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Is This the Right SharePoint Book for You? xvii

Is This the Right SharePoint
Book for You?

This book is about Microsoft® SharePoint® Designer 2010, but before you buy it, please
read the following guidelines to learn why you should or should not be using this book.

Note SharePoint Designer 2010 is not a Web authoring tool. If you want to learn how to
create Web pages on non-SharePoint Web sites, use a different product such as Microsoft
Expression Web.

Buy This Book

This book is for you if:

You have access to Microsoft SharePoint 2010, either Microsoft SharePoint
Foundation 2010, Microsoft SharePoint Server 2010, or both products in your
organization.

You want to create and manage SharePoint sites and perform other tasks, such as
creating and modifying Web pages and workflows for SharePoint sites.

You do not know how to program and have little or no experience using
SharePoint Designer.

Do Not Buy This Book

This book is NOT right for you if:

You use Microsoft FrontPage 2003 to build or amend non-SharePoint sites.

You're an instructor and use FrontPage 2003 to teach Web page authoring on non-
SharePoint sites.

You're looking for a general introduction to SharePoint.
You do not have access to SharePoint 2010 in your organization, school, etc.

You use SharePoint Designer 2007 to build sites based on Windows SharePoint
Services 3.0 or Microsoft Office SharePoint Server 2007.

You want to upgrade to SharePoint Designer 2010 to modify those sites.

Important SharePoint Designer 2010 connects only to SharePoint 2010 sites.

www.it-ebooks.info


http://www.it-ebooks.info/

www.it-ebooks.info


http://www.it-ebooks.info/

Introduction

Welcome to Microsoft® SharePoint® Designer 2010 Step by Step. SharePoint Designer
2010 is a free, powerful tool that together with Microsoft products such as Microsoft
InfoPath 2010 Designer and Microsoft Visio 2010 plays a key role in building solutions
with Microsoft SharePoint Foundation 2010 and Microsoft SharePoint Server 2010.

SharePoint Foundation is a free download that provides a collection of services
that you can use to build sites. It is also a platform on which you can build applica-
tions. SharePoint Server is such an application, and all the features in SharePoint
Foundation are available to SharePoint Server. SharePoint Server comes in a num-
ber of editions, all of which you can use with SharePoint Designer.

SharePoint Server 2010 is used for intranet scenarios, in which either the Enterprise
or Standard client-access license edition can be used.

SharePoint 2010 for Internet Sites is available in the Enterprise or Standard edition.
These editions can be used to build extranet Web sites.

FAST Search Server 2010 for SharePoint is used to design enterprise search
solutions.

Office 365 brings together the 2010 editions of SharePoint Online, Exchange
Online, Lync Online, and Office desktop software as a cloud serivce.

Don't be put off by its name. SharePoint Designer is not aimed just at Web designers.
Everyone who has had some training with SharePoint Designer should be able to use it,
but it is not necessarily a tool that everyone should use. Some solutions you can develop
quickly as no-code solutions; others may take time, and you might need to modify the
underlying client-side code. For some users, the experimental and investigative aspects
of developing a solution with SharePoint Designer might be new, frustrating, and initially
unfriendly compared with tools they might be used to.

This book gives you a fundamental understanding of how SharePoint Designer works
with the SharePoint platform. It helps you understand the consequences of performing
tasks with SharePoint Designer and gives you the skills and understanding for how to
best build and modify your solutions to meet your business requirements.
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XX Introduction

How to Access Your Online Edition Hosted by Safari

The voucher bound in to the back of this book gives you access to an online edition of
the book. (You can also download the online edition of the book to your own computer;
see the next section.)

To access your online edition, do the following:

1.

5.

Locate your voucher inside the back cover, and scratch off the metallic foil to reveal
your access code.

Go to http://microsoftpress.oreilly.com/safarienabled.

Enter your 24-character access code in the Coupon Code field under Step 1:

Step o

Coupon Code: s50x-TEZQ-MHK2-FEQZ-N1SR (&)

CONFIRM COUPON

(Please note that the access code in this image is for illustration purposes only.)
Click the CONFIRM COUPON button.

A message will appear to let you know that the code was entered correctly. If the
code was not entered correctly, you will be prompted to re-enter the code.

" Coupons Confirmed.
Coupon Code 9KQX-TEZQ-MHK2-F8QZ -N1SR

provides FREE access for 99999 days to
Microsoft® Office 2010 Inside Out

In this step, you'll be asked whether you're a new or existing user of Safari Books
Online. Proceed either with Step 5A or Step 5B.

5A. If you already have a Safari account, click the EXISTING USER — SIGN IN but-
ton under Step 2.
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5B. If you are a new user, click the NEW USER — FREE ACCOUNT button under
Step 2.

O You'll be taken to the “Register a New Account” page.

O This will require filling out a registration form and accepting an End User
Agreement.

O When complete, click the CONTINUE button.
6. On the Coupon Confirmation page, click the My Safari button.

7. On the My Safari page, look at the Bookshelf area and click the title of the book
you want to access.

How to Download the Online Edition to
Your Computer

In addition to reading the online edition of this book, you can also download it to your
computer. First, follow the steps in the preceding section. After Step 7, do the following:
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1. On the page that appears after Step 7 in the previous section, click the Extras tab.
2. Find "Download the complete PDF of this book,” and click the book title:

. Table of Notes Search
‘ Cusiow H Contents H Exdras H & Tags H Bookmarks H This Book ‘
Extras
The publisher has provided additional content related to this title.
Description Content

Visit the catalog page for Microsoft® Office 2010 Inside Cut Catalog Page

Visit the errata page for Microsoft® Office 2010 Inside Out Errata /

Download the complete PDF of this book. Microsoft® Office 2010 Inside OQut

A new browser window or tab will open, followed by the File Download dialog box:

3. Click Save.
4. Choose Desktop and click Save.

5. Locate the .zip file on your desktop. Right-click the file, click Extract All, and then
follow the instructions.

Note If you have a problem with your voucher or access code, please contact
mspbooksupport@oreilly.com, or call 800-889-8969, where you'll reach O'Reilly Media,
distributor of Microsoft Press books.
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Using the Practice Files

Before you can complete the exercises in this book, you need to copy the book’s practice
files to your computer. These practice files can be downloaded from the book's detail
page, which is located at:

www.oreilly.com/catalog/9780735627338/

Display the detail page in your Web browser, and then follow the instructions for down-
loading the files.

By using the practice files, you won't waste time creating your own sample files and
sites—instead, you can jump right in and concentrate on learning how to get the most
out of SharePoint Designer 2010.

To complete the exercises, you need a copy of Microsoft SharePoint Designer 2010 in-
stalled on your computer and access to a SharePoint site. The SharePoint site can be
created using Microsoft SharePoint Foundation 2010. However, to complete all the exer-
cises, Microsoft SharePoint Server 2010 is required.

Tip In many of the chapters, you will use the default SharePoint sites, lists, and libraries, so
those chapters do not include any practice files. For other chapters, you need to use a site
created from the solution file SPDSBSPracticeSite Starter.wsp, which is the only solution file
for this book. You need to create a site using this solution file only once. You can then use that
site to complete all exercises for all chapters that require the solution file site. If you want to,
you can also use the solution file site for exercises in other chapters, except for those exercises
that require a publishing site.

Important You must have access to a working SharePoint site before using this book.
SharePoint Foundation 2010 and SharePoint Designer 2010 can be downloaded from
Microsoft’s download Web site at no cost.

What's on the Web?

The following table lists the practice files and site solution that are supplied on the
book's Web site for each chapter.

Chapter Files and WSP Files
Chapter 1, "Exploring SharePoint Designer” None
Chapter 2, “Working with SharePoint Sites” None
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Chapter 3, "Working with Lists and Libraries”

WideWorldimportsSaleData.xlsx
WideWorldimportersExpenses.docx
b NewAnn16x16.gif

b NewAnn32x32.png

b NewTask16x16.png

Chapter 4, "Creating and Modifying Web Pages”

SilverlightSPDSBS.xap

Chapter 5, "Working with Data Views”

Use solution file site
SPDSBSPracticeSite Starter.wsp
sale.png

SPDSBSCO5.xsl.txt

Chapter 6, "Working with Data Sources”

Use solution file site
SPDSBSPracticeSite Starterwsp
Shipments.xml

Chapter 7, “Using Business Connectivity Services”

None

Chapter 8, “Understanding Workflows"

Use solution file site
SPDSBSPracticeSite Starter.wsp

Chapter 9, “Reusable Workflows and Workflow Forms”

WideWorldimporters.png

Chapter 10, “Branding SharePoint Sites”

bg.png
Solution folder contains the resulting
MyStyles.css and MyPage.aspx

Chapter 11, "Working with Master Pages”

Use solution file site
SPDSBSPracticeSite Starter.wsp

Chapter 12, “Understanding Usability and
Accessibility”

Index.aspx

Chapter 13, “Managing Web Content in the None
SharePoint Server Environment”
Chapter 14, “Using Controls in Web Pages” ADRotator.xml

LucernePublishing.png
WideWorldimporters.png
ConsolidatedMessenger.png

Minimum System Requirements

This section details the requirements for both your computer—the client computer,
where SharePoint Designer should be installed—and the requirements for a computer
running SharePoint 2010—the server computer, where either SharePoint Foundation or
SharePoint Server is installed. If you have access to an Internet service provider (ISP) that
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hosts SharePoint for you or your company, or if your company has installed SharePoint
on your corporate intranet, the details about the server requirements will be of little in-
terest to you. Just ask your company for a SharePoint site that you can use while you are
completing the exercises in this book, preferably a top-level site in your own site collec-
tion. If you currently have no access to a SharePoint site, the server computer requirements
section that follows will help you create or get access to a SharePoint environment.

Tip You can install SharePoint Designer 2010 and SharePoint 2010 on the same computer.
However, this not usual in a production environment.

Client Computer

To use this book, your client computer should meet the following requirements:
® Processor 500 MHz processor or higher.
® Memory 256 megabytes (MB) of RAM or higher.

® Hard disk For the eBooks and downloads, 3 GB of available hard disk space is
recommended, with 2 GB on the hard disk where the operating system is installed.

® Operating system Windows 7, Windows Server 2003 R2, Windows Server 2008
R2, Windows Server 2008 with Service Pack 2, Windows Vista with Service Pack 1 or
later, Windows XP with Service Pack 3.

.NET Framework 3.5 SP1 must be installed on the client machine, which is incorpo-
rated in Windows 7 and Windows Server 2008 R2 but not in other operating systems.

® Drive CD or DVD drive.

® Display Monitor with 1024x768 or higher screen resolution and 16-bit or higher
color depth. Use of graphics hardware acceleration requires DirectX 9.0c—compatible
graphics card with 64 MB or higher of video memory.

® Software Windows Internet Explorer 7 or later, or one of the supported browsers
and Microsoft Silverlight. See the article “Plan browser support (SharePoint Server
2010)" at technet.microsoft.com/en-us/library/cc263526(office.14).aspx.

Tip Actual requirements and product functionality might vary based on your system
configuration and operating system.

Note SharePoint Designer 2010 connects only to SharePoint 2010. To connect to sites based
on Office SharePoint Server 2007 or earlier versions, you must use SharePoint Designer
2007. If you install SharePoint Designer 2007 and SharePoint Designer 2010 side by side,
you must download the 32-bit version of SharePoint Designer 2010. Also note that 64-bit
Office applications will not run if SharePoint Designer 2007 is installed; 64-bit Office 2010
applications should be used only if you are not connecting to SharePoint 2007 servers.
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Client Software
In addition to the hardware, software, and connections required to run SharePoint Designer,
you need the following software to successfully complete the exercises in this book:
® SharePoint Designer 2010, which is available at no cost from the Microsoft Web site
office.microsoft.com/en-us/sharepointdesigner/
Microsoft Visio Premium 2010
Microsoft InfoPath Designer 2010
Microsoft Outlook 2010
Microsoft Access 2010

20 MB of available hard disk space for the practice files

Server Computer

To use this book, you must have access to a server running Microsoft SharePoint
Foundation 2010 or Microsoft SharePoint Server 2010. Directions for how to install either
of these products, especially for a production environment, is outside the scope of this
book. However, if you do not have access to a SharePoint site and your company cannot
provide you with one, you have two options:

® Download the 2010 Information Worker Hyper-V virtual machine that includes Office
2010, SharePoint Designer 2010, and SharePoint Server 2010 from Microsoft's down-
load site (www.microsoft.com/downloads). Use the search keyword 2010 IW.

® Create a temporary SharePoint environment by installing a copy of SharePoint on
your computer.

Important To create a permanent installation of either a SharePoint Server or a SharePoint
Foundation environment, refer to one of the following sources of information: Microsoft
SharePoint Server 2010 Administrator’s Companion, by Bill English, Brian Alderman, and Mark
Ferraz (Microsoft Press, 2011) or Microsoft SharePoint 2010 Administrator’s Pocket Consultant,
by Ben Curry (Microsoft Press, 2010). For online assistance, visit the SharePoint 2010 products
site on Microsoft TechNet, which can be found at technet.microsoft.com/en-us/library/
ee428287(office.14).aspx.

An installation of SharePoint Foundation allows you to complete the majority of exer-
cises in this book. Appendix C, on page 503, provides a brief set of instructions for installing
SharePoint Foundation 2010 on a single server with a built-in database. This configura-
tion can be used as a temporary SharePoint environment. The server computer should
meet the following requirements:
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® Operating system One of the following 64-bit operating systems: Windows
Server 2008 R2, Windows Server 2008 R2 Enterprise, Windows Server 2008 R2
Standard, or Windows Server 2008 with Service Pack 2.

® Processor 64-bit; four-cores.
® Memory 8 GB for development or evaluation use.

® Software 80 GB for installation

See Also A full list of hardware and software requirements for SharePoint Foundation 2010
can be found at technet.microsoft.com/en-us/library/cc288751(office.14).aspx.

Tip A temporary installation of SharePoint Server 2010 on a single server with a built-in
database will allow you to complete all but a very few of the exercises in this book, but

you need to obtain access to a trial version of SharePoint Server or purchase a copy. More
information can be found at sharepoint.microsoft.com/Pages/Default.aspx. The installation of
SharePoint Server 2010 on a single server with a built-in database is similar to the installation
of SharePoint Foundation 2010 on a single server with a built-in database. You can use the
installation instructions in Appendix C as a guideline.

