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INTRODUCTION

SHAREPOINT IS ONE THE MOST SUCCESSFUL products in Microsoft’s history. It can be found in
small businesses, universities, and Fortune 500 companies. SharePoint 2010, the latest release, con-
tains many new areas for existing and new SharePoint server administrators and site administrators.
This book will help you meet the new challenges SharePoint administrators face in their day to day
deals with the product.

Existing SharePoint administrators will find there are a lot of changes in SharePoint 2010 with
which they may not be very familiar. One of the major changes covered extensively is the move
away from a single farm Shared Service Provider to a system of Service Applications which need to
be configured and managed. For example Access Services, new to SharePoint with this release will
allow your users to actually convert Access 2010 databases to run within the browser hosted by
SharePoint.

Our intention in writing this book was to help you with what is, being honest, a complicated bit of
Software to manage and one of the main requirements required with SharePoint is patience when
things don’t work out as expected! This book is there to guide you, to provide help when you need
it. Each lesson looks at one particular area of administration giving you the tools and information
to get a service up and running. Video files accompany each lesson, extending the information given
in the book with real world experience and useful tips.

It would be an unusual day in the life of a SharePoint administrator to know the answer to every
question encountered when managing this product. This book will go a long way to helping you
understand the questions, provide many answers to common issues, and give you a thorough
grounding in the skills required to manage what is in our view the best product ever released

by Microsoft.

WHO THIS BOOK IS FOR

This book is aimed at both new and existing SharePoint Server and SharePoint 2010 Foundation
server and site administrators. The book covers almost every aspect of SharePoint administration
at the server level using Central Administration to working at the site collection level. No previous
experience is required as the authors take you through each area using real world examples rein-
forced with Lesson DVD videos.

WHAT THIS BOOK COVERS

This book covers SharePoint 2010 and SharePoint Foundation 2010 Administration. We look at
options available to you from Central Administration, looking at working with Service Applications,
setting up search at the server level to working with Site Collection Administration features for
example setting individual search scopes.
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HOW THIS BOOK IS STRUCTURED

The book is divided into several sections each organized to provide you with a comprehensive guide
to a particular SharePoint administrative area. The following areas of SharePoint Administration
are covered included real work practical exercises accompanied by a video demonstration of both
the exercise and extended information on the topic.

> Section 1—Administration at the Site Level

Section 2—Administration at the Site Collection Level
Section 3—Managing Search

Section 4—Setting up Content Management Options
Section 5—Managing Publishing Sites

Section 6—Setting Users and Permissions

Section 7—Managing Service Applications

Y YV Y Y Y Y Y

Section 8—Site Templates

WHAT YOU NEED TO USE THIS BOOK

In order to work with the examples in the book you will of course require access to SharePoint
2010 either the full version or SharePoint Foundation 2010. For some of the practical example you
will also need access to Microsoft Office 2010, however Microsoft Office 2007 will work just as
well to create some of the example files required. You will also need appropriate permissions to the
Central Administration web site and Site Collection Administrator permissions to fully follow all
the examples.

CONVENTIONS

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

TRY IT

The Try It is an exercise you should work through, following the text in the book.
1. They usually consist of a set of steps.
2.  FEach step has a number.

3.  Follow the steps through with your copy of the database.

XXVi
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Boxes with a warning icon like this one hold important, not-to-be-forgotten
information that is directly relevant to the surrounding text.

The pencil icon indicates notes, tips, hints, tricks, or and asides to the current
discussion.

As for styles in the text:
> We highlight new terms and important words when we introduce them.
> We show keyboard strokes like this: Ctrl+A.

»  We show file names, URLs, and code within the text like so: persistence.properties.

SOURCE CODE

As you work through the examples in this book, you may choose either to type in all the code man-
ually, or to use the source code files that accompany the book. All the source code used in this book
is available for download at www.wrox.com. When at the site, simply locate the book’s title (use the
Search box or one of the title lists) and click the Download Code link on the book’s detail page to
obtain all the source code for the book. Code that is included on the web site is highlighted by the

following icon:

Available for
download on
Wrox.com

Listings include the filename in the title. If it is just a code snippet, you’ll find the filename in a code
note such as this:

Code snippet filename

Because many books have similar titles, you may find it easiest to search by
ISBN; this book’s ISBN is 978-0-470-93906-2.

XXVii
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Once you download the code, just decompress it with your favorite compression tool. Alternately, you
can go to the main Wrox code download page at www.wrox.com/dynamic/books/download.aspx to
see the code available for this book and all other Wrox books.

ERRATA

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

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

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

P2P.WROX.COM

For author and peer discussion, join the P2P forums at p2p.wrox.com. The forums are a Web-based
system for you to post messages relating to Wrox books and related technologies and interact with
other readers and technology users. The forums offer a subscription feature to e-mail you topics

of interest of your choosing when new posts are made to the forums. Wrox authors, editors, other
industry experts, and your fellow readers are present on these forums.

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

1.  Go to p2p.wrox.comand click the Register link.
2. Read the terms of use and click Agree.

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

4. You will receive an e-mail with information describing how to verify your account and com-
plete the joining process.

XXviii
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INTRODUCTION

You can read messages in the forums without joining P2P, but in order to post
Your own messages, you must join.

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

For more information about how to use the Wrox P2P, be sure to read the P2P FAQs for answers to
questions about how the forum software works, as well as many common questions specific to P2P
and Wrox books. To read the FAQs, click the FAQ link on any P2P page.

XXiX
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SECTION |
Administration at the Site Level

» LESSON 1: Using the Site Administration Menu
» LESSON 2: Using the Site Actions Menu

» LESSON 3: Changing a Site’s Look and Feel

» LESSON 4: Using Custom Themes

» LESSON 5: Managing Reporting Services
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Using the Site Administration
Menu

A SharePoint application is largely organized around the concept of the individual site. Every
SharePoint site must have at least one owner who will have available to him or her the full
range of administrative options at the site level.

