your image file. This can be a full URL or a
location on the server where you have placed an image. You can also link to image files within your own
team site. For example, if you have a picture library within your site, you can specify the path to one of
the image files. As an example, /username/parts/Pictures/logo.png would load the image 1ogo.
png from the sites library into the Web Part. The remaining settings are:
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Q  Alternative Text: As stated, you should also provide alternative text that describes the image
file. If you're adding a logo, the alternative text could be “Company Logo.” You should always
add this text every time you place an image or other non-text content on the web page. This
single action can help those using assistive technology such as screen readers make better use of
web sites. This applies to all sites, not just SharePoint sites.

0  Image Vertical Alignment: This can either be Top, Middle, or Bottom and refers to the location
of the image file with respect to its position within the Web Part.

Q  Image Horizontal Alignment: The horizontal alignment of the image with respect to the Web
Part. This can be Center, Left, or Right placement within the Web Part container.

Q  Web Part Background Color: There is a color picker icon beside the text box that you can use to
select the background color for the image. The default is transparent.

The other nice thing about the Image Web Part is that you can connect it to another list. Later in this
chapter you will do just that.

Page Viewer Web Part

The Page Viewer Web Part allows you to insert a page into your web page using an HTML Iframe, which
is a container for another web page and is a standard HTML element. One reason you might want to
display the contents of another web page inside your SharePoint page is to provide external web content
inside SharePoint, while keeping your staff inside the SharePoint site. You can also use it to display
useful pages from external sites such as a supplier or a list of external contacts. Iframes have also been
used to present a login page from another system, making the second system appear as if it were inside
the SharePoint site in an attempt to create a seamless experience for the user.

The Page Viewer Web Part can also display files and folders located elsewhere on the SharePoint server
or your company network.

Configuring a Page Viewer

With the tool pane open, you can begin to configure the Web Part. The first item is to tell the Web Part
what it is actually displaying. A web page being displayed should actually reside within its own
dedicated SharePoint page as opposed to being added to an already populated page. This is because, for
the most part, you want to display the entire web page, and this is usually not possible if you have other
populated Web Parts on the same page. You have three options with respect to resources to display: Web
Page, Folder, and File.

If the item is a web page, you need to provide the full URL to the site, including the http: // section.

A folder and file simply require a path to the resource. You can use the Build button located to right of
the text box to open a larger text editor if required. Connections to a Page Viewer are not possible via the
browser. The following instructions will take you through adding a new web page to your site, adding a
Page View Web Part, and configuring it for use.

Exit from editing the page (Click Exit Edit Mode located above the task pane) if required as you are
going to add a new page to the site. From the site settings menu click Site Actions then:

1. Click Create.
2. Click Web Part Page in the Web Pages group.
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3.

© 0N

10.
11.
12.

13.

14.
15.

110

Enter a name for the page, such as MyPage Viewer.

In the next list box is a set of web page template layouts that contain Web Part Zones of varying
numbers and placement. For this example, select Full Page Verticals.

Accept the default storage location of Shared Documents. You can create a specific document
library for your pages, and if the SharePoint publishing features are enabled, a specific library
will be available, called Pages.

Click Create. You should now be looking at your new Web Part page in Edit Mode; it should
contain a single Web Part Zone located at the top of the page.

Click Add a Web Part.

Select the Page Viewer Web Part from the available Web Parts.

Click Add.

Click on the Open the Tool Pane hyperlink to open the tool pane and set up the data.
Accept the default of Web Page.

Enter a full URL to a web site of your choice.

Click Apply.

At this point, you should see the resulting Web Part within the Web Part. All that remains is to
resize the Web Part to accommodate the full page being displayed.

Return to the task pane, and expand the Appearance Group by clicking the plus symbol beside
the group name. At this point, setting the height and width properties is really a matter of trial
and error until you are happy with the result.

Click OK.
Exit Edit Mode. Figure 4-4 shows the results before resizing the Web Part.