Using the Practice Files for the Exercises

While you work through the exercises in this book, you should have access to a
SharePoint site, preferably a top-level site in your own site collection. You should be

a site owner of this site. In the exercises, you create child sites below this site, and in
Chapters 5, 6, 8, and 11, you use a starter solutions .wsp file to create the child site.
Please refer to the instructions later in this section for how to create a practice site from
the starter solutions .wsp file.

The solution file provided on the Web site contains lists, libraries, files, and pages that
you use for the exercises. In chapters that require you to create a site based on the solu-
tions file, a SET UP paragraph lists that requirement. The text also explains any prepara-
tions you need to take before you start working through the chapter, as shown here:

Practice Files Before you can use the practice files in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete the
exercises in this chapter are in the Chapter08 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.
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é SET UP Using SharePoint Designer, open the site you created from the
SPDSBSPracticeSite Starter.wsp practice file.

Other practice files might need to be uploaded to the Site Assets library. You can use
the browser or SharePoint Designer to upload the files to the Site Assets library. To use
SharePoint Designer, use the following steps:

In the Navigation pane, click Site Assets, and then on the ribbon, click Import
Files in the New group. The Import dialog box opens.

Click Add File to display the File Open dialog box.

Browse to the folder that contains the practice file. Click Open, and then click OK
to close the File Open and Import dialog boxes.

Uploading the Solution WSP File

To create a practice site for a chapter based on the solution .wsp file, you first need to
upload the solution .wsp file to the Solutions gallery by following these steps:

-

i

Up oad So u ion

SET UP Verify that you have sufficient rights to upload a solutions file to the
Solutions gallery for the top-level site of the site collection you are using. Open the
top-level SharePoint site in the browser.

1.
2.

Click Site Actions, and click Site Settings to display the site settings page.
Under Galleries, click Solutions to display the Solutions page.

Note If you see a Go To Top Level Site Settings link under Site Collection Administration,
you are not on the top-level site administration page. A site template can only be
uploaded to the Solutions gallery on a top-level site. Click Go To Top Level Site Settings,
and then repeat the previous step.

On the ribbon, click the Solutions tab, and then click Upload Solution to display
the Solutions Gallery: Upload Solution dialog box.

Click the Browse button to display the Choose File to Upload dialog box.

Navigate to the folder that contains the solution .wsp file, click SPD2010SBS
PracticeWeb StarterSite.wsp, and then click the Open button.

Click OK.
The Solutions Gallery—Activate Solution dialog box is displayed.
On the View tab, click Activate to redisplay the Solutions page.
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Creating a Site from the Solution WSP File

-

X

After you have uploaded the solution .wsp file to the Solutions gallery, you can create a
child site based on the solutions file.

SET UP In your browser, display the home page of the SharePoint site where you
want to create the child site.

1. Click Site Actions, and then click New Site.

In SharePoint Foundation, the New SharePoint Site page is displayed. In SharePoint
Server, a Create page is displayed.

2. Complete the following step depending the version of SharePoint that is installed:

a. On SharePoint Foundation, on the Custom tab of the Select a template list,
select SPD2010SBS PracticeSite Starter.

b. On SharePoint Server, in the left pane, under Filter By, click Custom, and
then select SPD2010SBS PracticeSite Starter.

Troubleshooting If you are using SharePoint Server and cannot see the Custom filter
or the name of the template you uploaded, contact your site collection administrator. If
you are the administrator for the site collection where you are trying to create this team
site, follow the procedure in Appendix C on page 503 to display the template and then
complete this exercise.

3. Inthe Title box, type a logical name for the new site—for example, SPDSBS
Practice Site.

4. Inthe URL name box, type the same name you typed in the Title box.
5. Click Create.

The home page of the new practice site is displayed.

CLEAN UP Close the browser.

Removing the Solution Files

->

To remove the solution .wsp file from the Solutions gallery, follow these steps:

SET UP Verify that you have sufficient rights to delete a solution from the Solutions
gallery. Open the top-level SharePoint site where you previously uploaded the
solution file.

1. Click Site Actions, and click Site Settings to display the site settings page.

2. Under Galleries, click Solutions.
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Note If you see a Go To Top Level Site Settings link under Site Collection Administration,
you are not on the top-level site administration page. A site template can only be stored
in the Solutions gallery on a top level site. Click Go To Top Level Site Settings and then
repeat the previous step.

3. Point to the site template you want to remove, click the arrow that appears, and
then click Deactivate.

The Solutions Gallery—Deactivate Solution dialog box appears.
4. On the View tab, click Deactivate.

5. Point to the site template you want to remove, click the arrow that appears, and
Deac iva e then click Delete. You are prompted to confirm your request. Click OK to complete
the deletion and display the Solutions gallery.

6. Repeat steps 3 through 5 to remove each site template that you no longer want to
be available for creating practice sites.

x CLEAN UP Close the browser.

Deleting a Practice Site

If you created a practice site that you no longer want, you can delete it. Follow these
steps to delete a practice site:

» SET UP Verify that you have sufficient rights to delete a site. In the browser, open the
SharePoint site you want to delete.
1. On the Site Actions menu, click Site Settings to display the site settings page.

2. Inthe Site Actions section, click Delete this site to display the Delete This Site
confirmation page.

3. Click the Delete button to delete the site.
4. On the Delete This Site warning page, click Delete.

x CLEAN UP Close the browser.

Important Microsoft product support services do not provide support for this book or its
practice files.
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Getting Help

Every effort has been made to ensure the accuracy of this book. If you run into prob-
lems, please contact the sources listed in the following sections.

Getting Help with This Book

If your question or issue concerns the content of this book, please first consult the book's
errata page, which can be accessed at:

www.oreilly.com/catalog/errata.csp?isbn 9780735627338

This page provides information about known errors and corrections to the book. If you
do not find your answer on the errata page, send your question or comment to O'Reilly
Media Customer Service at:

mspbooksupport@oreilly.com

Getting Help with Microsoft SharePoint Designer

If your question is about SharePoint Designer and not about the content of this
Microsoft Press book, please search the Microsoft Help and Support Center or the
Microsoft Knowledge Base at:

support.microsoft.com

In the United States, Microsoft software product support issues not covered by the
Microsoft Knowledge Base are addressed by Microsoft Product Support Services. The
Microsoft software support options available from Microsoft Product Support Services
are listed at:

www.microsoft.com/services/microsoftservices/srv support.mspx

Outside the United States, for support information specific to your location, please refer
to the Worldwide Support menu on the Microsoft Help And Support Web site for the
site specific to your country:

support.microsoft.com/common/international.aspx
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Features and Conventions of
This Book

This book has been designed to lead you step by step through all the tasks you are most
likely to want to perform in Microsoft SharePoint Designer 2010. Each chapter of this
book includes self-contained topics that teach you about specific program features. Most
topics conclude with a step-by-step exercise in which you practice using the program.
The following features of this book will help you locate specific information:

® Detailed table of contents Scan this list of the topics and sidebars within each
chapter.

® Chapter thumb tabs Easily locate the beginning of each chapter by looking at the
colored blocks on the odd-numbered pages.

® Topic-specific running heads Within a chapter, quickly locate the topic you want
by looking at the running head on odd-numbered pages.

® Glossary Look up the meaning of a word or the definition of a concept.

® Detailed index Look up specific tasks and features and general concepts in the in-
dex, which has been carefully crafted with the reader in mind.

You can save time when you use this book by understanding how the Step by Step series
shows special instructions, keys to press, buttons to click, and other information. These
conventions are listed in the following table.

Convention Meaning

SET UP This paragraph precedes a step-by-step exercise and indicates the prac-
tice files that you will use when working through the exercise. It also
indicates any requirements you should attend to or actions you should
take before beginning the exercise.

CLEAN UP This paragraph follows a step-by-step exercise and provides instructions
for saving and closing open files or programs before you move on to
another topic. It also suggests ways to reverse any changes you made to
your computer while working through the exercise.

Blue numbered steps guide you through hands-on exercises in each
topic.

Black numbered steps guide you through procedures in sidebars and in
expository text.

N RN R
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See Also

This paragraph directs you to more information about a given topic in
this book or elsewhere.

Troubleshooting

This paragraph alerts you to a common problem and provides guidance
for fixing it.

Tip This paragraph provides a helpful hint or shortcut that makes working
through a task easier or information about other available options.
Important This paragraph points out information that you need to know to com-

plete a procedure.

Keyboard shortcut

This paragraph provides information about an available keyboard short-
cut for the preceding task.

Ctrl+Tab

A plus sign (+) between two key names means that you must hold
down the first key while you press the second key. For example, “Press
Ctrl+Tab” means "hold down the Ctrl key while you press the Tab key.

Black bold

In exercises that begin with SET UP information, the names of program
elements, such as buttons, commands, and dialog boxes, as well as files,
folders, or text that you interact with in the steps are shown in black
bold characters.

Blue bold

In exercises that begin with SET UP information, text that you should
type is shown in bold blue type.
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Chapter at a Glance

Explore the
SharePoint
Designer |
shell,

page 13

Control the use of _|

SharePoint Designer,
page 32

Use SharePoint Designer
to explore a Web page, page 20

Use task panes,
page 26

Create a site,
page 8

Libraries
Site Pages

Shared Documents

Lists
Calendar

Tasks

Discussions

Team Discussion

E Recycle Bin
IE All Site Content

Site Collection Administration » SharePoint Designer Settings

Use this page to manage the SharePoint Designer Settings for sites in this site collection.

Home Supervisory Board

Allow Site Owners and Designers to use SharePoint Designer in
this site Collection

Specify whether to allow Site Owners and Designers to edit the sites in
this Site Collection using SharePoint Designer, Site Collection
Administrators will always be able to edit sites.

Allow Site Owners and Designers to Detach Pages from the Site
Definition

Specify whether to allow Site Owners and Designers to detach pages from
the original Site Definition using SharePoint Designer. Site Collection
Administrators will always be able to perform this operation.

Allow Site Owners and Designers to Customize Master Pages and
Page Layouts

Specify whether to allow Site Owners and Designers to customize Master
Pages and Page Layouts using SharePoint Designer, Site Collection
Administrators will always be able to perform this operation.

Allow Site Owners and Designers to See the Hidden URL
structure of their Web Site

Specify whether to allow Site Owners and Designers to view and manage
the hidden URL structure of their Web site using SharePoint Designer. Site
Collection Administrators will always be able to perform this operation.
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1 Exploring SharePoint
Designer 2010

In this chapter, you will learn how to

Understand SharePoint Designer.

Use SharePoint Designer to carry out common tasks.
Understand what's new in SharePoint Designer 2010.
Create a site with SharePoint Designer.

Explore the SharePoint Designer shell.

Use SharePoint Designer to explore a Web page.
Use task panes.

SRS XXS<KKX

Control the use of SharePoint Designer.

You may be reading this book because you have Microsoft SharePoint—Microsoft
SharePoint Foundation 2010, Microsoft SharePoint Server 2010, or both—in your orga-
nization and want to do more with your SharePoint sites than you can achieve with only
the browser. You do not know how to program SharePoint, but you want to create more
complex solutions than you can achieve by using the browser and have been told that
Microsoft SharePoint Designer 2010 is a tool that you can use to do this. What you've
heard is true; SharePoint Designer is a powerful tool that allows you to create rich and
robust applications on top of your SharePoint sites.

SharePoint Designer is now “the preferred” tool for designing powerful, no-code solu-
tions and applications in SharePoint 2010. It is a complex tool and is designed to help
you present and manipulate content to meet your business needs. It's not designed for
adding static content, such as text or images to your Web pages, or for uploading docu-
ments or creating list items. You use the browser to complete those tasks. SharePoint
Designer is not a tool for general use by all users who visit or have access to a SharePoint
site.
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To make the best use of this book, you should already be familiar with creating and
modifying SharePoint sites in a browser. It is likely that you are a site or site collection
owner who has little or no experience using SharePoint Designer. A few of you might be
familiar with programming SharePoint solutions in Microsoft Visual Studio 2010; however,
coding experience is not necessary to use this book, which focuses on producing no-
code solutions. Regardless of your current skill level, the book assumes that every reader
wants to learn about the powerful capabilities of SharePoint Designer 2010. Whether you
are an information worker, an IT professional, or a developer, this book is for you.

Most of this book covers the mechanisms of using SharePoint Designer, but you'll also
find advice and guidelines for creating successful solutions for other users. As you read
this book and start to learn how to use SharePoint Designer, you'll find that you can't do
without it.

Soon after you start SharePoint Designer 2010, you'll notice that the user interface (Ul),
known as the shell, looks quite different from SharePoint Designer 2007. SharePoint
Designer 2010 uses the Microsoft Office Fluent user interface, which was designed to
make it easier for users to use and find features within a product. It incorporates the rib-
bon and the companion feature—Backstage view—which can be accessed from the File
tab.

Tip If you are unfamiliar with Microsoft SharePoint 2010, read Microsoft SharePoint
Foundation 2010 Step by Step by Olga Londer and Penelope Coventry (Microsoft Press, 2011)
before you read this book.

In this chapter you will learn what SharePoint Designer is and what common tasks you
can accomplish by using it. You will create, close, and open a team site and explore the
new shell in SharePoint Designer 2010. You will also see how each site has a home page.

Important You should not complete the book’s exercises on a production site. You should
have a practice site or, ideally, your own site collection. For more information about setting up
your environment and the practice files, see “Using the Practice Files” on page xxiii.

Practice Files No practice files are required to complete the exercises in this chapter.
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Understanding SharePoint Designer 2010

SharePoint Designer 2010 is a free, powerful Web-editing tool with special capabilities
for building solutions with SharePoint Foundation 2010 and SharePoint Server 2010 sites.
Once you connect to a SharePoint site, you can use SharePoint Designer to administer
the site, create workflows, and customize pages.

Note Unlike with previous versions of SharePoint Designer, which could be used to create
and customize any standards-compliant site, you cannot use SharePoint Designer 2010 to
customize sites not based on SharePoint, nor can you use it to customize sites based on
previous versions of SharePoint, such as Windows SharePoint Services 3.0 or Microsoft Office
SharePoint Server 2007.