In many cases the people responsible for building and maintaining a SharePoint site are not I'T
professionals. More often they are business users charged with organizing documents, posting
meeting information, and uploading photos of the company picnic. The purpose of this chapter
is to explain the basic administration functions that are available to a user who has adminis-
trative access to a site. Typically, this person is known as the site owner.

The SharePoint administration interface is displayed by a browser and is security-trimmed.
This means that many of the menu options, links, and other parts of the interface can be
viewed only by people who have a certain level of rights. If you are following the steps in this
chapter and the accompanying video walkthrough, and you are not seeing the links and menu
items described, it’s likely that you do not have a sufficient level of rights to the site. Someone
with a higher level of access will have to increase your security level.

ACCESSING THE SITE ADMINISTRATION MENU

Every SharePoint site includes a Site Settings page. This page consists of various link group-
ings that contain all of the various administration and configuration options available to a site
owner. You can access the site settings page from any page on a SharePoint site using the site
actions menu. The site actions menu is usually found in the upper left corner of a SharePoint
site. If the page has been modified from its original layout, it could be located somewhere else.

Figure 1-1 shows the site actions menu and the drop-down list of choices. If you click the drop-
down arrow on the Site Actions menu, you will see this list of options and links. The links in
your environment may differ from the ones shown in Figure 1-1. The choices you see in this
menu vary based on a wide array of settings, options, and other variables, but near the bottom
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of the list should be an option called Site Settings. Clicking this
link takes you to the Site Settings page.

53

On the Site Settings page for any SharePoint site, you will find a e

large collection of links organized under several categories. See j
Figure 1-2.

L]

For this chapter we focus on the links under the heading Site
Administration. (Later chapters discuss the other headings.) These
links deal with a range of functions and settings common to every

SharePoint site.

You may notice that the links under your Site Administration
heading are different from the ones in this book. SharePoint offers
a dizzying array of options, features, and configuration settings.

Site Actions ~ | B

Sync to SharePoint Workspace
Create a synchronized copy of
this site on your computer.

New Page
Create a page you can
customize.

MNew Document Library
Create a place to store and
share documents.

New Site
Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

View All Site Content
View all libraries and lists in this
site.

Edit in SharePoint Designer
Create or edit lists, pages, and

The links that appear on the Slte ACtiOnS page depend on the ver- Ca) workflows, or adjust settings.
sion of SharePoint being used and the type of site that was created; %;3 Site Permissions
K . ) ) Ru Give people access to this site.
in addition, optional features may have been activated.

5 Site Settings ) o
Links that are the result of optional configurations will be dis- [ R,
cussed in later chapters. In this chapter we will deal strictly with

FIGURE 1-1

the site administration options found on all (or at least most)

SharePoint sites.

| %~ Reporting Services i (,\ ) Site Administration
Il Manage Shared Schedules '_\\ f —| Regional settings
Reporting Services Site Settings ﬂ« =| Site libraries and lists
User alerts
: . e . R3S
5 Site Collection Administration o and e
: earch and offline availability
P! Si h sett 7
L —_"4.]| S Sites and workspaces
o edichiscones Workflows
Search keywords
FAST Searizh keywords Wi {ctieret; <At
FAST Search site promotion and demotion Eelattedt %nks s.copess?tt.tmgs
ontent Organizer Settings
FAST S h bt £
Recycl:Zir: EERIRE Content Organizer Rules
Site collection features '(I':erT storedm;nacgtement
. e ontent an ructure
St metarchy Searchable columns
Site collection navigation P |
Site collection audit settings o [OCIE O
FIGURE 1-2

A SharePoint installation typically contains a number of individual sites. Each option in the site
administration menu must be set separately for each SharePoint site. Other items we will look at

later have a larger scope and will affect the behavior of several sites at once.

In the following sections in this lesson, we will discuss the purpose of each link in the site admin-
istration menu. The links found in the Site Administration menu common to all SharePoint sites

include:
>
>

>

Regional Settings
Site Libraries and Lists

User Alerts

www.it-ebooks.info



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

Accessing the Site Administration Menu | 5

> RSS
> Content and Structure
> Content and Structure Logs

Exploring these administrative functions will be the focus of this lesson.

Setting the Regional Settings Options

The Regional Settings link in the Site Administration menu opens the Regional Settings page. The
Regional Settings page is used by administrators to determine how SharePoint displays certain
elements that change according to a user’s time zone or location. Let’s walk through the various
options and discuss the effect each one has on the site. Figure 1-3 shows the Regional Settings page.

Locale
Locale:

Select a locale from the list to spedify the way the site displays numbers, dates, and time.

Sort Order
Sort order:

Spedify the sort order. | General ;l
Time Zone
Time zone:
Spedfy the standard time zone. [(UTC-05:00) Eastern Time (US and Canada) 5 |
Set Your Calendar
Calendar:
Spedify the type of calendar. | Gregorian ;l

[T Show week numbers in the Date Navigator

Enable An Alternate Calendar
Alternate Calendar:

Spedify a secondary calendar that provides extra information on the calendar features. | None ;I

Define Your Work Week

[ sun ¥ Mon ¥ Tue ¢ wed [ Thu [ Fri [ sat
First day of week: |Sunday vl Starttime: | 8:00 AM ¢

First week of year: [Startsonlanl |x] Endtime: [S5:00FPM =]

Select which days comprise your work week and select the first day of each work week.

FIGURE 1-3

> Locale: Selecting a locale causes SharePoint to display numbers, dates, and time-related ele-
ments in the formats used in the locale selected. It will also cause some less obvious behaviors
such as showing the names of months on a calendar view in the chosen locale.

> Sort Order: If you have the proper language pack installed for the selection you make in this
drop-down box, items in lists and libraries are sorted in alphabetical order according to the
chosen language. Language packs should be installed by a SharePoint farm administrator.

> Time Zone: This setting is important to set properly because often the users of a SharePoint
portal are in a different time zone from the physical server that SharePoint is hosted on. Users
expect time and date stamps on documents and items to reflect local time. If a server sits in
California, but users are in New York, leaving the default setting here causes the time stamps
of the users’ documents to be three hours too early. If you are the owner of a site, make sure
this setting is correct for the predominant location of your users.