Page Viewer Web Part

United Kingdom S /= Changs Location

KNOWLEDGE FOR GENERATIONS™ ART | MY ACCOUNT | CONTACT US| HE
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Figure 4-4
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Relevant Documents

The Relevant Documents Web Part allows you to present documents that are directly related to the user
logged in. It will display documents created by, modified by, checked out by, or owned by the logged-in
user. This is a great Web Part to use to make items on the web page of immediate use to you. As soon as
you log in, your own documents are visible to you.

Configuring Relevant Documents

This Web Part contains a new section for configuration of the data category. Some options are already set
for you when you install the Web Part, which is why you will see documents related to you once you place
the Web Part on the page. The data options are related to the documents returned by the Web Part and are:

Q  Include document last modified by me.
QO  Include documents created by me.
Q  Include documents checked out to me.
Q  Display a link to the containing folder or list.
In addition, you can set a limit on the number of documents returned to the Web Part, and this is really

worth doing in a site that may contain thousands of documents. This Web Part is used to inform users
not overwhelm them with a never-ending list of documents.

Site Users

The Site Users Web Part is used to display a list of users of your site. This, again, is useful to have on the
home page of a site, as it will show those logged in who is also a member of the site and provide a link to
individuals’ contact details or MySite. It is also possible to display the presence status of the site users if
you have presence management software installed such as Office Live Communications Server. To add
the Site Users Web Part to a page, switch to Edit Mode (Site Actions = Edit Page) and:

1. Click Add a Web Part.

2.  Check the Site Users Web Part in the miscellaneous group.
3. Click Add to add the Web Part to your page.

Configure Site Users

The Site Users Web Part can display a list of names of site users from and on your web sites. The Web
Part will display all site users and all groups with permissions to the site when it is first added to a page.
Usually, you will need to change this. To configure the Web Part, click Edit > Modify Shared Web Part.
Within the Site Users tool pane, the main option is to select exactly which group of users the part will
display. You have the following options:

Q  Show people and groups with direct permissions on the site will list all individuals and all
group names. To see further information about the group or individual, you would simply click
the name.

0  Show people in this site’s member group will allow you to restrict display to only those people
in the member group for the site, ignoring all other individuals and groups.

Q  Show people in the group allows you to search for a specific group to display.
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Normally, the member group for a site contains everyone of interest to a team or project and is usually
sufficient. Once the option is set, a list of member names will be placed into the Web Part and displayed
on your page. If another member of the site needs to find contact details, he or she can click on a member
name to be taken to the information about that user. Click the radio button entitled “Show people in this
site’s member group,” and click OK to see the results.

Issues with the Site Users Web Part

There appears to be a bug in this feature, which applies anywhere you click on another
user’s name and is not just restricted to this Web Part. What is supposed to happen

is that, if you are using MOSS 2007, when you click on a user’s name, you are taken to
that user’s MySite. In many cases this does not work when the URL to your company
site is not the same as the URL to your MySite. It is common practice for MySite to have
a different URL. The other issue with this, at least on my server, is that when you close
the user details page, you are not returned to the site page you originally clicked on but
instead to the group membership page for the site users. I believe that Microsoft is
working on a resolution for these issues. These issues have been reported on many
SharePoint blogs and many also include technical solutions to the issues. If you do a
quick Google search for “userdisp.aspx issues,” you will find links to several blogs
discussing this issue.

User Tasks

The User Tasks Web Part displays a list of tasks currently assigned to the logged-in user. When the Web
Part is placed on the page, the default setting will display the type of task, a link to the task itself, a link
to the task item, such as an associated Microsoft Word document, and the task’s due date.

Configuring User Tasks

The only additional configuration options are the ability to turn off the item link and to set the limit of
the number of tasks shown by the Web Part. These options are available in the Data category in the Web
Part Modification pane.

As with displaying relevant documents, you should set a limit on the number of tasks displayed to avoid
information overload.