SharePoint Designer renders pages, like many other Web editing tools, in a document
window so that you can visually amend the content in a “what you see is what you get”
(WYSIWYG) environment. Also, like other Office 2010 applications and the browser when
you open a SharePoint site, SharePoint Designer uses the Office Fluent user interface,
including the ribbon, which displays all the tools you need—and only the tools you
need—to complete specific tasks. You can use the tools provided to customize and de-
velop business solutions based on Microsoft SharePoint Products and Technologies with-
out the need to write code.

Tip SharePoint Foundation, SharePoint Server, and SharePoint Designer are known
collectively as Microsoft SharePoint Products and Technologies.

SharePoint sites work in a different way than non-SharePoint sites you may be familiar
with. Instead of using a folder on a Web server, such as c:\inetpub\wwwroot, to store

site content, a SharePoint site stores the majority of the content in a set of Microsoft

SQL Server databases. SharePoint Designer does not have direct access to the content
that is stored in the SQL Server databases. Any modifications you make to a site us-

ing SharePoint Designer are saved in the SQL Server content databases via SharePoint
Foundation or SharePoint Server. Therefore, before you can use SharePoint Designer, you
need access to an environment in which SharePoint is already installed.

With SharePoint Designer, you never open files directly on the local drive, a shared network
drive, or a CD. You connect to a SharePoint site with SharePoint Designer using a URL that
begins with http: or https:, just as you would connect to a SharePoint site using the browser.
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Using SharePoint Designer to
Carry Out Common Tasks

Many of the most successful SharePoint sites are built by the users who use them—the
users of the site become the designers and the developers. Many of them are cre-

ated just with the use of the browser; others are enhanced with the use of SharePoint
Designer. SharePoint is wonderful for producing solutions with no code. These solutions
are successful because the users know what they want to achieve; they are using a site as
they develop it; and they can sort out problems, including problems that can be found
only by using the solution. There is no need to provide feedback to others or raise inci-
dents with your organization’s help desk.

Initially this is probably how you started building solutions, and | hope this book helps
you build more successful SharePoint sites. However, once others in your organization
learn of your success, you might be asked to build solutions for other users. Never for-
get, however, that the reason for the success of your SharePoint site is that you knew the
business requirements and experienced firsthand the issues of your solution. You were
also probably very passionate about your own SharePoint solution.

Part of the SharePoint technologies ethos is to allow users to easily complete tasks that
are traditionally completed by highly skilled technical users—changes to sites were the
domain of the IT department, the Web master, or a Web hosting company. This caused
what became known as the Web master bottleneck; content on sites became dated, and
the number of visitors decreased. Microsoft has provided a set of tools that you can use
to quickly and easily complete common tasks on a SharePoint site. SharePoint Designer
is one such tool. However, you must be sure that the way you use these tools does not
reinvent the Web master bottleneck, where the bottleneck now becomes you! By trans-
ferring the knowledge necessary to maintain a site to another user who does not need
to know how to use SharePoint Designer, you can remove yourself from the maintenance
cycle, leaving you with more time to develop exciting solutions with SharePoint Designer.

To organize a SharePoint site to meet the business needs of you and your coworkers,
you can customize lists, libraries, and the pages of a SharePoint site by using a browser.
With SharePoint Designer, you can carry out similar tasks, but you can also extend those
customizations. With SharePoint Designer 2010, you can now complete more tasks na-
tively, without the need to jump back and forth between SharePoint Designer and the
browser, but you can't do everything with SharePoint Designer. It complements your
Web browser but does not replace it. Use SharePoint Designer to produce solutions that
are easily maintainable and supportable. Typically, you can achieve 75 percent of the
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necessary customizations of a SharePoint site by using a browser; 15 percent require the
use of SharePoint Designer, and 10 percent require a developer who is skilled in Visual
Studio 2010.

Whether you are an administrator, a developer, or an information worker, some of the
most compelling uses of SharePoint Designer are as follows:

® Using the Data View and Data Form Web Parts to create data-driven solu-
tions based on eXtensible Markup Language (XML) and eXtensible Stylesheet
Language Transformations (XSLT) technologies, including creating custom views
of data from external systems exposed by Business Connectivity Services (BCS). If
you need to use either of these Web Parts on multiple sites, you can export and
import the Web Parts or make them part of the Web Part gallery. This lets you
produce maintainable solutions, where you store the XSLT in a central document
library and point these Web Parts to it. You can then centrally manage changes to
the Web Parts you create without visiting every site that uses them.

® Connecting to other data source connections, such as XML Web services, data-
bases, and lists and libraries on other SharePoint sites, including the use of external
content types (ECT) and external lists.

® Using Web Part connections to pass data from a Web Part on one page to one or
more Web Parts on another page. With Web Part connections, you can manage the
data displayed on a page in a dynamic and interesting way. Using a Web browser,
you can connect only Web Parts that are placed on the same page.

® Creating workflows for lists or libraries, a content type, or a site by using the built-
in workflow editor—complemented by business workflow diagrams produced with
Microsoft Visio 2010 and without having to write server-side code. These workflows
can be exported and given to a developer with Visual Studio skills.

® Creating solutions to meet the needs of specific business processes or sets of tasks
in your organization, and then reusing them as a basis for future SharePoint sites.

@ Prototyping a solution to justify business expenditure. Before submitting a proposal
or requesting additional resources, you can quickly create solutions with SharePoint
Designer to gather requirements and verify the business process the solution must
meet. You may need to export your solution and involve a developer or an admin-
istrator so that the final solution is easily deployed and managed. When you start
to develop a solution using SharePoint Designer, your intention might be to create
a solution that will be used immediately. However, as you work with the business,
the solution might become more complex or the business might not be able to
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answer all of your questions, so it turns out that the solution cannot be used imme-
diately. Essentially, you'll find that you are using SharePoint Designer as a prototyp-
ing tool. Another example of when you will discover that you are using SharePoint
Designer as a prototyping tool is when you have customized a site and then you
receive requests to repeat the customization again and again on other SharePoint
sites. In this situation, you need to devise a solution that does not distract you from
your other tasks.

® Performing one-off site customizations.
At this early stage of the book, do not to worry if this list means little to you. By the end

of the book, you will understand what each item means and should review this list of
common tasks that you can accomplish using SharePoint Designer.

Understanding What's New in
SharePoint Designer 2010

SharePoint Designer has historically been a very powerful and useful tool. SharePoint
Designer’s modifications can have long-lasting implications, and the previous ver-
sion of SharePoint Designer did not make this obvious to an untrained user, nor did
it provide an easy method of controlling the level of modifications users could make
with SharePoint Designer. Therefore, some organizations restricted the installation of
SharePoint Designer to all but a few trained business users.

Microsoft has addressed this limitation by implementing a safe-by-default approach. Site
definition pages can be customized (unghosted) only when a page is in advanced edit
mode. Also, you can limit what users can or cannot do with SharePoint Designer at the
Web-application or site-collection level by using the browser.

See Also Chapter 2, “Working with SharePoint Sites,” for more information on how site
collection administrators can control the use of SharePoint Designer, and Appendix C on page
503 for a list of steps that SharePoint farm administrators can use to restrict the use of SharePoint
Designer at the Web-application level.

Other new features in SharePoint Designer 2010 are:

® User interface (Ul) The SharePoint Designer user interface (Ul) is redesigned and
uses the Office Fluent Ul, which was designed to make it easier for users to use
and find features within a product. It incorporates the ribbon and Backstage view,
which can be accessed from the File tab.
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® Easier management of SharePoint components The new Navigation pane,
which replaces the Folder List task pane in SharePoint Designer 2007, focuses on
SharePoint artifacts and not where the artifacts are stored. You can now manipu-
late major SharePoint components—such as content types, site columns, and exter-
nal lists—and modify site and list permissions natively within SharePoint Designer.
Using SharePoint Designer to manipulate SharePoint components is now much
faster and more efficient than using a Web browser to complete similar tasks.

® New tools to help users create better composites (solutions) Two areas of tool
improvement are:

O Workflows The challenge in implementing a new workflow is that the person
who creates the workflow is usually not the one who defines the require-
ments. SharePoint 2010 addresses this challenge by allowing people to cre-
ate workflows in Visio 2010 and export them into SharePoint Designer 2010,
where business logic and additional rules are added. Workflows developed in
SharePoint Designer can be exported from one SharePoint site and imported
into another, as well as into Visual Studio 2010. This enables development and
testing of the SharePoint Designer custom workflow to take place in a trusted
environment before deployment to the production system. In the previous
version of SharePoint, this was available only with workflows created using
Visual Studio. More information on workflows can be found in Chapter 8,
“Understanding Workflows,” and Chapter 9, “Using Reusable Workflows and
Workflow Forms.”

O Business Connectivity Services (BCS) Originally called the Business Data
Catalog, BCS is now available in the base product, Microsoft SharePoint
Foundation 2010. SharePoint Designer is the major tool for information work-
ers and business analysts to define how to access external systems and create
dashboards and composite applications based on data from the external sys-
tems. The BCS is detailed in Chapter 7, “"Using Business Connectivity Services.”

® Performance and stability improvements Until the release of Service Pack 2,
SharePoint Designer 2007 had major performance and stability issues. Some users
also complained about the code SharePoint Designer 2007 generated. Microsoft
has invested heavily in this area.

A number of SharePoint Designer 2007 features are removed from SharePoint Designer
2010. Many of these features are not relevant to SharePoint sites, and since SharePoint
Designer 2010 can be used only with SharePoint 2010 sites, they served no purpose. The
features removed include:
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® Contributor settings Microsoft received feedback that this feature was too com-
plicated and rarely used. Restrictions are now controlled using permissions, the
safe-by-default editing mode, and the configuration at the Web-application and
site-collection level as described earlier in this section.

® Database-related features This includes the Database Interface Wizard that cre-
ates new database-driven Web sites, the database results Web component (also
known as a WebBot), and the Database tab of the Site Settings dialog box, which
on a SharePoint site displayed the message "Database properties cannot be used
with this Web site.”

® Layout tables CSS layout features have replaced the layout tables feature. If any of
your upgraded SharePoint sites contains a layout table, SharePoint Designer 2010
displays the layout table functions correctly; however, you will not be able to install
any new layout tables.

® Publish, backup, and restore of Web sites; import and export of Web packages
(.fwp), and FTP client Many of these features were useful on non-SharePoint sites
and have been removed. Expression Web is the tool to use for these features. Also,
SharePoint Designer is not a server administrator's tool. The Central Administration
Web site should be used to complete comparable tasks for SharePoint sites.

Tip To package and deploy SharePoint solutions, save a site as a template or use a solutions
file. You can find more information on solutions at http://social. msdn.microsoft.com/Search/
en-us?query=sharepoint+2010+solutions. There is a 20 minute learning snack on developing
solutions with Microsoft SharePoint Server 2010 at www.microsoft.com/learning/en/us/
training/format-learning-snacks.aspx#SP10.

® The Reports, Navigation, and Hyperlinks options available on the Sites menu
and at the bottom of the Web Site tab The error checking features in SharePoint
Designer 2010 let you check for broken links, unused pages, cascading style sheets

usage, and master page usage.

See Also More information on changes to SharePoint Designer 2010 can be found at http://
technet.microsoft.com/en-us/library/cc179083(office.14).aspx.

Creating Sites with SharePoint Designer

Usually, the first task when you build a solution is to create a site. When you create a
site with SharePoint, you can choose from a number of site templates that incorporate
pages, Web Parts, and other features that allow you to organize information, manage
documents, and create workflows to support your business environment.
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SharePoint Foundation 2010 has 10 built-in site templates. SharePoint Server includes
these 10 site templates plus a number of other site templates. These templates form a
good basis on which to create almost any SharePoint site. You should familiarize yourself
with the features that sites created from these templates offer so that you know which to
use as a blueprint.

When you create a SharePoint site from one of the built-in site templates, you refer to
pages and files stored on each Web server. The pages and files are stored in a subfolder,
named TEMPLATE, in the root directory, which in a default installation is C:\Program
Files\Common Files\Microsoft Shared\web server extensions\14. When you create a
SharePoint site, no files or pages are created. Instead, entries are created in tables in the
SQL Server content databases that point to files in the TEMPLATE folder. The files in the
TEMPLATE folder on the Web server are known as site definitions. Site definition files are
cached in memory on the server at process startup. As a result, when you request a page
that points to one of the site definitions files, it is retrieved from the server’s memory.
Therefore, a relatively small set of files can support a large number of SharePoint sites
with many pages, resulting in improved performance.

To open a SharePoint site with your browser, you type the address of your site, known

as a URL—for example, http://wideworldimporters/Human Resources or http://intranet.
wideworldimporters.com/sites/teams/IT. The first portion of the URL, such as http:/wide-
worldimporters or http://intranet.wideworldimporters.com, is known as the Web applica-
tion. A Web application can consist of one or more site collections; each site collection
always has one top-level site and, optionally, one or more subsites, also called child sites.
This hierarchy resembles the hierarchy of folders in file systems in that it is a treelike struc-
ture. Using the example mentioned earlier, http.//wideworldimporters is the top-level site
of a site collection and Human Resources is a subsite of the http.//wideworldimporters site
collection.

In this exercise, you create a subsite by using the Team Site template.

SET UP You need the URL of a SharePoint site where you can create the new team
site as a subsite. It is recommended that you do not complete the book’s exercises
on a production site. You should ideally have your own practice site collection. If in
doubt, check with your SharePoint administrator.

1. On the taskbar, click the Start button, point to All Programs, click SharePoint,
and then click Microsoft SharePoint Designer 2010.

The SharePoint Designer window opens, displaying Backstage view.
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2.

Under Site Templates, click Team Site.

The Team Site dialog box opens.

Team Site @
Specify the location of the new Web site:
http: f{wideworldimpor ters fteam2 |z|
[ OK ] l Cancel ]

In the Specify the location of the new Web site text box, type the name of your
team site: http://<yourwebapplicationname/path>/Human Resources.

The yourwebapplicationname/path portion of the URL is the location of the site col-
lection that you are using for the exercises in this book. (The path portion might be
empty.) Human Resources is the name of the team site.