> Set Your Calendar: This setting affects the presentation of calendar views (usually used for
events lists). The default is the standard Gregorian calendar. To see how different settings
change the presentation, complete the Try It walkthrough at the end of this chapter.
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> Enable an Alternate Calendar: The alternate calendar presents an alternate month and year
next to the month and year in the chosen format for calendar views. In addition, next to each
day of the month shown in the calendar view, the alternate day is shown in parentheses to
highlight differences between the chosen and alternate calendar formats.

> Define Your Work Week: This option is reflected in calendar views, as the weekday shown
on the far left side of a calendar view will be the day chosen here as the first day of the week.
Options for the work week and for the start and end times for the workday affect which days
and times in the calendar views are shaded darker. Non-working days and hours are shaded,
while working hours have a white background.

»  Time Format: The 12-hour format shows time in the more common format, with a.m. and
p.m. indicators. The 24-hour setting is military time, such as 15:00 for 3 p.m. (12 p.m. plus
three hours).

SITE LIBRARIES AND LIST LINKS

The Site Libraries and Lists link provides a shortcut by which a site administrator can access the list
and library settings page for all the lists and libraries on a site. This page presents a link for each list
and library in the site. Clicking the link takes you to the settings page for that list or library.

Viewing and Managing User Alerts

Alerts are a method for users to receive notification when content in the site are added, changed or
deleted. Users can voluntarily set alerts that will send e-mails to them when the contents of lists or
libraries change. Note that you cannot set up alerts for other users using the browser interface pro-
vided in SharePoint. Users must elect to receive them and set the alerts themselves. However, this
page enables you to view alerts that users have set up and to delete them at your discretion.
Sometimes users decide they no longer wish to receive alert notifications and ask an administrator to
remove them.

For alerts to work, the SharePoint farm administrator must have previously set

up an e-mail server. Because alerts rely on the SharePoint server using e-mail, |3 A
commands that enable users to set alerts are not visible unless an e-mail server Emaila flert  RSS
has been set up and associated with the SharePoint farm. This must be done by Ty
someone with farm administration rights. Figure 1-4 shows the Share & Track FIGURE 1-4

toolbar on the ribbon. If the e-mail server has not been set, the Alert Me bell icon
will not be visible.

Configuring RSS Feeds

RSS stands for Really Simple Syndication. As with most technical acronyms, the individual words
don’t have any meaning to people who aren’t already information technology professionals. So what
does Really Simple Syndication mean? RSS is a means people who have some content, usually on a
website but not always, to publish that content and have it subscribed to on other websites, iPods,
and a host of other medium. It enables updates to the source information to be reflected in all the
locations that show the source content.
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SharePoint lists can use RSS in a variety of ways. For instance, using the RSS Web part, content
from other sites that have RSS feeds can be pulled into SharePoint. In addition, SharePoint lists and
libraries can serve as sources of feeds for others to subscribe to. The Configuring RSS Feeds page
deals with using SharePoint lists and libraries as feeds for others to subscribe to.

On the RSS Settings page you will see either one or two checkboxes, titled Enable RSS and (if appli-
cable) Site Collection RSS (see Figure 1-4). You will see the Site Collection RSS checkbox only if the
site is the top-level site of a site collection. The Site Collection checkbox enables or disables allowing
RSS feeds for lists and libraries for every site in the collection. That includes the current site and any
site below it. Disabling this checkbox overrides any setting that may be set on sites below it. The
Enable RSS checkbox will allow or disallow feeds for the current site only.

In the Enable RSS setting you can allow RSS feeds for an individual site. If the Site [3
Collection RSS setting is not enabled, the Allow RSS Feeds in this Site setting will be e
grayed out. If RSS is not enabled for a site or site collection, the RSS Feed option in the Lk et

ribbon (see Figure 1-5) will be grayed out as well. Share & Troch
FIGURE 1-5

Finally, in the Advanced Settings section, you can enter some information about the

RSS feed that will appear to someone who subscribes to the feed. The Time to Live setting affects
how often the feed will update to subscribers. Decreasing the Time to Live will cause the feed to
be updated more often and increase traffic on the site. See Figure 1-6 for an example of how these
options appear.

Site Collection RSS

[¥ Allow RSS feeds in this site collection

Enable RSS

[ Allow RSS feeds in this site

Advanced Settings Copyright:

Specify the site-wide channel elements for the RSS feeds. |

Managing Editor:

Webmaster:

Time To Live (minutes):

FIGURE 1-6

Managing Content and Structure

This feature and related links are available only if you have the licensed version of SharePoint 2010,
SharePoint Server 2010, installed. If you are using SharePoint Foundation 2010, you will not see this
link under Site Administration. In addition, you will have the publishing feature activated for these
links to appear. Lessons 2 and 6 discuss the concept of activating features.

This feature consists of two separate links under the Site Administration heading: Site Content and
Structure, and Content and Structure Logs. The first presents a tree view of the site collection, sites, and
various site elements. Furthermore, it enables the user to view settings and permissions on the objects
and move them around the hierarchy of the site collection. The second link (Content and Structure
Logs) shows the same page but with an additional view of long running background processes.
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TRY IT

In this lesson, you will review the Site Administration menu and how the options affect a SharePoint
site. To participate in this walkthrough, you can either follow along with the accompanying
instructional DVD or visit www.wrox.com/go/sp2010-24, or try a more hands-on approach via a
SharePoint site using your Web browser.

Lessons Requirements
To perform this lesson you will need the following;:
> Access to a SharePoint site

> Administrator rights to the site

Hints

This lesson is a survey of the Site Administration menu. It covers only the elements common ele-
ments to all (or most) SharePoint sites. Many optional features will be covered in other lessons in

this book.

Step-By-Step

1. From the home page of a SharePoint Site, locate the Site Actions drop-down menu. You
should find it in the upper left-hand corner of the screen. Select Site Settings. This will open the
Site Settings page. You should be presented with a page full of various links under different
headings. Look for the heading titled Site Administration. If you are following along on your
own website the links you see may differ from what is displayed on the video or in the screen-
shots in this walkthrough. There are many factors that affect which links will become visible
based on configuration choices, licenses, and a host of other options. Figure 1-2, from earlier
in the lesson, shows the Site Administration menu as it is presented on the Site Settings page.