Announcements

Announcements is a Web Part that will be used to display data held within your site’s announcements
list. The Announcements Web Part is always created by default when you create a team site.

Configuring Announcements

The Announcements Web Part displays a new option: the ability to configure the default view displayed
within the Web Part. By default, the following columns are displayed:
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Title: Provides a link to the announcement.
Body: Your actual announcement.

Modified: Date the announcement was created.

U 0 0 U

Attachments: Displays any attachments associated with the announcement. For example, an
announcement could be used to make the latest company HR document available to your
colleagues. In that case, the document could be attached to the announcement.

You can change this view in the task pane and add columns to be displayed if, for instance, you have added
custom columns to the lists. In addition, it is also possible to change the default view to another view that you
have created on the list. In the Selected View drop-down list, you will have three default choices: Default
View, All Items, and Summary View. If you have created a view on the list, it will also be displayed in the
Select View drop-down, and you can choose and apply them to the Web Part. To change the current view:

1. Click on the Edit the Current View link in the task pane.

2.  You can remove or add columns of interest in the Edit View form. Columns added or removed
will become part of the default view. For example, if you add the additional column named Edit
(link to edit item), this will place a link in the Web Part, which will allow you to edit the
Announcement directly if you have the required permissions. You can add columns as required
from those available to have them appear in addition to those already used within the current
view of any list within SharePoint.

3.  Click OK to save the changes.

Calendar

The Calendar Web Part is used to display events and other date and time-based information from your
site’s calendar list. The Calendar Web Part, which is created on the front page of your team site, is
usually configured as a list. This is done because the graphical calendar takes up a lot of screen space,
which at times is required for other objects and information.

Configure the Calendar Web Part

You should already have a calendar within the web page — it’s part of the creation of the team site. The
default view is a table listing any items held within the calendar list. This is a popular view, as it does
not take up as much screen space as the actual graphical view of the calendar. Open the Modify task
pane to view the available configuration options. To open the task pane for a Calendar, select Site
Actions from the main site menu, then click Edit Page. To continue, click Edit and select Modify Shared
Web Part within the Calendar Web Part itself.

From the task pane for the Calendar Web Part, you can change the selected view again by choosing from
a list of views. The initial choices are:

Q  Current View
Q  All Events

Q Calendar

QO  Current Events
Qa

Summary View
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If you have created additional views on the list, they will also be available within the drop-down list. For
example, you could create a view for a management site that only displayed management meetings. This
is where you come back to setting up the initial lists properly and trying, when possible, to add specific
business-related categories to your lists because they will not be available by default. In the case of a
Management Meeting site, you would add a custom category called Meeting Category, and when a
meeting was added to the list, it would be placed into a specific category. Adding a category like this
would make it easier when you come to create views of lists, as you could filter the views by using the
various categories of meetings. This type of view allows people to easily find the information they
require. Instead of scanning a long list, they can simply choose to look at a specific view of the list.

Links

The Links Web Part displays web links that your team may find useful. When creating a team site, a
Links Web Part is usually created for you as part of the default site design. All that is required is for you
to add the required web sites to the list via the Web Part. The links displayed are held within a links list,
which is also created on your team site. You can manage links directly from the list. If, for instance, you
need to delete or edit a link, you will have to do so directly in the list.

Configure Links

As with the Links Web Part, the only configuration option is the ability to change views of the
information displayed. The remaining options are as per the common groupings available to all Web
Parts. As stated previously, management of the list items must be carried out directly in the list itself.

Summary Links

The Summary Links Web Part gives you more flexibility when adding links to page. It permits the
grouping of related sites and provides more styling options.

When you place this Web Part on the page, you will see several options immediately available to you
within the Web Part itself via a menu of hyperlinks. The options available within the Modify Web Part
pane are the standard options available to other Web Parts. From the Web Part itself the options are:

Q  New Link: Allows you to add a new link or URL for display.