Important For the exercises in this book, | use a fictitious SharePoint site,
wideworldimporters. Its URL is http://wideworldimporters. However, in your
environment, you will use a different URL, and therefore you need to use your site
location, http://<yourwebapplication/path> in place of http://wideworldimporters.

Click OK.

A number of dialog boxes open. If prompted, type your user name and password.
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When the last dialog box closes, the new team site is displayed in On Stage view in
SharePoint Designer.

x CLEAN UP Close SharePoint Designer.

Best Practices for Naming URLs

Every SharePoint component is referenced by a URL, whether it is for a site, a list, or
a library. When you create a new SharePoint component, do not use the following
characters:\/:*?" < > | #{} % & <TAB> " ! ~ +, Both the browser and SharePoint
Designer display a warning dialog box if you use an illegal character. When you use
the browser, the message points to the illegal character you tried to use.
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Note When Microsoft Silverlight is not installed, the error message appears in
a dialog box. Microsoft Silverlight is a Web application framework that provides
functionalities similar to those in Adobe Flash, integrating multimedia, graphics,
animations, and interactivity.

The error message displayed by SharePoint Designer does not point specifically to
the illegal character used.

See Also For more information about using these characters in URLs, see the Microsoft
Knowledge Base article at support.microsoft.com/default.aspx?scid=kb;en-us;905231.

Keep a URL's name short and meaningful, and include terms that are memorable to
users and terms that they might enter as search query keywords. The name can tell
users about your Web site—its purpose and the type of content it contains—and
helps search engines rank your site for targeted keywords. Check the spelling of
words you include in the URL name and be consistent in your naming conventions;
for example, don't call a picture library pictures in one site and images in another.
For some SharePoint components, such as the URL for a site, you cannot change
the URL later.

If your aim is to make the URL readable and the URL consists of several words,

use an underscore (" “) in place of a space or remove the space and capitalize the
first character in each word. For example, replace the three words Wide World
Importers, with either Wide World Importers or WideWorldimporters. The under-
score is the better of these options because all popular search engines and spiders
understand it as a word separator.

See Also More information on SharePoint 2010 Search Engine Optimization (SEO) tips
can be found at http://blogs.msdn.com/b/opal/archive/2010/04/23/sharepoint-2010-
search-engine-optimization-seo-tips.aspx.

Although the space character is a legal URL character, there are several issues with
having one or more spaces in the URL, such as the following:

® Readability. A space in the URL name is URL-encoded as %20, so the resulting
name is difficult for people to read. A site with a URL of s p f would result in
an encoded version of s%20p%20f, six extra characters.

® URL length limitation. A URL must contain no more than 260 characters.
SharePoint refers to every site, list, library, list item, or document as a URL.
SharePoint prefixes the document name by the document library’s URL, which
is prefixed by the site’s URL, then by its parent’s site’s URL, and so on. In addi-
tion, when a user edits documents or list items, SharePoint appends the URL
of the document library or list, so that when the user clicks Save or Close, the
browser redirects them to the list or library in which the item was saved.
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® Links in e-mails. If you incorporate a URL in an e-mail message, some e-mail

Note You might see the use of dashes or hyphens ("-") to separate words in a URL
name; however, hyphens are used as break points to wrap text on separate lines.
URLs that contain hyphens can cause problems similar to spaces with e-mail and text
editors.

If the URL for the list or library contains two spaces, it contains six extra char-
acters. Then, as the URL is appended for editing, that adds another six extra
characters, making 12 extra characters. Therefore, if you consistently use
long names, you'll eventually have problems, which is exaggerated if you use
spaces.

programs truncate the URL at the first space when sending the clickable link
to the recipient, resulting in a broken link. When users click the link, they are
taken to an invalid location in the browser and won't understand why they
can't find the document.

Exploring the SharePoint Designer Shell

When you open SharePoint Designer (as in the previous exercise), you are presented with
Microsoft Office Backstage view, which gives you access to those tasks you need to per-
form on the whole site or in configuring SharePoint Designer. The title bar contains the
program name or the site name, if one is open.

When you open SharePoint Designer but have not yet opened a SharePoint Web site,
Backstage view is divided into five areas:

The pane at the left includes essential management commands and product
options.

Open SharePoint Site Allows you to open a SharePoint 2010 site and, if you have
SharePoint Server 2010 installed, customize your My Site.

Recent Sites Displays the SharePoint sites that you recently opened with
SharePoint Designer.

New SharePoint Site Allows you to quickly create a blank SharePoint site or a sub-
site beneath your My Site.

Site Templates Allows you to create a site based on one of the SharePoint site
templates. By default, this area shows the Blank Site, Blog, and Team Site templates.
You can use the More Templates option to connect to a SharePoint site that pro-
vides more site templates.
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Once a site is open, On Stage view is displayed, and as in many Microsoft Office applica-
tions, it contains a number of elements, as shown here:

Navigation -

Mini-gallery 4

Quick Access Toolbar ~Breadcrumb Ribbon

group
~Workspace ~Task pane

Ribbon -

r

pane

ar

L

Status bar—[E
Log In As

Quick Access Toolbar This area can be customized to include favorite or frequent-
ly used commands. Commands that cannot be used with the information displayed
in the workspace are not available.

Ribbon The ribbon was introduced in Office 2007 and has been improved in Office
2010 to include some new tools and provide more flexibility. It consists of a number
of task-oriented tabs; each tab contains a number of command buttons. The num-
ber of tabs shown depends on the information displayed in the workspace.

Ribbon group A collection of related commands, each command has one or
more images and alternative text that appears as a ScreenTip when you hover the
mouse over it. The image displayed for the command depends on the size of the
SharePoint Designer window. As you resize the window, the ribbon resizes, and the
groups and commands expand or collapse dynamically.

Navigation pane This lists SharePoint artifacts, such as a lists and libraries, work-
flows, and master pages. Unlike in SharePoint Designer 2007, you no longer need
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to know where each artifact is stored. By using the Navigation pane, you can quick-
ly go to the artifact you need to work with.

® Breadcrumb As with any other breadcrumb on the Web, the breadcrumb in the
shell provides a tool that makes it easy to navigate back and forward and keep
track of where you are. The SharePoint Designer breadcrumb also allows you to
navigate through related components of an artifact.

® Workspace In the workspace, you manipulate SharePoint artifacts, including Web
pages. When a site is open, a tab appears above the workspace with the name of
the site. The workspace and tab name change as you navigate between artifacts,
and new tabs open as you manipulate artifacts. A Refresh button is located at the
top left of the workspace, and the workspace can contain its own status bar when
you are editing Web pages. The workspace has three page formats, depending on
the artifact displayed:

O Settings page Used to configure the settings or display information for an
artifact such as the open site, lists, libraries, pages, and workflows.

O Gallery page Used to display a list of artifacts and helps to obtain a broad
view of the contents of the site. For example, if you click Site Columns in the
Navigation pane, you see a list of site columns.

O Editors Allows you to edit artifacts such as Web pages, content types, and
workflows.

® Mini-gallery A list of artifacts; it can be seen below the Navigation pane, similar to
the gallery page.

® Task panes These are helper windows that you can open and use to perform cer-
tain tasks with files, such as adding ASP.NET controls and managing cascading style
sheets. Unlike in SharePoint Designer 2007, task panes do not automatically appear
in SharePoint Designer 2010 when you open a Web page.

@ Status bar The status bar contains information such as the visual aid setting, style
application settings, download statistics, rendering mode, page size, cascading
style sheet version, and code errors.

® Log In As This control allows you to sign in as a different user for testing purposes.
Tip You can switch between Backstage and On Stage view by clicking the File tab.

In this exercise, you explore the SharePoint Designer shell, open a SharePoint site, and
review the backstage and startup settings of SharePoint Designer.

Q SET UP Use the team site you created in the previous exercise.
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1. On the taskbar, click the Start button, point to All Programs, click SharePoint,
and then click Microsoft SharePoint Designer 2010.

Sar The SharePoint Designer window opens, displaying Backstage view.
2. Inthe left pane, click Options.

The SharePoint Designer Options dialog box opens.

SharePoint Designer Options @

[ General ]

T
LQ) General options for working with SharePaint Designer.
Language

Customize Ribbon SharePoint Designer options

Quick Access Toolbar SharePoint Designer Application: Application Options
Add-Ins Page Editor: Page Editor Options

Trust Center User Interface options

Enable Live Preview (i
LColor scheme: Sil\rerEI
ScreenTip style: | Show feature descriptions in ScreenTips El

OK ][ Cancel ]

3. Click Application Options.

The Application Options dialog box opens displaying the General tab, where the
Startup options are listed. You use the Configure Editors tab to associate file types
with programs (the default editors) on your computer. These programs are used to
open a file when you double-click it or when you right-click a file and click Open.

Application Options @
General | Configure Editors

Startup

[C10pen last Web site automatically when SharePaint Designer starts:
Check if Microsoft Office iz the default editor for pages created in Microsoft Office.
[] chedk if SharePoint Designer is the default editor for pages.

General
Show status bar
[T warn when induded components are out of date
[Clwarn when text index is out of date
[ show catalog lists and system objects
Enable compression for Hitp connections
Cache site data across SharePoint Designer sessions
Preload site data during the site open process

Proxy Settings...

[ OK J [ Cancel
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On the General tab, select the Open last Web site automatically when
SharePoint Designer starts check box, and then click OK twice to close the
Application Options and then the SharePoint Designer Options dialog boxes.

In the left pane, click Help.

Options for getting help and details about SharePoint Designer, including version
information and whether you are using the 32-bit or 64-bit version of SharePoint
Designer, are displayed.

In the left pane, click Sites, and then under Open SharePoint Site, click Open
Site.

The Open Site dialog box is displayed.

Tip You can use your browser to open a Web site in SharePoint Designer by clicking Site
Actions and then clicking Edit In SharePoint Designer. If you click this option and do not
have SharePoint Designer installed, you are asked whether you want to download and
install SharePoint Designer. If you choose to install SharePoint Designer 2010 yourself
and have SharePoint Designer 2007 already installed (so that you can customize earlier
versions of SharePoint), you must download the 32-bit version of SharePoint Designer
2010. Please also note that 64-bit Office applications will not run if SharePoint Designer
2007 is installed.
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7.

In the Site name box, type the URL of your team site, and then click Open. If
prompted, type your user name and password, and click OK.

Important SharePoint Designer uses Internet Explorer’s security settings to decide
whether to prompt for credentials. If you are prompted for credentials when you display
the site in the browser, you are prompted for credentials when you open the same site
using SharePoint Designer.

The On Stage view of SharePoint Designer is displayed. The workspace contains
the settings page for your team site, and the workspace tab displays the name of
your site. The workspace also displays the key information for your site, such as the
title and description, the Web address, the SharePoint version, server version, per-
centage of storage used (if a quota is set for this site), and users and groups that
have permissions to your site. You'll also see a list of subsites and see whether you
have the ability to customize your home page and master page and to change the
theme. The ribbon’s Site tab contains commands to create new SharePoint artifacts
and to manage the site.
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8. Click the down arrow at the right end of the Quick Access Toolbar, and then click
More Commands.

The SharePoint Designer Options dialog box opens.

9. Under Choose command from, select Al Commands, and then scroll down, click
Paste Text, and click Add.

Paste Text appears in the Customize Quick Access Toolbar column.
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10. Click the up arrow to the right of the Customize Access Toolbar column so
that the Paste Text command is below Redo, and then click OK to close the
SharePoint Designer Options dialog box.

A dimmed Paste Text icon appears on the Quick Access Toolbar. This icon becomes
activate when you have a Web page open and you place the insertion point in the
Web page.

x CLEAN UP Leave SharePoint Designer open if you are continuing to the next

exercise.

Using SharePoint Designer to Explore a Web Page

When you open a site you are presented with the site settings page in the workspace
area. You can use this page to view and manage the settings for a site, and you can use
the link in the Customization area to open the site’s home page. The home page, also
known as the site's default page, is the page that renders in your browser if you type the
URL of a site and do not specify a specific page.

SharePoint Designer provides you with the following three views of a page:

® Design view displays the page as it would appear in a browser and provides a
WYSIWYG editing environment. To identify page elements such as borders, mar-
gins, and padding, you can use SharePoint Designer 2010 visual aids.

® Code view displays the HTML tags, client-side script (such as JavaScript), and con-
trols that SharePoint uses to display content, such as the name of the site and the
Search box. The code elements are color-coded to make it easier for you to distin-
guish the text that users see in their browser from the code surrounding the text.
Each line of code is numbered so that error messages can reference them and you
can quickly identify problems.

® Split view divides the workspace horizontally and displays Code view at the top
and Design view at the bottom.

Tip You can change the default colors for the code elements by using the Page Editor Options
dialog box. You can also change the default text attributes for content you add using Design
view. You will use the Page Editor Options dialog box in the next exercise.

You can use any of these three views to edit a page. When you display a page in the
workspace, it is called the editor page, and Editor appears in the workspace breadcrumb.
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A SharePoint site can contain a number of different types of Web pages. The types of
Web pages you might be familiar with when using a browser are Web Part pages, Wiki
pages, and, if you use SharePoint Server, publishing pages. These pages on a newly cre-
ated SharePoint site are built from site definition files and point to files in the TEMPLATE
folder, as described earlier in this chapter.

See Also For more information on editing Web Part pages and Wiki pages in the browser, see
Chapter 6, “"Working with Web Pages,” in Microsoft SharePoint Foundation 2010 Step by Step.
Publishing pages are covered later in this book in Chapter 13, “Managing Web Content in the
SharePoint Server Environment.”

The home page of a newly created team site is a Wiki page, which allows users to inter-
mingle content with Web Parts in a rich-text editing region within the page. This region
of the page, known as PlaceHolderMain, is saved separately from the site definition

file. Therefore, when you edit the page in the browser or in SharePoint Designer in safe
mode—uwhich is the default editing mode—you are only modifying the content within
PlaceHolderMain and not the content of the site definition files. Depending on your
permissions, as explained in the last section of this chapter, you might be able to edit
the Web page in advanced edit mode. This allows you to amend the content outside the
PlaceHolderMain region. Then, when you save the Web page, a copy of the site defini-
tion file together with your amendments are stored in the SQL Server content database.
These amended Web pages, known as customized or unghosted pages, no longer point
to the site definition files in the TEMPLATE folder on the SharePoint servers and no lon-
ger provide the same performance benefit as site definition files. Site definition files that
have not been customized are known as uncustomized or ghosted pages.