2.  Click the Regional Settings link under the Site Administration heading. Make the following
changes to the settings on the page (see Figure 1-7):

> Change the time zone to (UTC-9:00) Alaska.
> Change the Calendar setting to Japanese Emperor Era (a popular setting in Alaska).

»  Set the checkboxes for the work week as Mon-Thu. Leave the others blank. (No real
work gets done on Friday anyway.)

»  (Click the OK button at the bottom of the screen.

3. Create a list of type Calendar. You will see the calendar displaying Japanese characters
reflecting your choices from Step 2.

4. Upload or create a file in a document library. You will see the time stamp on the Date
Created field reflect the choice of time zone. In addition, the date portion of the time stamp
will reflect the calendar setting from Step 2 (see Figure 1-8).

www.it-ebooks.info


http://www.wrox.com/go/sp2010-24
http://www.it-ebooks.info/

Trylt | 9

Time Zone

Time zone:
Specify the standard time zone. | (UTC-05:00) Eastern Time (US and Canada) =l
Set Your Calendar

Calendar:
Spedify the type of calendar. | Gregorian _'I

[ show week numbers in the Date Navigator

Enable An Alternate Calendar
Alternate Calendar:

Spedify & secondary calendar that provides extra information on the calendar features, | None ;I

Define Your Work Week

[T sun ¥ Men I¥ Tue ¥ wed ¥ Thu [T Fri [T sat
First day of week: |Sunday = Start time: [8:00 AM =]

First week of year: IStartsanJanl _vl End time: IS:UOPM _'I

Select which days comprise your work week and select the first day of each work week.

FIGURE 1-7

5. Return to the Site Settings page and click the Site Libraries and Lists link. Modified
This will open a page that will contain a link to the settings page for every
list and library on the site, as shown in Figure 1-9. This page makes it easier

Tt 23/2/3 19:29

for administrators to manage their lists and libraries. FIGURE 1-8
6. On the Site Settings page, click the User Alerts link to view 5 Create new content
the Alerts Management page. On this page you can view the | e
current alerts and delete them at your discretion. Note that Customize "Calendar”
there is no way to set alerts for users in the interface. They Customize "Connections’
. . Customize "Content and Structure Reports”
must set their own alerts, or you can use programming to Customize "Customized Reports"
set them. To view alerts, choose a user name from the drop- | Gustemize "Document Set erabled library”
d b d l k h U d b Th d l f h Customize "Drop Off Library”
own box and click the Update button. The details of the Customize "Form Templates"

alert will be shown below on the page and you can delete Customize "Links"
it by selecting the appropriate checkbox and clicking the Customize THecting Calendars
Delete Selected Alerts link. See Figure 1-10 for an example.  FGURE 1-9

Display alerts for [felym]=ge)y: | Update I

X Delete Selected Alerts

Alert Title

Frequency: Immediate

il Shared Documents

FIGURE 1-10

@ Please select Lesson 1 on the DVD or visit www.wrox .com/go/sp2010-24 to
view the video that accompanies this lesson.
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Using the Site Actions Menu

The Site Actions menu is another collection of administrative links on the Site Settings page
and is open only to users with the Manage Web Site permission level. By default, this permis-
sion level is assigned to the Site Owner’s group. It is also possible to assign this permission
level separately, a topic we explore in Lesson 25. Most users typically have only Read or
Contribute permissions and cannot access this menu.

The Site Actions menu contains a handful of important site-related functions that you need to
learn just as you did the options in the Site Administration menu in Lesson 1. In this lesson we
examine each of the features made available through the Site Actions menu. Figure 2-1 shows

the Site Actions menu.

~ | Site Actions

- Manage site features

Save site as template

Reset to site definition

Delete this site

Site Web Analytics reports

Site Collection Web Analytics reports

FIGURE 2-1

MANAGE SITE FEATURES

Clicking the Manage Site Features link takes you to the managefeatures.aspx page. See
Figure 2-2.

SharePoint Server Enterprise Site features

beschvte
Features such as Visio Services, Access Services, and Excel Services Application, included in the SharePoint Server Enterprise License.
SharePoint Server Publishing

Activate
Create a Web page library as well as supporting libraries to create and publish pages based on page layouts.
SharePoint Server Standard Site features

beschvte
Features such as user profiles and search, included in the SharePoint Server Standard License.

www.it-ebooks.info


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

12

CHAPTER 2 USING THE SITE ACTIONS MENU

On the left side of the screen you can see the names and descriptions of various features, and on the
right side is a toggle button for each feature that activates or deactivates it. If the feature is active,
you see a blue box with the word Active in white text next to the button. The button displays the
text Deactivate. If the feature is not active, the button text reads Activate.

As with everything else in SharePoint, the items you see in the feature list vary greatly based on the
version of SharePoint you are running, how it is configured, and a host of other factors.

What is a Feature

A feature is a piece of functionality in SharePoint that can be activated (turned on) at different levels
of the SharePoint farm. The concept of the feature was introduced in the 2007 version of SharePoint
and it enables site owners to turn on certain functions on their sites and leave others off. Each time
you activate a feature you turn on additional functionality. Site Features only affect the site where
they are located. Other features can affect entire site collections or the whole SharePoint installa-
tion. Features in the Site Actions menu, however, only apply to a single individual site. In addition
to the features supplied by SharePoint, developers can deploy their custom solutions using this same
framework. Creating custom features and deploying them is a subject for a more developer-oriented
book. Here the goal is merely to make you familiar with what features are and why you need to
understand them.

One of the most important things to understand about features is the effects of turning them on or
off. When features are activated, or when active features are deactivated, they can create a variety
of changes on your site. One typical change is displaying menu items that were previously hidden.
Another change is displaying previously inactive, gray items on the ribbon. These changes may
affect the choices a user has when selecting, for example, the type of list to create on a site. Turning
on certain features increases the list or site templates available to a user creating new content. As we
discuss different functionalities we will mention which features need to be turned on to enable those
functionalities.