QO  New Group: One of the nice things about this is that you can create groups to contain related
links, for example by subject. To create a group:

1. Click New Group.
Enter a name for the Group Header.

2
3. Click OK.
4

Your new header will be added to the Web Part, and you can now add your links to the

group.
5. Click New Link.
6. The New Link dialog will open, and you will be required to complete the form. At this

point, you can add a link to an item in your site, a URL, or even a link to an individual
within your organization. For this example, accept the default, “Create a link to an item,”
and enter a title and a description.
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0  Link URL: The web address of your link. You can click the browse button to navigate to content
within your site.

Q  Open Link in New Window: This can be checked and will result in your link being opened in a
new browser window. This is useful if you link to an external site but want the user to keep the
SharePoint page open.

Q  Tooltip: Text displayed when the user moves the mouse over the link.

0  Image URL: The web addresses of the image file to be displayed with the link inside the Web
Part.

Q  Image Description: A text description of the image file being used. This is the alternative text
discussed earlier.

O  Group: Select which group you would like the link added to. Select the new group created
earlier.

Q  Style: How do you want the link to look? There are several style options available to you, and
most of them refer to the placement of image files selected by using the Image URL option
above.

Once you have made your choices, click OK to close the dialog.

The new group and the link created will be available within the Web Part. Also note the addition of the
Edit icon to the left of the link and within the group. This will allow you to return to the dialog and make
any required changes. The Configure Styles and Layout option within the Summary Link Web Part also
allows you to change the general look and feel of the information presented. You will have options
similar to the Style drop-down with respect to images, and you can set the style of the Group Headers —
say change the size of the text used for the header, which is usually set to a smaller font to save space on
the screen. You can also change the number of columns used to present the groups inside the Web Part, a
useful option when you need to present a lot of information within the Web Part.

Shared Documents

The Shared Documents Web Part displays a list of documents from your site’s initial document library.
This is another useful Web Part that brings information up to the front of a web site. This way users do
not have to search for documents, as they are immediately presented to them. The cool thing about this
Web Part is that, once you get it configured, you will then know how to configure any document library
list you make available as a Web Part.

As with other Web Parts, Shared Documents Web Parts share (a) common set of properties that can be
modified. The majority of the time you will be working with Views via the tool pane. The options are:

Q  Current View: The view currently in use by the Shared Documents Web Part.
Q  All Documents: Lists all documents available in the library.

Q  Explorer View: This is a particularly useful view of a document library, as it lets you filter
documents by date; enables you to sort by date modified, document type, and name; and allows
you to group documents by name, type, date, and folder. This gives you a very flexible way to
present information. The options become available when you click the downward-pointing
arrow that appears beside each header (Name, Date Modified, and Type) and select the option
you require. Filters are also available in other views, but they do not have the ability to present
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documents in the same way as the Explorer View. For example, if you change the view to

All Documents, you can filter on each column by clicking the column header. The Shared
Document Web Part allows you to present documents that apply to your entire team. For large
libraries, the Explorer View can help you organize the presentation of the documents, again
making information easy to find and use. To create a group in Explorer View:

Summary View: Display only the type, name, and modified by data for each document within
the Shared Documents library.
1. Inthe Modify Web Part tool pane, select Explorer View, using the Selected View

drop-down.

2. Click OK to dismiss the warning message if it appears. But be careful if the Web Part
passes connection information, as it is possible that columns within the original view may
not be available once you change views to Explorer View.

3.  Click Apply at the bottom of the tool pane.

Once the change has been applied to the Web Part, you will see that the content has changed and folders and
documents will be displayed. In the All Document view, only documents are displayed and folders are
ignored. However, the content of a folder is still displayed in the list of documents. You can:

]
a
a

Tasks

Group by document type.
Click the downward arrow located to the right of the Type column header.

Select Group, and your documents should display by file type. Also note that you can check a
box to restrict the file types returned.