In Code view, when you are editing a page in safe mode, the code that is stored outside
PlaceHolderMain and which you cannot modify is highlighted in yellow.

In this exercise, you use the Page Editor Options dialog box to configure Design and
Code views and then explore a Web page.

SET UP Using SharePoint Designer, open the team site you used in the previous
exercise if it is not already open. The site’s settings page should be displayed.

1. Click the File tab, and then click Options in the left pane.
The SharePoint Designer Options dialog box opens.
2. On the General tab, click Page Editor Options.

The Page Editor Options dialog box opens with the General tab active. This tab
contains a number of settings that affect Code view. You can also change these op-
tions from the Code View toolbar. The default settings make it easy for you to work
with code and find errors.
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3. Click the Default Fonts tab.

The default setting is to use the Unicode (UTF-8) language, which is the World
Wide Web Consortium (W3C) recommendation. Depending on the size of your
monitor, you might want to change the font size used in Code view.

Page Editor Options @
Authoring I Picture I Code Snippets | Ruler and Grid I IntelliSense I Font Families
General I AutoThumbnail | Default Fonts | Code Formatting I Cs5 I Color Coding

Select the font SharePoint Designer should use for each language when no font is spedfied for
text.

Language {character set):
Simplified Chinese (GB2312)
Thai
Traditional Chinese (Bigs)
Turkish
Unicode
Unicode (Big-Endian)

|

1

e faceTTy

Design View

Default proportional font: Times Mew Foman
Default fixed-width font: Courier New

Code View

El | [E[E]

Font: Courier New

Size: 9 Iz‘

[ OK J[ Cancel ]

Tip Do not change the Design view font. Internet Explorer and Firefox use Times New
Roman as their default font, and you want the view of a page in Design view to reflect
the rendering of the page within the browser.

4. Click OK twice to close the Page Editor Options and then the SharePoint
Designer Options dialog boxes.

The site settings page is displayed in the workspace.
5. In the Customization area, click Edit site home page.

The home page of the team site opens as a second tab in the workspace. The
Home.aspx file is stored within the Site Pages document library. SharePoint
Designer indicates this by highlighting the artifact Site Pages in orange in the

Navigation pane and displaying the Site Pages mini-gallery below the Navigation
pane.
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I—Web page URL On Object User Interface —

( )

) ( )

|-Views |:Visual aids |-Quick Tag Selector

status

Tip You can switch between tabs by pressing Ctrl+Tab or Ctrl+Shift+Tab.

The title bar of the SharePoint Designer window contains the URL of the page.

A purple border labeled PlaceHolderMain (Custom) is displayed with a small ar-
row floating to the top right of the border, known as the On Object User Interface
(OOUI). The Quick Tag Selector is displayed in the workspace status area to the
right of the view tabs. The SharePoint Designer window status bar identifies wheth-
er visual aids are turned on or off.

Troubleshooting If the purple border labeled PlaceHolderMain (Custom) does not
appear, place the insertion point to the left of the text Welcome to your Site!

On the View tab on the ribbon, click Visual Aids in the Workspace group, and
then click Show.

The status of visual aids is reversed; in other words, if they were turned on, the
SharePoint Designer window status bar now indicates Visual Aids: Off.

www.it-ebooks.info


http://www.it-ebooks.info/

24

Chapter 1 Exploring SharePoint Designer 2010

o

No-En ry

7.

Move the pointer over the page to where the pointer changes to the no-entry icon.

A no-entry icon identifies content that is not within the EmbeddedFormField
SharePoint control. The PlaceHolderMain (Custom) region contains the
EmbeddedFormField control. You cannot click or enter text at the location where
the no-entry icon appears.

Within the PlaceHolderMain region, click Shared Documents.

The Web Part is highlighted in blue and labeled WebPartPages:XsltListViewWebPart,
and the WebPartPages:XsltListViewWebPart tag becomes the last tag on the
Quick Tag Selector. On the ribbon, four List View Tools tabs are displayed: Options,
Design, Web Part, and Table.

Press Esc four times.

The third time you press Esc, the table cell td, which contains the left part of

the PlaceHolderMain region, is highlighted. The final time you press Esc, the
table#layoutsTable tag contained in the PlaceHolderMain region is highlighted. The
Esc key takes you to the parent HTML tag container. On the Quick Tag Selector,

a number of unavailable tags are displayed. These tags are defined outside the
PlaceHolderMain region. On the ribbon, the List View Tools tabs disappear, and the
Table Tools, Layout tab is displayed.

Tip SharePoint sites contain a number of controls, so it can be difficult to position your
cursor exactly where you want it. Use the Esc key together with the Up Arrow, Down
Arrow, Left Arrow, and Right Arrow keys to navigate around the page.
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10. At the bottom of the Home.aspx document window, click Split.

The workspace splits horizontally and displays Code view in the upper pane and
Design view in the lower pane. The table is highlighted in both views. In Code view,
the code above the table tag is highlighted in yellow, indicating that you cannot
amend that code.

73 <SharePoint:ErbeddedFormField id="WikiField™ FieldName="WikiField" ControlMode="Display” runat: *
T4 <table id="layoutsTable" style="width:100%">

75 <thody>
& «<tr style="vertical-align:top">
<td style="width:66.6%">
<div class="ms-rte-layoutszone-cuter” style="width:100%">
<div class="m3-rte-layoutszone-inner"” style="min-height:60pa;yard-wrap:break-word"> |
<hl class="ms-rteElement-H1B" style="margin-bottom:0px"><span><spal
Welcome to your 3ite!
</3pan></apan></hl>
<p>snbsp; </p>
<prAdd a new image, change this welcome
text or add new lists to this page by
clicking the edit button above. You can
click on Shared Documents to add files
or on the calendar to create new team
89 events. Use the links in the getting
90 started section to share vour site and

[m]

Site Actions "Ml Erowse

Team SiteSite PagesHome

Home Search this site L

(7]

[ VisualUpgradePreviewstd PlaceHolderMain (Custom][ table#layoutsTable] " nnamed26” 1
Recently Modified

[3Design |B split|ElCode  «+ <ContentTemplate > <EmbeddedFormF... #WikiField> <div.ExternalClass...> <|ab\a#|ayoutsTab\e>| 3

< I

Tip You can switch between views by pressing Ctrl+Page Up or Ctrl+Page Down.

11. On the Home tab, click Advanced Mode in the Editing group.

Troubleshooting If the Advance Mode command is not active, you have not been given
permissions by your site collection owner or SharePoint administrator to edit pages in
advanced mode and will not be able to complete this step. See the last section in the
chapter for more information on controlling the use of SharePoint Designer.

The word Editor on the workspace breadcrumb is replaced by Advanced Editor. The
Home.aspx page refreshes, and in Code view no lines of code are highlighted in
yellow.

Tip The Advanced Mode command in the Editing group is not available and cannot be
used to toggle the page back to safe edit mode. To return the page to safe edit mode,
you need to close and reopen the page.

12. On the View tab, click Design in the Page Views group. Right-click the Home.aspx
tab, and then click Close.

The home page of the team site closes, leaving the Team Site tab displayed in the
workspace.

x CLEAN UP Leave SharePoint Designer open if you are continuing to the next exercise.
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Using Task Panes

Task panes are helper windows that you can use to perform certain tasks with Web
pages. You can open, close, and move task panes to the sides of the SharePoint Designer
window or make them float so that they appear in the middle of the window. You can
open task panes by using the ribbon’s View tab. SharePoint Designer provides 17 task
panes, listed in the following table.

Task pane Description

Tag Properties Use to manipulate tag properties, such as HTML tags, ASP.NET controls,
and SharePoint Server controls.

CSS Properties Use when working with cascading style sheets, particularly when ma-
nipulating cascading style sheet class, ID, or tag definitions. Use as an
alternative to launching the Modify Style dialog box.

Apply Styles Use to create new cascading style sheet styles and apply existing ones to
elements within pages.

Manage Styles Use to manage cascading style sheet styles that are added to elements
within pages.

Behaviors Lists behaviors that you can add to pages. Behaviors allow you to add
dynamic effects and are mostly driven by JavaScript.

Layers Use to insert and configure layers. A layer is the name given to an absolute-
positioned HTML division (DIV) tag. You use the DIV tag to group ele-
ments so that you can format them with styles or create animations or
flyout menus.

Toolbox Lists HTML tags, form controls, ASP.NET controls, and SharePoint con-
trols that you can place on pages by dragging and dropping.

Data Source Use to display or modify contents of the data sources by using either the

Details Data View Web Part (DVWP) or Data Form Web Part (DFWP).

Conditional Use to format the data in a DVWP or DFWP depending on criteria that

Formatting you specify.

Find 1 Use to search and replace text, code, and HTML within a page. You can

find and replace text on one page, a number of pages, or the whole site.
You can also find words in the code and regular expressions.

Find 2 Displays a second search task pane. Use when you want to leave the
search results in the Find 1 task pane but need to complete another
search.

Accessibility Use to check pages and sites against Web Content Accessibility

Guidelines (WCAG) Priority 1 and 2 and Section 508.
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Compeatibility Use to validate pages and sites for well-formed HTML/XTML or cascad-
ing style sheet versions. The Compatibility Checker currently supports
CSS 2.1, 2.0, 1.0 and CSS IE6.

Hyperlinks Use to check and fix broken links.

CSS Reports

Use to check pages for cascading style sheet errors and highlight those
cascading style sheet styles that are not used.

Clip Art

Use to search for clip art.

Clipboard

Allows you to view up to 24 thumbnails of any item that can be cut or
copied by an Office program (text, graphics, photographs, and more).

In this exercise, you view and manage task panes.

SET UP Using SharePoint Designer, open the team site you used earlier in this
chapter. The settings page for the site should be displayed.

1. Inthe Navigation pane, click Site Pages.

The Site Pages gallery page is displayed in the workspace.

2. Click Home.aspx if it is not already selected. Then, on the Pages tab, click Edit File
in the Edit group.

The home page of the team site opens in the workspace.

3. On the View tab, click Task Panes in the Workspace group, and then click Find 1.
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p

Find and Rep ace

4.

5.

6.

The Find 1 task pane opens, docking below the workspace.
In the Find 1 task pane, click the Find and Replace button.
The Find And Replace dialog box opens.

In the Find what box, type MasterPageFile, and click All pages under Find
where.

Select the Match case and Find whole word only check boxes under Advanced.
Clear any other options that are selected under Advanced.
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Click Find All.

The Find And Replace dialog box closes. The status bars of both the SharePoint
Designer window and the Find 1 task pane indicate the progress of the search.
When the search is complete, the Find 1 task pane status bar informs you that no
occurrences of MasterPageFile were found.

Note Because the page was displayed in Design view, SharePoint Designer searched the
text that would be displayed to users when they use a browser in the search for the term
MasterPageFile. It was not searching the source code for the word.

In the Find 1 task pane, click the Find and Replace button.
The Find And Replace dialog box opens.

Under Advanced, select the Find in source code check box under Advanced and
click All pages under Find where.

Click Close to close the Find and Replace dialog box.
In the workspace status bar, click Code.
The home page is displayed in Code view in the workspace.

In the Find 1 task pane, click the Find and Replace button to open the Find and
Replace dialog box.

In the Find what box, type MasterPageFile (if necessary), select the Find in
source code check box under Advanced, and click All pages under Find where.

The Find In Source Code check box is not available but is still selected.
Click Find All.

The Find And Replace dialog box closes, and as before, the status bars indicate the
progress of the search process; the Find 1 task pane displays the results. In a newly
created SharePoint site, each page refers to a master page. The number of pages re-
turned in the results depends on the site template the site is created from and wheth-
er the site is created in a SharePoint Foundation or SharePoint Server installation.
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&

Nex Resu

15.

16.

17.

2! P~ Page - Line + Matched Text =
ir PWF| _catalogs/masterpage/Forms/AlLL. .. .12 Page language="C# L
@ |=] _catalogs/masterpage/Forms/Disp... 1 ... @ Page language="C#'

2] _catalogs/masterpage/Forms/Edit... 1 ... 12 Page language="C#’
i |=Z] _catalogs/masterpageForms/Upla.., 1 ... (@ Page language="C#'
=] default.aspx [1/1] 1 ...@ Page language="C#"
[Z] Lsts/announcements/alltems.asp.., 1 ... @ Page language="C="
|j Lists/AnnouncementsDispForm.as... 1 .12 Page language="C#¥ -
< T | 3
X |Found 58 occurrences of 'MasterPageFile' in 58 pages.

In the Find 1 task pane, click the Next Result button.

The first page in the results list opens in a new tab in the workspace in Code view,
with the first instance of the text you are looking for highlighted.

Tip To continue searching the page for the next occurrence of the word, click the Next
Result button; to find the previous occurrence of the search keyword, click the Previous
Result button. When no more occurrences of the search keyword can be found on

the current page, the next page in the results list opens in a new tab if the page is not
already open. To open a specific page, double-click the page in the results list. To save
your common find-and-replace searches, in the Find And Replace dialog box, click the
Save Query button. To use a saved query, click the Open Query button.

On the View tab, click Task Panes.

Notice that the task panes displayed in the drop-down menu are grouped and
separated with a horizontal line. Task panes in the same group open in the same
area of the SharePoint Designer window. Task panes that open in the same area ap-
pear as tabs.

Use the Task Panes list to open the Clipboard, Manage Styles, and Apply Styles
task panes.

The Clipboard task pane docks to the right edge of the SharePoint Designer win-
dow, and the Apply Styles task pane opens to the left of the Clipboard task pane,
with the Manage Styles task pane represented by a tab to the right of the Apply
Styles tab. The Workspace and Find 1 task panes are reduced in size.
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In the lower-left corner of the Find 1 task pane, click the Close button.

The Find 1 task pane closes.

Tip Close task panes when you no longer need them because they reduce the space
available for the document window area.

In the Apply Styles task pane area, click the Manage Styles tab.
The Manage Styles task pane becomes active.