If you cannot find links, list choices, or ribbon options that you have seen on other sites or expect
to see on your site, one of the most likely culprit is a disabled feature. If you find yourself missing
functions or links, always visit the Site Features page to determine if this is the problem. (If that
doesn’t work, visit Lesson 25, which discusses permissions. It may be you don’t have rights to see
the feature.)

To obtain a better understanding of how a feature works, you will turn one on and off as part of the
Try It section at the end of this chapter.

Save Site as Template

Save Site as Template is a link on the Site Actions menu. The Save Site as Template link is used to
create a site template out of the current site. Before we look at the details of this process, it is impor-
tant to understand why you would want to create a site template.

When you create new sites you have a range of default options for site types. Each site type contains
different pre-loaded lists, libraries, and other elements. However, most sites require additional ele-
ments to meet users’ needs. Templates allow you to create sites with your own combinations of ele-
ments that you anticipate users will want and allow them to create a site that is pre-configured with
those items. Items that users often want to recreate include:
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Custom lists
Custom icons and company logos

Page layouts

Y VYV VY

Combinations of lists and libraries in a site

Site templates are used to save a site that can then be recreated with its layouts, lists, and other ele-
ments already present. Without templates, these elements would have to be manually recreated for
each new site. Figure 2-3 shows the form used when saving a site as a template, the items on the
form are discussed below.

File Name §
File name:

Enter the name for this template file. |

Name and Description
Template name:

The name and description of this template will be displayed on the Web site template picker page when |
users areate new Web sites.

Template description:

K

Include Content

r
Indude content in your template if you want new Web sites created from this template to indude the Include Content
contents of all lists and document libraries in this Web site. Some customizations, such as custom

workflows, are presentin the template only if you choose to indude content. Induding content can

increase the size of your template.

Caution: Item security is not maintained in a template. If you have private content in this Web site,
enabling this option is not recommended.

FIGURE 2-3

> File Name: The template is saved as a file with the extension of .wsp. Enter the name for the
file here.

> Template Name: When users create a new site using this template, the template name is
what they see on the page where the new site is created and the list of available templates is
displayed.

> Template Description: Next to the template name, users can see a description of what the
template is for and what elements it contains. Fill out this item to provide the description.
Figure 2-4 shows where the title and description are displayed on the Create Site dialog using
a custom template.

> Include Content: Check this box if you want the list items added to lists and the documents
added to libraries to be present in any new sites created from this template. Usually content
is specific to the site on which it is created and you don’t want to use this option. However,
there are some scenarios where it makes sense:

> For lists that contain elements for drop-down options. Each site created from the
template uses the same drop-down options.

> For custom pages you have created with custom branding.

> For other instances in which you want to keep Web Parts, list items, documents, or
branding elements intact on each site.
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Browse From: =
Search I

Installed Items >

Title Type &
Office.com Wrox Template

= n Type: Site
Filter By: Categories: Blank & Custom
All Types | v' [ This site Template contains all you

y 174 = need to demonstrate Site Template
Site bd properties

Blank Site Personalization Site Wrex Template
All Categories o
Title
Blank & Custom > ‘ |
Collaboration http://win-14iaimikr.../<URL name=>
Content ‘u:-, name |
Data
More Options

Meetings
Search
SharePoint Custo...
Web Databases

Reset to Site Definition

The purpose of the Reset to Site Definition link is to remove customizations that have been made to
the site using SharePoint Designer. It is beyond the scope of this book to discuss the architectural
implications of customizing a site with SharePoint Designer. Suffice it to say that if the farm admin-
istrators enable the use of SharePoint Designer on a SharePoint site, it is possible to create a wide
range of customizations to that site. Sometimes these customizations cause unforeseen problems or
the attempt just doesn’t work out as planned. If you decide you want to revert to how the site looked
when you first created it, clicking this link undoes any changes made to the site definition.

Note that not every change to a site is a customization that is undone by this command. Common
changes to a site that can be reset this way include:

> Changes to the underlying layout pages and master pages of the site

»  Data views

Examples of changes that cannot be undone by this command are:
> Web Parts added to pages
Custom lists or libraries you have created

>
> Themes
>

Changes made using the SharePoint Ul
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Using the Site Analytics Web Analytics Reports

Site analytics simply tell you how many people are looking at your site. SharePoint keeps statistics
on how many pages are viewed, how many unique users visit the site, and various other metrics. To
view these reports, an administrator has to turn on a service that collects the data. If this service is
not set up, you will see the error in Figure 2-5.

Web analytics reports cannot be displayed because the web analytics service application is not provisioned
Contact the farm administrator to request that the web analytics service application be provisioned

FIGURE 2-5

In this case the SharePoint farm administrator needs to provision the Web Analytics service applica-
tion. This function is beyond the rights level assigned to the average user in most SharePoint deploy-
ments. Once the service is provisioned, you will see the page in Figure 2-6.

Category Metrics Value (Current) Value (Previous) Trend
Traffic
Total Number of Page Views 134 2 6,600.00 %
fwerage Number of Page Views per Day 4 1]
Total Number of Daily Unique Visitors 13 1 1,200.00 %
Average Number of Unique Visitors per Day o o]
Total Number of Referrers 0 0
fwerage Number of Referrers per Day 1] 1]
Inventory
Total Number of Sites

FIGURE 2-6

TRY IT

In this lesson we will review the items in the Site Actions menu and how they affect a SharePoint site.

Lesson Requirements
To complete this lesson, you will need the following:
> Access to a SharePoint site

> Administrator rights to the site

Hints

This lesson is a survey of the menu items in the Site Actions menu. The features you see in the video
walkthrough and screenshots may be different from what you will see in your SharePoint farm. It is
common for feature sets to differ from farm to farm.
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Step-by-Step

First you will activate a site feature and see how it affects other elements of the site. Select the Site
Settings option from the Site Actions drop-down menu in the upper left corner of the screen. Under
the Site Actions header, select the Manage Site Features link.

1.