Click the arrow to the right of the Type header, and select Group to group your documents by
name. There is also an option to restrict the files displayed alphabetically.

Click the arrow beside Date Modified and select Group, and your files will be grouped by date.
Note that there is a calendar available to filter files according to date. You also have a quick filter,
Last Week, which you can apply. Once you apply a filter or grouping to a column header, a
check mark will be placed into the header column to indicate that this column has been filtered
or grouped.

The Tasks Web Part will display currently assigned tasks from the sites task list. It will generally default
to all uncompleted tasks.

In common with the other Web Parts, it is possible to change the view used by this Web Part. The default
views available from the Select View drop-down are:

a
]
a
a
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Chapter 4: Web Parts

QO  Due Today: Tasks due on the current date.

Q My Tasks: Tasks assigned to you.

If you have created additional views on the task list, they will also be available within the list. This is a
good opportunity to demonstrate how to connect two Web Parts and pass information from one to the
other. To begin place the Task page into Edit Mode:

1.
2.
3.
4
5.

6.
7.

Add a Form Web Part to the same page as the Tasks Web Part.

Select the value Assigned To from the Column drop-down list.

Click Finish.

Using the Form Web Part, click Edit &> Connections = Provide Form Values To.
Select the Tasks Web Part.
On the first page of the dialog that opens, select the value T1. This is the name of the text box in

To test it, type in a name you know a task was assigned to and click the Go button. The task list will then
only display tasks assigned to the user you have entered. Figure 4-5 shows this approach used in a
standard SharePoint Tasks page, where the task list has been filtered for tasks assigned to the author.
This simple example demonstrates how you can pass a value from one Web Part to another and have the
second Web Part display filtered records. This demonstrates some of the possibilities when working with
Web Parts. There is one drawback to this basic example: when you leave Design view, the task list will be
blank. That’s because it only works when you type a value into the form text box and link the Web Parts.
However, it serves the purpose of demonstrating the ability of Web Parts to communicate.

Tasks
Use the Tasks list to keep track of work that you or your team needs to complete.
martin reid
Mew * | Actions v Settings yiew: All Tasks
@ Tite Assigned ToW Status  Priarit DusDate % Complete Link O
Edit Martin Reid Not )]
Chapter Started  Mormal
41HEW
Figure 4-5

If you know a little HTML, you could actually change the Form Web Part to display check boxes, radio
buttons, or even drop-down lists, further demonstrating the flexibility of Web Parts.
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Team Discussion

The Team Discussion Web Part can be used to display discussion groups from within the web site. This
Web Part is rarely used on the home page of a team site, as many users prefer to keep this information
with the discussion web that they use.

You can configure the standard Web Part settings (Appearance, Layout, and Advanced) for discussion
groups. You can change the current view used by perhaps adding the body column. This can result in a
lot of text on the screen, as some replies to discussions could be quite long. It is perhaps better to simply
show the title of the discussion and replies and leave it up to the user to click to view the full discussion.

RSS Viewer

The RSS Viewer is used to display the input of RSS feeds from within SharePoint or from other web sites.
Many web sites use RSS to provide dynamic, text-based access to the latest information. For example, the
BBC provides an RSS feed from almost all of its news-related sites. Internally, many organizations make
RSS feeds available that may escape their own internal audience such as press releases. Using the RSS
Viewer Web Part, you can make much of this information available to your colleagues.

Once you add the RSS Viewer to a page, it will contain text telling you that it is not bound to a feed. The
first thing you need to do is assign the RSS feed URL to the Web Part. For example, the BBC produces
many news feeds available from http://newsrss.bbc.co.uk/rss/newsonline_uk_edition/
front_page/rss.xml. In terms of SharePoint, you do not subscribe directly to the news feed itself. All
that is required is the URL, which is then placed into the Web Part. To add the BBC World News feed to
the RSS Viewer:

1. Click Open the Tool Pane from within the RSS Viewer Web Part.

2. Inthe RSS Properties section, enter the URL to the RSS feed of your choice. Simply copy the URL
from the browser and paste into the text box.