Move the mouse pointer over the Manage Styles task pane title bar so that the
pointer changes to a four-way arrow. Hold down the mouse button, and drag the
Manage Styles task pane below the workspace.

Note The Clip Art and Clipboard task panes cannot be moved or merged with the
other task panes and always open in a separate window docked at the right side of the
SharePoint Designer window.

On the ribbon’s View tab, click Task Panes, and then click Reset Workspace
Layout.

All task panes close.
On the View tab, click Design.

The active page is displayed in Design view.

x CLEAN UP Close SharePoint Designer.
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Controlling the Use of SharePoint Designer

SharePoint is a rich and complex tool, designed to be used by information workers, busi-
ness analysts, project managers, administrators, and developers—in fact, by anyone who
needs to design, develop, or prototype SharePoint 2010 solutions. However, it is not a
tool for everyone, and IT administrators and site collection owners will want to limit its
usage at either the Web-application or site-collection level.

When a Web application is created, by default each site collection within that Web ap-
plication can be modified using SharePoint Designer only by users who are members of
the Site Owners and Designers site groups. However, such users are not allowed to do
the following:

® Detach pages from site definitions; that is, they cannot edit Web pages in advanced
mode, and therefore cannot customize (unghost) Web pages.

® Customize master pages and page layouts. The Master Page option will not be
available on the Navigation pane in SharePoint Designer.

® See the hidden URL structure of their Web site. Within SharePoint Designer, users
will not see the All Files option on the Navigation pane, the All Files gallery page
in the workspace, or All Files in the mini-gallery. If this option is enabled but the
Customize Master Pages And Page Layouts option is not allowed, then site owners
and designers can see the master pages and page layouts, but they are not allowed
to amend them.
Note In SharePoint Foundation, the Designers site group is not created by default, but
it can be created by using the browser or SharePoint Designer. When you create the
Designers site group, map it to the design permission level.
Site collection administrators are not limited by these settings at the site-collection level.
However, at the Web-application level, all users, including site collection administrators,
can be prevented from using SharePoint Designer or be limited in their use of SharePoint
Designer across all site collections within the Web application.

In this exercise, you configure SharePoint Designer settings at the site-collection level.
You need to be a site collection owner to complete this exercise.

Q SET UP You need the URL of the top-level site of a site collection.

1. Open the root site of your site collection in the browser.
2. Click Site Actions, and then click Site Settings.
The site settings page is displayed.
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Under Site Collection Administration, click SharePoint Designer Settings.

Troubleshooting Under Site Collection Administration, if you see only Go To The Top
Level Site Settings, you have opened a subsite in the browser. Click the link to go to the
root site’s site settings page. If you do not see the Site Collection Administration section
on the site settings page, you are not a site collection owner and cannot complete the
rest of this exercise.

The SharePoint Designer Settings page is displayed.

Peter Connelly -

Site Actions ~ i

Site Collection Administration » SharePoint Designer Settings < o
Use this page to manage the SharePoint Designer Settings for sites in this site collection. Tlikelt  Tags &
Notes
Home  Supervisory Board (2]
Libraries Allow Site Owners and Designers to use SharePoint Designer in
this Site Collection [#] Enable SharePoint Designer
Site Pages Specify whether to allow Site Owners and Designers to edit the sites in
this Site Collection using SharePoint Designer. Site Collection
Shared Documents Admiistrators wil always be able to edit sites.
Lists Allow Site Owners and Designers to Detach Pages from the Site
calendar Definition [l Enable Detaching Pages from the Site Definition
Specify whether to allow Site Owners and Designers to detach pages from
Tasks the original Site Definition using SharePoint Designer. Site Collection
Administrators will always be able to perform this operation.
Discussions

Allow Site Owners and Designers to Customize Master Pages and
Team Discussion Page Layouts [F]Enable Customizing Master Pages and Page Layouts
Spedfy whether to allow Site Owners and Designers to customize Master
Pages and Page Layouts using SharePoint Designer. Site Collection
= Administrators will always be able to perform this operation.
& Recycle Bin
@ All Site Content
Allow Site Owners and Designers to See the Hidden URL
structure of their Web Site [F]Enable Managing of the Web Site URL Structure
Specify whether to allow Site Owners and Designers to view and manage
the hidden URL structure of their Web site using SharePoint Designer. Site
Collection Administratars will always be able to perform this operation.

[ oK ] [ Cancel

Select the check boxes that meet your business needs, and then click OK.

x CLEAN UP Close the browser.

See Also Appendix C on page 503 for a list of steps that SharePoint farm administrators can use
to restrict the use of SharePoint Designer at the Web-application level.

Key Points

SharePoint Designer is “the preferred” tool to design powerful no-code solutions
and applications in SharePoint 2010.

Use SharePoint Designer to produce solutions that are easily maintainable and
supportable.
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SharePoint Designer is not a tool for general use by all those who visit or have ac-
cess to a SharePoint site. The browser should be used to complete tasks such as
adding static content (text, images, or hyperlinks) to Web pages, uploading docu-
ments, or creating and modifying list items.

SharePoint Designer 2010 can be used only with SharePoint Foundation 2010 or
SharePoint Server 2010 sites. These are server-based products and need to be in-
stalled prior to using SharePoint Designer 2010.

SharePoint Designer 2010 cannot be used to customize non-SharePoint Web sites,
nor can you use it to customize sites based on previous versions of SharePoint, such
as Windows SharePoint Services 3.0 or Microsoft Office SharePoint Server 2007. Use
Expression Web for non-SharePoint sites and SharePoint Designer 2007 with sites
created in previous versions of SharePoint.

SharePoint Designer can remember the last site you worked on and open it when

you start the program. This is not the default configuration, but you can select this
setting on the General tab of the Application Options dialog box. The Application

Options dialog box can be opened by clicking Options in Backstage view.

SharePoint Designer uses the security settings of your browser to decide whether
to prompt for credentials.

The SharePoint Designer shell consists of Backstage view and On Stage view. On
Stage view consists of a number of elements, including the Quick Access Toolbar,
ribbon, breadcrumb, Navigation pane, mini-gallery, workspace, task panes, and
status bar.

Web pages initially created in a SharePoint site point to files on a file system,
known as uncustomized pages; however, when pages are customized by using
SharePoint Designer, they are stored in the SQL Server databases, where they are
known as customized pages.

In SharePoint Designer 2010, uncustomized (site definition) pages can only be cus-
tomized (unghosted) when a page is in advanced edit mode.

A SharePoint Web application consists of one or more site collections that contain
one or more Web sites.

When a Web application is created, by default each site collection within that Web
application can be modified using SharePoint Designer only by users who are
members of the Site Owners and Designers site groups. However, these users can-
not customize site definition pages, nor can they see the hidden URL structure of a
SharePoint site.
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Title: Human Resources
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Server Version:
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Customization

Links to site customization tools,
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e Permissions
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-
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SharePoint Sites

In this chapter, you will learn how to

Change the title, description, and theme of a site.
Manage site users and permissions.

Create a site hierarchy.

Delete a SharePoint site.

Reset a site template.

Explore a SharePoint site.

Navigate a site’s components.

SRS XXS<S<KX

Save and use a site template.

You might be using SharePoint for your Internet, intranet, or extranet Web sites, which
are built from a series of SharePoint sites. It is within these sites that you create, store,
and manage your content and collaborate with other users in your enterprise. Each site
can have its own security settings, functionality, content, and navigation. As you saw in
Chapter 1, “Exploring SharePoint Designer 2010,” these sites can be children of other
sites and can have subsites underneath them. This hierarchal relationship can assist you
with navigation as well as security inheritance.

In this chapter, you will see how to use Microsoft SharePoint Designer 2010 to modify

a site’s title, description, and theme. You will also learn how to manage who has access
to a site and what they can do on the site, as well as how to manage your site hierarchy.
You will learn how to make a copy of your customizations by creating a site template
and how to reset your site’s pages when users have customized them with SharePoint
Designer so that they reflect the site template . You will explore the hidden URL struc-
ture of your Web site and review other site components, such as site columns and con-
tent types. Your work with site columns and content types leads nicely to Chapter 3,
"Working with Lists and Libraries,” where you use site columns and content types with
lists and libraries.
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Practice Files No practice files are required to complete the exercises in this chapter.
For more information about practice files, see “Using the Practice Files” on page xxiii.

Changing the Title, Description, and Theme of a Site

Each site has a title and description. These are important properties of a site because
they appear on each page within a site and communicate to users the purpose and func-
tion of the site. They are also fundamental to making information easy to find.

SharePoint uses the text in the title and description fields to rank content items that are
returned in a search result set. Users of SharePoint Server sites can create a more focused
result set by using the advanced search page on the Enterprise Search site, where title
and description are some of the metadata properties that can be selected in the prop-
erty restrict list. On SharePoint Foundation sites, where there is no enterprise search, a
user can, for example, type description:oak in the Search box to find all SharePoint com-
ponents whose description property contains the word oak. As a site or content owner,

it is important that you enter meaningful and consistent names for your site and other
SharePoint components.

See Also More information on how to execute basic search queries on a SharePoint site can
be found in Chapter 16, “Finding Information on the SharePoint Site,” in Microsoft SharePoint
Foundation 2010 Step by Step by Olga Londer and Penelope Coventry (Microsoft Press, 2011).

Site owners of collaboration and team sites will want to apply their own unique look and
feel. Themes provide lightweight branding of a SharePoint site. Site owners can apply
one of 20 out-of-the-box themes to a site. Themes reuse the theme definition and for-
mat defined in the Office Open XML standard that was introduced with Microsoft Office
PowerPoint 2007 to create new themes for slide decks. No developer resource is needed;
once the .thmx file is created using an Office 2010 application, it can be loaded into the
Theme gallery at the top-level site of a site collection.

See Also To find how to create a theme using Office PowerPoint 2010, see, Chapter 3,
“Creating and Managing Sites,” in Microsoft SharePoint Foundation 2010 Step by Step. More
information on how to plan for themes can be found at http://technet.microsoft.com/en-us/
library/ee424399.aspx.

Using a browser on a SharePoint Server publishing site or on a site where the Publishing
feature is enabled, you can create your own new themes and push them down to sub-
sites or inherit a theme from the parent site. However, you can apply a theme to only
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one site by using the browser on SharePoint Foundation sites, on SharePoint Server sites
that do not have the Publishing feature enabled, or when you use SharePoint Designer.

Note Themes change the colors and fonts used on a site. If you want to change other design
elements, such as font size or spacing, you need to use cascading style sheets. If you want to
completely change the page structure and design of your site, you need to modify or create

your own master pages.

In this exercise, you modify a site’s title and description and apply a theme to the site.

SET UP Using SharePoint Designer, open the team site you created and modified in
Chapter 1. The settings page should be displayed in the workspace. If you did not yet
create a team site, follow the steps in Chapter 1 before you start this exercise.

1. On the Site tab, click Rename in the Edit group.
In the Site Information area, a box appears to the right of Title, with the site name
highlighted.

2. Type Human Resources, and then press Enter.

An asterisk appears on the Team Site tab, indicating that the properties of the site
have changed but you have not saved your changes.

3. To the right of Description, click <click to enter text>, and then type Site for
Human Resources team collaboration.

Tip You can modify the URL of your site by clicking the text to the right of Folder, unless
the site is the top-level site of a site collection. If that is the case the URL of the site
cannot be modified and the Folder option is not displayed in the Site Information area.

oy Team Site * 5 x
~ {3} Team Site b @0
-
@ Use this page to view and manage settings for this site, 7
Site Information ~ Permissions &. Stop Inheriting  ~
Key information about this site. This site inherits permissions from its parent.
-
Title: Human Resources Name ~ | Permissions
Description: Site for Human Resources team @SPAdmin Full Control
collaboration. & wideWorldIimpor ters Members Contribute =
Folder: Human_Resources &P wideworldImporters Owners Full Control
WideWorldImporters Visitors Read
Web Address: http://wideworldimporters/Huma... @ .
SharePoint Version: 4 (14.0.04762)
Server Version: Microsoft-Is/7.5
Customization -
Links to site customization tools, 4 | m | 3
o Edit site home page - N
8 Change site theme S o7 New...
Alist of the subsites contained within this site.
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i 4.

Save

8.

On the Quick Access Tool bar, click Save.

The site settings page is refreshed, and the tab label changes to Human Resources
with no asterisk. In the Navigation pane, the site object is labeled Human
Resources, as is the ScreenTip that appears when you hover the mouse over the site
name.

In the Customization area of the site settings page, click Change site theme. If
prompted, type your user name and password, and then click OK.

A browser window opens and displays the Site Theme page.
In the Select a Theme section, click Azure, and then click Apply.

The Processing page is momentarily displayed before the site settings page is dis-
played, with the Azure theme applied.

Troubleshooting Cascading style sheets used on SharePoint sites can be created so that
they do not support themes. This often occurs on company portal sites or an Internet
site where a company wants to maintain its brand on all sites within a site collection.

If the theme you choose in this exercise is not applied, check with your SharePoint
administrator.

Under Look and Feel, click Site theme.

The Site Theme page is displayed.

In the Select a Theme section, click Default (no theme), and then click Apply.
The site settings page is displayed, with no theme applied.

CLEAN UP Close the browser, but leave SharePoint Designer open if you are
continuing to the next exercise.

Publishing Features

Publishing functionality is enabled on SharePoint Server sites when the SharePoint
Server Publishing feature is activated. A feature is a concept introduced in
Windows SharePoint Services 3.0 that allows you to activate or deactivate function-
ality at the level of a site, site collection, Web application, or SharePoint farm. The
SharePoint Server Publishing feature depends on the activation of the SharePoint
Server Publishing Infrastructure feature at the site-collection level. Microsoft de-
veloped both these features, which are installed when SharePoint Server 2010 is
installed on each Web front end. Site owners can activate features to extend the
functionality of their sites. Therefore, you can turn a SharePoint site based on

the Team Site template into a publishing site by activating the SharePoint Server
Publishing feature.
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Managing Site Users and Permissions

SharePoint Designer provides you with more than just the ability to customize a
SharePoint Foundation or SharePoint Server site. It also helps you manage and protect
your sites without the need to open the browser. When you create a site in the browser,
you can choose whether the site has its own security setting. However, when you create
a site with SharePoint Designer, your site automatically has the same security settings as
the parent site. If you are customizing a new site to meet a specific business need, or if
you want to templatize your site so that you can create many other sites based on your
customizations, you do not want other users to use your site until your customizations
are complete and tested. In this case, you need to alter the default security settings of
your site.