Find the feature called Group Work Lists and click the Activate button. This feature creates
some lists with some functionality for team and resource scheduling. Figure 2-7 shows this
feature.

sl

Group Work Lists
Deactivate |
Provides Calendars with added functionality for team and resource scheduling.

FIGURE 2-7

2.

Select the View All Site Content link in the Site Actions drop-down menu, which remains in
the upper-left corner of the screen. Notice in Figure 2-8 how three new lists have been cre-
ated as a result of the feature’s activation: Phone Call Memo, Resources, and Whereabouts.
Every feature is different, but activating a feature frequently creates these kinds of changes to
a site — creating new elements, adding new options to the toolbar, and so on.

Lists
A Announcements Use this list to track upcoming events, status updates or other team news.
k) his i ke i d h
Use the Calendar list to keep informed of upcoming meetings, deadlines, and
ﬁ Ealendar, other important events.
- Use the reports list to customize the gueries that appear in the Content and
j Content and Structure Reports e .Il:'CCI T q PP
% R Use the Links list for links to Web pages that your team members will find
L pkiss o interesting or useful.
s Meeting Calendars
(= Metadata Announcement List
i Order Details
i Orders
|§—| Phone Call Memo | Use this list to share the incoming phone call information.
Use the Resources list to document shared assets, such as cameras and vehicles.
|H Resauoes | Users can reserve and track listed resources in Group Calendar.
Items in this list contain HTML or text content which can be inserted into web
pages. If an item has automatic update selected, the content will be inserted into
= web pages as a read-only reference, and the content will update if the item is
j Reusable Content changed. If the item does not have éutcmatic update selected, the content will be
inserted as a copy in the web page, and the content will not update if the item is
changed.
il Rss List
s Use the Tasks list to keep track of work that you or your team needs to
=] Tasks complete.
|_-—_| Whereabouts Use this list to quickly and easily track the location of individuals throughout the
2 day.
FIGURE 2-8
3. The next action in the Site Actions menu is to save a site as a template. To save a site as a
template, click the Save Site as Template link in the Site Actions menu.
4. TFill out the form and click OK. The site and all of its settings, lists, and options will now be

available as a choice when you create new sites. The file is also available in the Solutions gal-
lery as a .wsp file. The Solutions gallery is introduced in Lesson 7. You can take this file and
use it in other areas of the SharePoint farm or upload it into completely separate SharePoint
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installations. Figure 2-9 shows the template form you must fill out to save a site as a
template. Galleries are discussed in more detail in Lesson 7.

File Name

Enter the name for this template file,

Name and Description

The name and description of this template will be displayed on the Web site template picker page when
users create new Web sites,

Include Content

Indude content in your template if you want new Web sites created from this template to indude the
contents of all lists and document libraries in this Web site. Some customizations, such as custom
workflows, are present in the template only if you choose to indude content. Induding content can
increage the size of your template.

Caution: Item security is not maintained in a template. If you have private contentin this Web site,
enabling this option is not recommended.

File name:

Template name:

Template description:

Include Content

FIGURE 2-9

5.  The next link in the Site Actions menu is the Reset to Site Definition link. This command will
give you two options for resetting any customizations you have made to the page. The first
option is to reset an individual page whose address you provide. The second option is to reset

the entire site. Figure 2-10 shows this page.

Reset to Site Definition

If you want to remove all customizations from a page (such as changes to Web Part zones or text
added to the page) you can use this feature to reset to the version of the page induded with the site
definition.

You can reset a single page within your site to use the version of the page induded in the site
definition, or you can reset all pages.

Caution: When you reset to the site definition version, you will lose all customizations made to the
current version of the page. Mo backup copy of the page will be made before the page is updated, and
no new version is created.

% Reset specific page to site definition version
Local URL for the page

Example: "http://server/site/default.aspx”

 Reset all pages in this site to site definition version

FIGURE 2-10

6. Click the View the Web Analytics reports link.

There are two sets of analytics reports, one for the site and one for the site collection. You will see
the site collection link only if you have Site Collection Administrator rights. If you are an owner for
this site only and not for the site collection (the difference is discussed in Lesson 8) you will see only

one link for the site-level reports.

@ Please select Lesson 2 on the DV D or visit www .wrox.com/go/sp2010-24 to

view the video that accompanies this lesson.
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Changing a Site’s Look and Feel

On the Site Settings page is a heading titled Look and Feel. Under this heading are several
links that are used to alter aspects of the SharePoint site’s user interface. The Look and Feel
commands give users with Site Owner or Designer permissions the ability to make some basic
branding and navigation changes. In this lesson we examine these options. In Lesson 4 we dis-
cuss creating custom themes.

TITLE, DESCRIPTION, AND ICON

Clicking on the Title, Description, and Icon link

under the Look and Feel heading takes you to the ke B
. . . . Sit d for the W 24 h trai book
Title, Description, and Icon screen. This screen 7 e Tor e T o nonr framer bog

enables you to upload a custom logo to add some Home | Wrox Sub-Site

branding to your site. The title and description are
displayed to the right of the logo. Figure 3-1 shows
where the icon, title, and description elements are positioned on the page in the upper left cor-
ner of the screen.

FIGURE 3-1

DISPLAYING NAVIGATION OPTIONS

A SharePoint site has two main navigation sections, a top link bar that usually displays sites
below the current site and a left-side navigation element that is commonly referred to as the
Quick Launch section. The Quick Launch section is normally used to display elements in the
site, such as lists, document libraries, or web pages that have been created. Both menus are
fully customizable by site administrators, and you can put links to anything you like on either
the top bar or the Quick Launch section.

Figure 3-2 shows the menu for modifying the Quick Launch and Top Link bar navigation
elements.
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The tree view option shows the various lists, libraries, and sub-sites along the left side of the screen.
This view can be used along with or in place of the Quick Launch menu. Unlike the Quick Launch
menu, the tree view cannot be customized on the Site Settings screen. Figure 3-3 shows the tree view
of a sample site. Notice that the last link is to a sub-site.