3. Leave the default feed limit set to 5. This will restrict the number of headlines to 5. You can
increase this if required.

4. Check the box entitled Show Feed Title and Description.
5. Click Apply.

Your RSS Viewer should connect to the RSS feed and display the results. Figure 4-6 shows the results
when you add the BBC RSS feed to an RSS Viewer Web Part.

RSS Viewer

BBC News | News Front Page | UK Edition
Small business loan plan unveiled

Israel pursues its Gaza offensive

Jaguar Land Rover cuts 450 staff

Ninth arrest over fatal shooting

EU warns of legal action over gas

Figure 4-6
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There are a couple more technical options that you can set, including the ability to customize the display
of the RSS news feed itself and to change the layout and styles. Using these options requires the ability to
code in XML and XSL.

This Week in Pictures

The This Week in Pictures Web Part can be used to display a single image file that links to a more
complex slide show. It is useful if, for example, you want to display images of a company event or
promotion. Of course, you are free to use it for any image-based information. You could use it to display
a product catalog if you permitted external access to your web site or even to provide your colleagues
with a slide show of company social events.

Before you can use this Web Part, you need to have a picture library available within your site, and you
will, of course, require some image file to work with. The Web Part when first put onto the page will
appear to be giving you an error. The first thing you have to do is to enter the name of your picture
library into the tool pane. To do so with the Web Part on the page:

1. Click Edit = Modify Shared Web Part.

2. In the tool pane, scroll to the Slideshow category.

3.  Enter the name of your picture library into the Image Library Name text box.
4. Click Apply. A single image should now be displayed in the Web Part.

5.  Click Exit Edit Mode.

To run the slideshow of all images, click View Slide Show.

Form Web Part

The Form Web Part contains a single text box and a button. It is used to pass a user-entered value to
another Web Part, and you have seen this working in the earlier example passing a name to a task list in
SharePoint. For example, if you wanted to see documents created by a specific colleague you could enter
their name into the Form Web Part, click the button, and the documents being displayed would be
filtered to show only those documents.

Generally speaking, the Form Web Part is simply used to pass information entered to another Web Part
and filter the information it displays. The default HTML control placed into the Web Part is a text box
rendered using the following HTML:

<div onkeydown="javascript:if (event.keyCode == 13) _SFSUBMIT_ ">
<input type="text" name="T1"/>
<input type="button" value="Go" onclick="javascript:_ SFSUBMIT "/></div>

This creates the text box and the button labeled Go. When you click the button, the submit event is fired
and the javascript:_SFSUBMIT_is executed. This value is usually passed to another Web Part and, as
a result, the data shown is filtered. You can change the HTML within the Web Part to provide another
HTML element that can pass values to a Web Part. For example, a set of radio buttons could be used to
permit someone to select from a range of values. All that is required is for you to click the Source Editor
in the tool pane and edit the HTML, creating a radio button group <Input type="radio" name="My
radio" Value="my Value"> Value<br> instead of a check box. In this case, a user could select from a
set of preset values, reducing the possibility of typos when filtering another Web Part.
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Table of Contents Web Part (MOSS 2007)

Every web site needs a way for users to find and identify sites of interest. The Table of Contents Web Part
creates a site map of your SharePoint site, providing a quick way for you and your colleagues to find
subsites and information within a site.

When you add this Web Part to your site, it will default to showing almost everything available within
the site structure. Several new properties help you organize the information displayed. As usual, the
properties are available from the tool pane and are grouped into functional categories.

The Content category basically tells the Web Part from what point to begin creating the table of contents.
It will usually begin at the root level of your web site and simply include everything. You can change the
starting location by clicking the Browse button and navigating to another starting location within your
web site. Most SharePoint sites will have multiple levels — an initial top level site and then below that
some subsites. You can tell the Web Part to begin building the Table of Contents (TOC) at a lower level
from, for instance, one of the subsites in your site. How deep your TOC goes within the site is
determined by the Levels to Show drop-down, which can be set at one, two, or three levels.