SharePoint permission rights, such as Manage Lists, Create Subsites, Apply Themes and
Borders, and Delete Items, are grouped into permissions levels. On a specific SharePoint
object, such as a site, a list, or a list item, you map a permissions level to a user or to a
SharePoint group.

SharePoint Foundation has five permission levels: Full Control, Design, Contribute, Read,
Limited Access, and View Only. SharePoint Server has an additional three permission
levels: Manage Hierarchy, Approve, and Restricted Read. In SharePoint Designer you can-
not create a permission level or change the level of a permission rights group. However,
you can create and manage SharePoint groups, and you can map users and SharePoint
groups to permission levels for sites, lists, and libraries. To map permission levels to list
items or individual files, you need to use the browser.

See Also For more information on permissions and permission levels, see Chapter 3 and the
appendix in Microsoft SharePoint Foundation 2010 Step by Step.

In this exercise, you change the security settings for a subsite from inheriting permis-
sions from its parent site to using unique permissions. You also prevent the Viewers site
group from accessing the site and then grant a user, such as Todd, access to the site so
that he can add and modify content. You then test whether that user can use SharePoint
Designer to open the site.

Important To complete this exercise, you need access to the credentials of another user
account and a team site that is inheriting its permissions from its parent site.

4 SET UP Using SharePoint Designer, open the team site you used in the previous
exercise if it is not already open. The settings page for the site should be displayed.
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& stop Inheriting
S op nheri ing

1.

In the Permissions area of the workspace, click Stop Inheriting.

A Microsoft SharePoint Designer dialog box opens.

Microsoft SharePoint Designer @

You are about to create unique permissions for this Web site. Changes made to the parent Web site permissions wil

IS nolonger affect this site.

Click OK to confirm the change.

The dialog box closes. In the Permissions area, the Stop Inheriting button is re-
placed by New. A list of the SharePoint groups and users is copied from the parent
site and mapped to the same permission levels as on the parent site.

Note The Permissions column in the Permissions area references permission levels.

Click the icon to the left of Viewers to activate the Site Permissions tab on the
ribbon, and then click Delete in the Edit group.

Click OK to confirm the change.
The Viewers SharePoint group is not listed under Permissions.

In the Permission area, take note of the site group that is mapped to the
Contribute permission level, and then click New.

The Add Permissions dialog box opens.

In the Choose users or groups to add text box, type the user name or e-mail
address of the user to whom you'd like to grant permissions, such as todd.

Tip You can use the Check Names or the People Picker icon to ensure you enter a valid
user name.

Under Add users to a SharePoint group, click the group you noted earlier
that was mapped to the Contribute permission, such as Wide World Importers
Members.
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Add Permissions @

% Add users to this site

Choose users or groups to add

You can enter user names, group names, or email addresses. Separate them with semi-colons.
[foddl BJ

Give permission

Choose the permissions you want these users to have. You can add users to & SharePoint group {which is already setto a
permissions level), or you can add users individually and grant them a specific permission level.

@ Add users to a SharePaint group
Wide World Importers Members El

) Give users permission directly

Full Control - Has full control,

Design - Can view, add, update, delete, approve, and customize.
Contribute - Can view, add, update, and delete list items and documents.
Read - Can view pages and list items and download documents.

View Only - Can view pages, listitems, and documents, Document types with server-side file handlers can be viewed in the
browser but not downloaded.

Important Editing a site group affects the membership of all sites, lists, folders, and
items that are using that site group.

Click OK to close the Add Permissions dialog box.

A Microsoft SharePoint Designer dialog box opens.

Click Yes to view the membership of the group.

A new workspace tab opens and displays the settings page of the site group you
added the user to. In the Members area is a list of all users who are a member of
this site group, including the user you added in this exercise.
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3 WideWorld Importers Members { |

+* - f:}superwsoryBoard b Site Groups b Wide World Importers Members b ':‘;'

Yi, Use this page to view and manage settings for this group.

Group Information - Members & Add Users... A
Key information about this group. Alist of the members that are part of this group.

Hame: Wide World Importers Members Member Name v Tite "2
Description: Use this group to grant people £ & Todd Rowe Web Developer

contribute permissions to the
ShareFoint site: Wide Waorld

Importers
Group Owner: ‘Wide World Importers Owners
Site Permissions: Contribute
Total Members: 1
Settings A Membership Requests &

Specify who has permission to view and edit the members of ... Spacify whether users can request group membership.

‘Who can view the membership of the group? |:| Allow requests to join or leave this group

@) Group Members
- P Auto-accept requests to join or leave this group

@ Everyone Send membership requests to the following email address:
Who can edit the membership of the group? Peter@contoso.msft
@ Group Owner

) Group Members

10. Click the Log In As button in the status bar in the SharePoint Designer window.

lognas  L11. Click OKin the Log in as another user dialog box that opens.

12. In the Windows Security dialog box that opens, type the user name and password
of the user you granted permissions to earlier in this exercise, and then click OK.

A Microsoft SharePoint Designer dialog box opens stating that you do not have
permission to open this Web site in SharePoint Designer.

Important SharePoint permissions are used when you access SharePoint resources in
SharePoint Designer. If your user name is mapped to the Contribute permission level at
the site level, you cannot open the site in SharePoint Designer. Your user name must be
mapped to the Design or Full Control permission levels to use SharePoint Designer. See
the section “Controlling the Use of SharePoint Designer,” in Chapter 1.

13. Click OK.

Backstage view is displayed.
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x CLEAN UP Close SharePoint Designer.

Creating a Site Hierarchy

A site collection consists of one or more sites. Each site is created by using as a template
a site definition or a customized site definition, both of which are commonly known as
site templates. A site collection can be created by using the browser or programmatically.
You cannot use SharePoint Designer to create a site collection. You can use SharePoint
Designer only to create child sites within a site collection.

See Also For a list of steps that a SharePoint administrator can use to create a site collection,
see Appendix C on page 503 and refer to Microsoft SharePoint Server 2010 Administrator’s
Companion, by Bill English, Brian Alderman, and Mark Ferraz (Microsoft Press, 2011).

Site Collection
Top-level Site

[ ]

[ Child Site ] [ Child Site ] [ Child Site ]

[ ]
[ Child Site ] [ Child Site ] [ ChilT Site ] [ ChilT Site ]
[ Child Site ] [ Child Site ]

Tip The Site Content and Structure page provides a visual representation of a site collection’s
hierarchy. The Site Content and Structure page is available only on SharePoint sites created on
SharePoint Server when the SharePoint Server Publishing Infrastructure site collection feature
and the SharePoint Server Publishing site feature are activated.

Typically, in a site collection that will host a number of collaboration SharePoint sites such
as blogs, document workspaces, and meeting workspaces, the top-level site of the site
collection is based on the Team Site template. This top-level site could be the focal site
for an entire team or department. The team or department members might have only
read access to this top-level site, with a limited number of them who contribute content
to the site, and one or two who act as site collection owners. As child sites are created,
the number of team members who have access to the site decreases, and the proportion
of members who can create and update content increases.
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The first task in developing a SharePoint-based solution when you use SharePoint
Designer is to create a subsite. The only information you need is the URL, also known as
the internal name.

Tip Use the best practices specified in the sidebar “Best Practices for Naming URLs" in Chapter
1 when you specify the URL name.

In Chapter 1 you created a subsite by using Backstage view. In this exercise, you will cre-
ate two SharePoint sites, one by using the ribbon and the other by using the New button
on the site's settings page.

Q SET UP Using SharePoint Designer, open the team site you used in the previous
exercise. The settings page for the site should be displayed.

1. On the Site tab on the ribbon, click Subsite.

The New dialog box opens. In the Specify The Location Of The New Web Site text
box, Subsite is highlighted. SharePoint Designer communicates with the SharePoint
site collection and retrieves a list of SharePoint site templates that you can use as

a basis for your new child site. These are displayed in the central pane of the New
dialog box, also known as the site type list. Which templates are listed depends on
whether you are using SharePoint Foundation or SharePoint Server, or whether
your organization has created any site templates. If you connect to another
SharePoint site, you might see different SharePoint templates.

2. Type team meeting over Subsite. In the central pane, click Basic Meeting
Workspace.
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Click OK.

Warning After you use a site template to create a site, you cannot change the site
template the site is based on. If the functionality you require is not exposed through a
SharePoint feature and you choose the wrong site template, you must delete the site
and create it again.

The new site opens in a new SharePoint Designer window.

In the Site Information area of the workspace, click Basic Meeting Workspace to
the right of Title, and type Buyers Team Meetings.

Tip When you create a site, the site’s title is taken from the name of the site template.
To avoid confusion about which site you are modifying, always change the title of the
site as the first task after you create the site.

Click <click to enter text> to the right of Description, and type Site for month-
ly team meeting details.

An asterisk appears on the site's workspace tab, indicating that some site informa-
tion has changed but that you have not saved your changes.

On the Quick Access Toolbar, click Save.

The asterisk on the workspace tab disappears.

Click the File tab.

Backstage view is displayed.

In the left pane, click Close Site, and then click Exit.

The SharePoint Designer window displaying the Buyers Team Meeting site closes.

Tip Each site you open in SharePoint Designer is displayed in its own SharePoint
Designer window. With multiple SharePoint Designer windows open, it is very easy to
modify a site you weren't planning to change. Try to have only one SharePoint Designer
window open at a time.

Switch to the SharePoint Designer window displaying the team site setting page in
the workspace. Notice that the Buyers Team Meeting site is listed in the Subsites
area.

In the Subsites area, click New.

The New dialog box opens. In the Specify The Location Of The New Web Site text
box, Subsite is highlighted.

Type GroupWork over subsite. In the central pane, click Group Work Site, and
then click OK.

The new site opens in a new SharePoint Designer window.
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12. Close the newly opened SharePoint Designer window, and switch to the SharePoint
Designer window showing the team site setting page in the workspace. Notice that
the Subsites area lists the two newly created subsites.

Subsites 2 Mew... ~
A list of the subsites contained within this site.
Site Name : * URL -
Eﬁﬁuyers Team Meetings http: ffwideworldimportsupervisory/. ..
r,%,Group Work Site http: ffwideworldimportsupervisory/. ..

CLEAN UP Leave SharePoint Designer open if you are continuing to the next
exercise.

Deleting a SharePoint Site

If you no longer need or want a site, you can delete it. Be warned, however. When you
delete a site, it is not sent to the Recycle Bin. As you saw earlier in this chapter, when
you create a site using SharePoint Designer, the title of the site reflects the name of site
template used to create the site. You could end up with many sites named Team Site, for
example, and only by looking at each site's URL can you see which site is which. Always
verify that you are deleting the correct site.

In this exercise, you delete the two SharePoint sites you created in the previous exercise.
To complete this exercise, you must have completed the previous exercise or have other
sites you want to delete.

é SET UP Using SharePoint Designer, open the team site you used in the previous

exercise if it is not already open. The settings page for the site should be displayed.

1. In the Subsites area of the workspace, click the icon to the left of Group Work
Site to activate the Site Subsites tab on the ribbon.

3. Click OK to confirm the deletion.

x 2. Ontheribbon, click Delete Site in the Edit group.

DeeeSie 4. If a new SharePoint Designer window opens, close it and return to the SharePoint

Designer window where the team site is open.
5. Inthe Navigation pane, click Subsites.

The Subsites gallery page is displayed in the workspace.
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6. Right-click Buyers Team Meeting, and click Delete Site.

7. Click OK to confirm the deletion.

The Buyers Team Meeting site is no longer listed on the Subsites gallery page.

CLEAN UP Leave SharePoint Designer open if you are continuing to the next
exercise. Close any open Web pages.

Resetting a Site Template

As | described in Chapter 1, when you create a site based on one of the default site tem-
plates, you do not create and save any pages in the SQL Server content databases. The
content databases contain only pointers to the site definition files on the Web server. These
site definition pages are known as uncustomized pages. When you use SharePoint Designer
to edit an uncustomized page in advanced edit mode, a copy of the site definition file is
stored in the SQL Server content database, where your customizations can be retained.

Any customized page can be reset to the uncustomized site definition file. You can re-
set all customized files within a site to point to the files in the site templates defined on
the Web server, or you can reset just one customized file. Resetting a customized page
to the site template restores the page to its original condition. Any customizations you
made with SharePoint Designer in advanced edit mode are discarded, except for cus-
tomizations made to content in the PlaceHolderMain region of a wiki page or to Web
Parts that are placed inside a Web Part zone in a Web Part page (as long as the Web Part
zone was defined in the original site definition page).

For example, on the Home.aspx page of a team site, if you insert an image and a Content
Editor Web Part (CEWP) in the PlaceHolderMain region and then reset the page, any chang-
es you made outside the PlaceHolderMain region are discarded, but the image and the
Content Editor Web Part remain, along with any customizations you made to that Web Part.

In this exercise, you reset a site definition.
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SET UP Using SharePoint Designer, open the team site you used in the previous
exercise if it is not already open. The settings page for the site should be displayed.

1.

3.

On the Site tab, click Reset to Template in the Actions group.
The Reset To Site Definition dialog box is displayed.

Reset to Site Definition @

Resetting to the site definition will replace the contents of this
site with the original contents from the site definition.

Do you want to continue?

About SharePoint site definitions [

fes ] [ Mo

Click Yes.

The Reset To Site Definition dialog box closes. A browser window opens. If prompt-
ed, type your user name and password, and then click OK. The Reset Page To Site
Definition Version page is displayed.

Select Reset all pages in this site to site definition version, and then click
Reset.

A Message From Webpage dialog box opens.
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Message from webpage IE'

I.-"-_-"-. Are you sure you wish to reset all files in this site to the template? This

' will lose all customizations, including web part zones, custom controls,
and in-line text,

[ ok || conce

4. Click OK.

CLEAN UP Close the browser. Leave SharePoint Designer open if you are continuing
to the next exercise.