Add add Site Content
- ’H“eading 2 Gnk 1
£ Announcements
4 Global Navigation ﬁ Calendar
L Wrox Sub-Site Customized Reports
| i Current Navigation

e 5 Form Templates
LA Discussions p
#, Team Discussion

k|

0

&, Links
A Libraries &l
I=|

Phone Call Memo

Connections

! Resources
Document Set enabled library
Drop Off Library Rss List

Reports

FEEEE

3 Shared Documents
S =
Site Pages 4 Site Assets
3 Lists j )
% Calendar @ Site Pages
#®. Meeting Calendars 3 Style Library
¥l Tasks
FIGURE 3-2 = : :
Gu 3 J Team Discussion
Whereabouts

Wrox Sub-Site

FIGURE 3-3

TRY IT

In this Try It, we will examine and configure the options available in the Look and Feel menu on the
Site Settings page.

Lesson Requirements
To perform this lesson, you will need the following:

»  Access to a SharePoint site

> Administrator or Designer rights to the site

Hints

This lesson is a survey of the Site Administration menu. It covers only the most common elements
among all SharePoint sites. A lot of the links you see that are not covered in this lesson are related to
optional features, some of which are covered in other lessons in this book.

Step-by-Step

1.  Navigate to the Site Settings page and find the Look and Feel heading. Click the Title link,
description, and icon. On the Title, Description, and Icon page (see Figure 3-4), enter a value
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for the title, the description, and a URL that is a link to an image that you want to place on
the screen on your site. It is common to store the image you want to use on your site in a
library on the site itself.

Title and Description
Title:
Type a title and description for your Web site. The title is displayed on each page in the site. The description |me
is displayed on the home page.
Description:
Site used for the Wrox 24 hour trainer :I
book
|
Logo URL and Description
oa P URL:
Associate a logo with this site by entering the URL to an image file {recommended size: 60 x 60 pixels). Add
an optional description for the image. Note: If the file location has a local relative address, for Click here to test
example, [ _layoutsfimages/logo.gif, you must copy the graphics file to that location on each front-end Web
server. Enter a description (used as alternative text for the picture):
=l
|
oK | Cancel

2. Figure 3-5 shows how the changes to the Title

field, the Description field, and the Logo URL siteacions - o B
will show on the page. The Title field is circled.
The description is underlined, and the logo is 0
circled. One important thing to keep in mind is
that if the URL you choose for your logo is not
accessible to a visitor to your site, the visitor will not see the site logo. In this case, she will
see whatever you place in the description field below it, or a red X if you leave this field

Wrox

Site used for the Wrox 24 hour trainer book

FIGURE 3-5

blank.
Site Content
3.  On the Site Settings page, under the Look and Feel heading, the o MEomcmERs
Tree View link enables you to select navigation options for the o Seate
left side of the screen. Enabling the Quick Launch option will &J Connections
show the Quick Launch links, which can be added for each ele- T Content and Structure Reports
ment that you add to a site, such as a list, library, or picture. M Cutomeed Reparts
Enabling the Tree View option shows a collapsible view of every M. DB DI LB
site element, grouped by type of content. Select the Tree View 2 Fonpe Yomeielss
checkbox and return to the home page of your site to see how é Fa
. . . . Ph Call M
the selection affects the navigation. See Figure 3-6 for a screen- e
. [ resources
shot of the tree view.

FIGURE 3-6

@ Please select Lesson 3 on the DVD or visit www.wrox .com/go/sp2010-24 to
view the video that accompanies this lesson.
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Using Custom Themes

A SharePoint theme is a quick means by which a user can apply some branding to his or her
site, primarily with text and background color schemes. The advantage of themes is that they
are available to any user with owner or designer rights on the site and do not require admin-
istrative or developer resources to create. Themes have changed quite a bit from previous ver-
sions of SharePoint, offering more flexibility in some areas and less in others. In this lesson
we examine the process for creating a simple theme using the SharePoint Ul and also walk
through an example of creating a theme for your SharePoint site using Microsoft Office 2010
products.

ACCESSING THE SITE THEMES PAGE

Custom themes are created on the Site Themes page. The link to this page is located on the
Site Settings page, under the Look and Feel heading. Access to the link requires either owner
or designer permissions on the site.

First, access the Settings page by expanding the Site Actions menu. The Site Settings link is the
last link on the Site Actions drop-down menu. See Figure 4-1.

On the Settings page, under the Look and Feel heading, click the link titled Site Theme.
Figure 4-2 shows the options under the Look and Feel heading, including the link to the Site
Themes page.
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Browse

Edit Page
Edit the contents of this page.

_J Sync to SharePoint Workspace
S~? Create a synchronized copy of
]

this site on your computer.

New Page
Create a page you can
customize.

New Document Library
Create a place to store and
share documents.

New Site

Create a site for a team or
@ project.

More Options...

Create other types of pages,

lists, libraries, and sites.

= View All Site Content
‘E View all libraries and lists in
this site.

Edit in SharePoint Designer
i’)ﬁ Create or edit lists, pages, and
workflows, or adjust settings.

: A T Look and Feel
Site Permissions 5 : el 3
@ Give people access to this site. Title, description, and icon

Quick launch
S Site Settings Top |II'1.|-( bar
Access all settings for this site. Tree view
K Site theme
FIGURE 4-1 FIGURE 4-2

CREATING A THEME

The themes page is divided into three sections. Let’s take a look at what you need to do in each to
create your theme.

Select a Theme

Figure 4-3 shows the list of available themes. Each theme’s associated color scheme is displayed on
the left side of the screen.

Select a Theme

Default inu themel -

H O N EEEEEE -
EODEOCODO0O0 e
EOEEDCOOOg Comventon
EOEEOCEOOCD o
EOEEEENEEN apal
EEEEEENEEN =

Hyperlink Followed Hyperlink mﬁ:%;;“e

Head|ng FOl'lt Lorem ipsum dolor sit amet... Pinnate

Ricasso

Body FOl'lt Lorem ipsum dolor sit amet... Summer —
Vantage

Viewpaoint ﬂ

FIGURE 4-3
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Changing your theme selection changes the color schemes. Later in this lesson we’ll look at how the
different columns displaying the color scheme correspond to various elements in the SharePoint site.
For now, browse through the theme choices on the right and select one that looks appealing. For
this chapter ’'m using Azure.