The Presentation category deals with how you would like the TOC to be displayed. You can add header
text to the Web Part, select a style for the header by using the Style drop-down, and select different style
of each of the levels returned by the Web Part.

The Organization category allows you to specify how the information displayed by the TOC Web Part is
sorted within the display. You can sort sites, and if you are returning web pages, you can perform a
separate sort on those.

The remaining categories are the same as the standard Web Parts’: Appearance, Layout, and Advanced.

The TOC Web Part can return a lot of information about your site, and you again need to be careful of
information overload. If you are using this Web Part, it would be much better to create it on its own web
page, given the amount of data it is possible to display. You will need to play with the settings to get the
best view of your site’s structures and information. Remember, the idea is to make it easy for someone
else to find information within your site.

The Web Parts discussed in this section are those typically used in almost all WSS and MOSS sites to
some degree. You will find that you may use the same Web Parts numerous times in your SharePoint
site. One of the best ways to get used to adding and configuring Web Parts is to simply create a page and
add the Web Parts to it. You can then play with the settings to see the effect. Most of you will use the
Web Parts already discussed, on a daily basis, to work with your SharePoint information. The next set
of Web Parts is a little more specialized and deals with exposing corporate information held within large
database systems, most notably SQL Server 2005.
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Business Intelligence

The next set of Web Parts is available to those running MOSS 2007 only, and deal mostly with business
intelligence. The Business Data Catalog (BDC) allows developers to make data held in company back-
end systems available within SharePoint. Where this data is held and in what system isn’t particularly
relevant to the catalog and is another attempt to access data no matter where it is held. As might be
expected, the BDC works much better and in a seamless way with Microsoft SQL Server data or other
Microsoft products. Because of the nature of the BDC and the additional work required to have the files
created, this section is mainly discussion showing you how to interact with an already existing
Application Definition File.

Basically, the BDC is used to provide you with access to this data via application definitions created by
programming staff. In addition, you would need specific permissions on the server side of SharePoint to
add in the Application Definition File, which describes the data you wish to return to SharePoint. In the
real world, all of this work would be done for you and you would interact with the data via the Business
Data Web Parts and within the constraints of the application file. The Business Intelligence Web Parts
include the following.

Business Data Actions

The Business Data Actions Web Part allows you to execute actions as defined within the Application
Definition File. For example, within the Application Definition File a Staff Contact would be declared.
This is known as a BDC entity. Each staff contact within the entity is referred to as an Item. When the
staff contact entity is created, the programmer can define a set of actions that can be performed on it,
such as updating a name, address or contact details, or issuing an email to the member of staff. These are
the actions you are permitted to perform on this entity. The Business Data Actions Web Part would be
attached to the specific student entity via the tool pane, and you could then display the various actions
that could be carried out on it. This Web Part is commonly used with a Data List Web Part, and they
work together to enable you to interact with the data in a controlled way.

To configure the Business Data Actions Web Part, enter the type of entity or browse the loaded catalog
entities by clicking the Browse button to the right of the Type text box. The drawback here is that your IT
department will need to create the Application Definition File for you first. For this example, Staff
Contact may be the entity required, and if so you would select that. Once the entity is selected, the next
field in the tool pane is loaded with the available items from the entity.

Choose

The Choose button will open a dialog listing the actions exposed by the Application Definition File
selected as the Type. In this demonstration, I have selected a Staff Contacts entity type, and when the
Choose button is clicked, a list of available defined actions is displayed. Figure 4-7 shows that only

one action is available for this entity type, View Profile. Figure 4-7 also shows how the selected action is
displayed in the Web Part. There is also a style option which you can use to apply simple layout styles to
th