Complications of Upgrading Customized SharePoint Sites

Upgrading from the previous version of SharePoint to SharePoint 2010 is not a
trivial task, and the upgrade process needs to be planned and tested carefully. If
you are a site owner or a solutions creator of a Windows SharePoint Services 3.0 or
Microsoft Office SharePoint Server 2007 site, you might be involved in this process.
The IT department will upgrade the content so that your site runs on SharePoint
Foundation 2010 or SharePoint Server 2010. However, as the owner of the site, you
might have to decide on when to upgrade to the new look and feel and to other
customizations you or the previous owner of the site implemented.

As previously noted, SharePoint sites are different from other sites because they
use site templates during the site creation process, and these site templates point
to site definition files on the Web server. Customizing these site definition files was
easier with SharePoint Designer 2007. During the upgrade process, when Microsoft
modifies its site definitions on the Web server to include new functionality, you
might not see the new functionality, depending on the pages you customized. For
example, the ribbon is implemented as a control on the master page; therefore,

if you customized your site's master page, the ribbon will not be available to you.
Other customizations can also affect the upgrade process, so during the upgrade
planning process you need to identify any customizations on your SharePoint sites
and test to see the effect the upgrade process might have on them.
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If you are involved in the upgrade process, you can do one of the following with
your customized pages after your site is upgraded to SharePoint 2010:

® Leave the customized page as a customized page. If the customized page is
a master page, pages associated with that master page will always look like a
Windows SharePoint Services 3.0 or SharePoint Server 2007 page.

® Reset the customized page to the now-upgraded site definition files or pages
stored on the server file system. You lose all the customizations you made to
your page, and you can decide whether to reapply that customization by us-
ing SharePoint Designer 2010. This process can involve a great deal of time
and effort. For example, if customizing a page takes 15 minutes and you have
100 pages, you need to allow 25 hours to customize these pages.

See Also For more information on how to handle customizations, refer to http://
technet.microsoft.com/en-us/library/cc263203(office.14).aspx.

Exploring a SharePoint Site

There is no one interface for SharePoint technologies; instead, you can access a
SharePoint site by using a Web browser or compatible programs such as Office applica-
tions, including SharePoint Designer. You can choose the interface that suits the task you
have to complete. However, depending on the program you choose, you might have a dif-
ferent view of the SharePoint site. If you use Microsoft Word, you see only a small portion
of the Web site and its content. If you use a Web browser, you see the lists and libraries
that support the collaborative nature of SharePoint, together with their content. When you
use SharePoint Designer—the product that understands the most about the SharePoint
infrastructure—you can see site lists and libraries that you would not see otherwise; how-
ever, you will see files but not their associated metadata, and you will not see list items.

In this exercise, you use SharePoint Designer to explore a SharePoint site.

Important To complete this exercise, you must be a site collection administrator or a
site owner or designer with permissions to see the hidden URL structure of your site. See
“Controlling the Use of SharePoint Designer,” in Chapter 1.

SET UP Using SharePoint Designer, open the team site you used in the previous
exercise if it is not already open. The settings page for the site should be displayed.

1. Inthe Navigation pane, click Lists and Libraries.

The workspace displays the gallery page displaying each list or library for your site,
and the workspace tab is labeled Lists And Libraries. The Lists And Libraries tab on
the ribbon contains commands to create new lists and libraries and to edit the list.
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In the Navigation pane, hover over All Files, and click the Always Show pin that
appears.

In the Navigation pane, the pin remains permanently visible to the right of All Files.
The mini-gallery appears below the Navigation pane and displays the hidden URL
content of the Web site, such as subsites (if they exist), folders, lists, libraries, and
files. The icon that represents files depends on their extension.

Special folders are listed, such as catalogs, private, images, and Lists. The catalog
folder contains libraries such as those used to store Web Parts, Web site and list
templates, as well as master pages.

SharePoint has a number of other folders that start with an underscore, such as
layouts and vti, that contain images and Web pages that you can reference as
links.

Warning Do not create folders for your private use with the name layouts or
wpresources or any name that begins with vti.

In the mini-gallery, click the + sign to the left of Lists.

The Lists folder expands, and a SharePoint-specific subfolder appears for each list
created for your Web site.

In the mini-gallery, under the Lists top-level folder, click the + sign to the left of
Announcements.

The Announcements list expands, exposing an Attachments subfolder (if attach-
ments are enabled) and a number of Web pages that correspond to views created
for the list and forms used to insert, edit, and display the properties of a list item.
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+-

Back Arrow

5.

6.

7.

In the workspace, in the Lists and Libraries gallery, under Lists, click
Announcements.

The workspace tab is now labeled Announcements, and the workspace contains

the settings page for the Announcements list. The workspace displays more in-
formation for the Announcements list than is displayed in the mini-gallery. It
contains key information such as the list name and description and the number

of Announcements list items. It also shows whether you can customize the list by
editing the columns or modifying the permissions of the list and shows views and
forms to insert, edit, and display the properties of a list item. The List Settings tab
on the ribbon contains commands to create new list objects and to manage the list.
Troubleshooting The settings page for the Announcements list is displayed only if

you click Announcements in the Lists And Libraries gallery page in the workspace. The
settings page is not displayed if you click Announcements in the mini-gallery.

In the breadcrumb above the workspace, click the Back arrow.
The gallery page for lists and libraries is displayed.
In the workspace, under Document Libraries, click Shared Documents.

The workspace tab is labeled Shared Documents, and the workspace now contains
the settings page for Shared Documents, which is similar to the settings page for
the Announcements list. As with lists, you cannot see the metadata for documents
loaded into this document library. You must use the browser to see the metadata
associated with the documents.
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In the Navigation pane, click the up arrow to the right of Site Objects so that the
mini-gallery is displayed the full length of the Navigation pane. Then click the -
sign to the left of Announcements.

The Announcements list collapses.
In the mini-gallery, click the + sign to the left of Shared Documents.

The Shared Documents top-level folder expands and exposes a subfolder named
Forms and all the documents that users have uploaded to the library. (If this is a
newly created team site, no documents are listed.)

In the mini-gallery, click the + sign to the left of Forms.

The Forms folder expands, exposing Web pages that correspond to views created
for this library and forms to manipulate metadata and upload documents. A file
named template.dotx is listed in the Forms folder. This file is used when you click
New Document on the Document tab in the Web browser.

In the Navigation pane, click the down arrow to the right of Site Objects, and
then click the Hide pin to the right of All Files.

The mini-gallery closes.

x CLEAN UP Close SharePoint Designer.
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Navigating a Site’s Components

In the previous version of SharePoint Designer, the main object that you could customize
and manage was a file. In SharePoint Designer 2010, you can manage other SharePoint
objects, such as site columns, content types, external content types, and workflows.
Content types and site columns are the building block of all the default lists and libraries.

Site columns introduce the concept of global column definitions. SharePoint Foundation,
and therefore SharePoint Server, come with a set of default site columns that SharePoint
installs when you create a site collection. These site columns are then grouped into con-
tent types that share common properties and can be used to standardize the metadata
properties and use of business information across a number of lists and libraries.

Content types can include not only a group of site columns but also information policies,
workflows, and the configuration of the document information panel (DIP) settings. The
default content types defined at the root level of a site collection are used to create all
the default lists and libraries. For example, the Document content type is used to cre-
ate the Shared Documents library you find in a team site. The Document content type is
based on the Item content type, which defines the Title column. In turn, the Item content
type is based on the System content type, which is at the top of the content type hierar-
chy. Content types and site columns can be defined at the site-collection level and at the
site level.

Note The SharePoint Server Managed Metadata Service (MMS) allows you to share a
term store, and optionally content types, across site collections and Web applications.
More information on MMS can be found at http://technet.microsoft.com/en-us/library/
ee424402(office.14).aspx.

External content types define data that is stored in external systems. Using SharePoint
Designer to work with external content types and workflows is detailed in Chapter 7,
"Using Business Connectivity Services”, Chapter 8, “Understanding Workflows,” and
Chapter 9, “Using Reusable Workflows and Workflows Forms,” later in this book.

In this exercise, you use SharePoint Designer to navigate to site components.
Q SET UP Using SharePoint Designer, open the root site of a site collection.

1. Inthe Navigation pane, click Content Types.

A new workspace page opens with a tab labeled Content Types and displays the
gallery page for content types.

2. Inthe workspace, click the down arrow in the Group column heading, and then
click Document Content Types.
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The gallery page displays only those content types that are Document content
types. The source column defines where the content types are defined. If your team
site is not the root of a site collection, the source column is likely to be the Web
address of the site collection.

In the Name column, under Document Content Types, click Document.

Troubleshooting If you have not opened the root site of a site collection and the site
you have opened has not created any content types of its own, a Microsoft SharePoint
Designer dialog box opens with the name of the site where the Document content type
is defined. Click OK in the dialog box, open the site in SharePoint Designer using the
steps described in the first exercise of this chapter, and then repeat the steps in this
exercise.

Microsoft SharePoint Designer @

§ l'_\ To edit this Content Type, you must open the following Web site: [http: /fwideworldimport].

The workspace now contains the settings page for the Document content type. The
Content Type Settings tab on the ribbon contains commands to edit and manage
the Document content type, and the mini-gallery lists all content types.
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On the ribbon, click Edit Columns in the Edit group.

The workspace contains a gallery page displaying the columns Name and Title,
which form part of the Document content type. The ribbon displays a Columns tab
with commands to create, edit, and manage columns for this content type.

In the mini-gallery, scroll down, and then under List Content Types, click
Announcement.

Tip To display the mini-gallery the full length of the Navigation pane, use the up arrow
to collapse the Site Objects group.

The workspace now contains the settings page for the Announcement content
type. This is the content type used to create all Announcements lists. Notice on the
ribbon that the Edit Document Template command is not available because lists
have no document template associations.

In the Navigation pane, click the arrow to the right of Navigation.
The Navigation pane collapses, and the workspace expands.

On the breadcrumb, click the arrow to the right of Content Types, and then click
Basic Page.
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The workspace now contains the settings page for the Basic Page content type.
Notice on the ribbon that the Edit Document Template command is active. The

Basic Page content type is used to create a document library, and therefore it can
have a document template association.

8. On the breadcrumb, click the arrow to the right of your site’s name, and then click
Site Columns.

The workspace now contains the gallery page for site columns.

Troubleshooting If the Site Columns gallery page contains no site columns, the filter

you placed earlier on the Group column (in step 2) is still active. Click the arrow in the
Group column, and click All.
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/ (@ Document /' [ site Columns | \, x

v

>

+ - f:}WmeWorldImporters b Site Columns

Column Name - Type * | Group | Source

{Custom...)
Base Columns

Core Contact and Calendar Columns
Core Document Columns

Core Task and Issue Columns
Extended Columns

There are no site columns to show in this view that match the current filter settings.
Remove or modify the filter settings to display more items,

Navigation

9. Click the arrow at the top of the Navigation pane to expand the pane.

x CLEAN UP Close SharePoint Designer.

Saving and Using a Site Template

After customizing your site by applying themes or by adding or removing lists, libraries,
pages, and even subsites, you can package everything for additional reuse by making your
own site template. A site template is represented by one .wsp file, which is known as a solu-
tion file, and is stored in the Solutions gallery at the top-level site of a site collection.

When you create a site template, you can choose to save its content, which includes list
items, documents, pages, custom pages, master pages and configurations; however, a
number of components are not saved, such as permissions.

You can copy solutions files from one site collection to another site collection, thereby
allowing you and your users to create multiple sites based on your solution. You do not
need to have server administrator privileges to install a site template solution because
the Solutions gallery is a document library itself, and as such it is stored in the SQL Server
content database and not in a folder on the Web server. If you are a site owner or an ad-
ministrator of the top-level site, you have sufficient rights to upload a site template solu-
tion to the Solutions gallery.

Warning Solution files might contain malicious code, so use site templates only from sources
you trust.

Site template solutions are based on files stored on the Web server, which means that if
you copy the site template to a site collection on another server, that server must have
those site definition files installed. For this reason, many people who design solutions use
the team site or the blank site as their basis for creating site template solutions because
these site definition files are installed with SharePoint Foundation and SharePoint Server.
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Similarly, if your lists or libraries use any site collection custom content types, those con-
tent types must be re-created in the destinations site collection’s Site Content Type gal-
lery. The same is true for features that may be installed and enabled.

The .wsp file is actually a cabinet file that contains a WebTemplate\Elements file that
identifies the site definition files used. Other files in the solutions file identify features
that the site template might be dependent on. If you cannot create a site from a site
template solutions file, and you suspect that you do not have the site definition files in-
stalled on your Web server, you can integrate this file to identify the site definition files
you are missing. You might need the help of a developer to identify the cause of the
problem.

Each site definition is given a number, and so is each site configuration within a site defi-
nition. You can use this information to identify the site definition a site template is based
on. The template and configuration number for team and Meeting Workspace site defi-
nitions are listed in the following table.

Template Configuration
1.STS 0 Team Site
1 Blank Site
2 Document Workspace
2. MPS 0 Basic Meeting Workspace

1 Blank Meeting Workspace

2 Decision Meeting Workspace
3 Social Meeting Workspace

4 Multipage Meeting Workspace

After you create a site template solution and before you allow other users to create sites
from it, you should create a site based on the template and test your solution to discover
whether customizations work successfully after being packaged in a site template. If nec-
essary, also check that they work on other site collections and Web applications.

Note With SharePoint Server, you can limit the site templates that are visible. See Appendix C
on page 503 for a list of steps.

In this exercise, you use SharePoint Designer to create a site template, save the site tem-
plate and review its contents, and then create a site from a site template and test your
solution.
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é SET UP Using SharePoint Designer, open the team site you used in previous exercises
in this chapter, if it is not already open. The settings page for the site should be
displayed.

1. On the Site tab, click Save as Template in the Manage group.

The browser opens. If prompted, type your user name and password, and click OK.
The Save As Template page is displayed.

2. Inthe File name box, type SPDSBS Sites, and in the Template name box, type
SBS Working with Sites.

3. In the Include Content section, select the Include Content check box, and then
click OK.

The Operation Completed Successfully page is displayed, stating that the Web site
was successfully saved to the Solutions gallery.

4. Onthe Operation Completed Successfully page, at the end of the second para-
graph, click solutions gallery.

Tip If the Operation Completed Successfully 