Customizing Themes

After you have chosen your basic color scheme you can customize it for each major color category in
the theme and for unselected and selected hyperlink colors. In addition you can choose the prevail-
ing fonts for headings and body text on the site. You have a much greater ability to customize your
theme than in previous versions of SharePoint, in which the color scheme was much more of a take-
it-or-leave-it proposition, unless you were prepared to do some more serious customization work
beyond the level of the average user. Figure 4-4 shows how the interface for customizing the color
scheme is presented to the user.

[ESLHEETeme Text/Background - Dark 1 I:l Select a color...
Fully customize a theme by selecting individual colors and fonts. .
Text/Background - Light 1 I:l Select a color...
Text/Background - Dark 2 l:l Select a color...
. |:| . |:| . |:| . l:‘ |:| |:| Text/Background - Light 2 I:l Select a color...
. l:‘ l:‘ l:‘ l:‘ l:‘ l:‘ l:‘ l:‘ l:‘ Accent 1 I:l Select a color...
= % 9 9 % % % % % % Accent 2 I:l Select a color...
Accent 3 _l Select a color...
. D . . . . . . . . Accent 4 l:l Select a color...
EEEEEEEEEE
Hyperlink Followed Hyperlink Aceents [ selecta color...
Head | ng Font Lorem ipsum dolor sit amet... frcent b I:l Sdzsizis g
BOdy FOI'It Lorem ipsum dolor sit amet... Hyperlink l:l FRER S
Followed Hyperlink I:l Select a color...
Heading Font:
IVerdana =
Body Font:
|Verdana =
FIGURE 4-4

Notice the 10 columns in the color scheme squares on the left. (The page does not appear this way
on the site; the color scheme squares have been transposed in this figure for clarity.) From left to
right, the columns relate to the first 10 items on the right side of the screen, the four text/back-
ground colors and the six accents. In addition, you can modify the color of hyperlinks and previ-
ously selected hyperlinks. Finally, the two drop-down boxes enable you to change the font types

of headings and the body fonts. A lot of the customization process is going to be trial and error to
work out the shades of color you like for each column and where you want those colors to appear on
the page.

Selecting Colors

When you click the Select a Color link next to a section, you are presented with the screen shown in
Figure 4-5.
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Colors 8 x

Old Color:

New Color:

[
I#OOOOOO

OK | Cancel

FIGURE 4-5

At this point you have two options for selecting a custom color. The first and simplest is to select a
color on the color wheel and click OK. You will notice a box under the heading New Color, whose
value changes as you select colors on the color wheel. The other color-selection option is to enter
your own color value in this box.

The advantage of typing your own value in this box is that it enables you to choose from a vast
array of shades far beyond what is available on the color wheel. The disadvantage is that the color
box requires you to enter a value in hexadecimal format. This is why the number in the box is
preceded by a number sign (#). However, unless you spent your high school and/or college years
programming for fun and playing Dungeons and Dragons on the weekend, you may not have any
idea what hexadecimal numbers are. Here is a crash course on picking colors using hexadecimal
notation.

Notice that the color number consists of six digits. This does not represent one large number but in
fact is three two-digit numbers, each with a value between zero and 255. The first two digits desig-
nate the level of red shading, the second green, and the third blue.

With normal numbers you enter the digits 0 through 9. With hexadecimal notation you can enter
the digits 0 through 9 and the letters A through F. Don’t worry about how it works, just understand
that A is 10, B is 11, and so forth. The largest value you can enter for any two digits is FF (represent-
ing 255) and the smallest is 00. For example, if you want pure red you enter #FF0000. The number
sign (#) is required for hexadecimal notation, the FF for the first two digits maxes out the red shad-
ing. The second two digits represent zero, or no green and the last two digits indicate no blue shad-
ing at all. From there you can create any shade you want by modifying the mix of red, blue, and
green shades.

Preview the Theme

Figure 4-6 shows the Preview button at the bottom of the page. Use this button if you want to see
what the theme will look like before you actually make the change.
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Preview Theme

Click the button to open a new window and preview the selected theme applied to &I

this site.

FIGURE 4-6

This is also a good way to see how your modifications to color choices will look.

TRY IT

In this section, you open Microsoft PowerPoint 2010 and create a theme for a PowerPoint presenta-
tion from a list of available choices. Then you save that theme, import it into SharePoint, and apply
it to a SharePoint site.

Lesson Requirements
» A SharePoint site and Microsoft Office PowerPoint 2010.

Hints

You can also use Microsoft Word to create custom themes similar to what is shown in this
walkthrough.

Step-by-Step
1. Open Microsoft PowerPoint 2010.
2.  Click the Design tab on the top menu bar.
3.  In the Theme group of toolbars, select a theme for the presentation.
4.

Click the File tab on the top menu bar, select Save As, and choose to save as type office
theme. Save the presentation to your machine. The file will have a . thmx extension. The Save
As dialog box is shown in Figure 4-7.

5.  Open your SharePoint site and browse to the Site Settings page. Under the Galleries page,
select Themes. The Galleries menu is shown in Figure 4-8.

6. On the Themes gallery page, select the Documents option under Library Tools. Then select
Upload Document, as shown in Figure 4-9.

7. Browse to where you saved the file in Step 4 and select it. Add a description if you wish, and
then click Save. See Figure 4-10.

8. Look at the list in the Themes gallery. You should now see the theme you just uploaded.

9. Browse to the Theme selection page as described earlier in the chapter (Site Actions = Site
Settings = Select a Theme link under the Look and Feel heading).
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10. In the list of themes, you should see the theme you uploaded to the gallery. Select it and click
Apply. Notice the change in color scheme on the page.

=

éo « Templates » Document Themes - m I Search Document Themes
Organize ¥  New folder =~ @
& Downloads ;I MName “ | Date modified | Type
12| Recent Places
| Theme Colors 11/15/2010 10:52 AM  File folder
5 Libraries .. Theme Effects 11/15/2010 10:52 AM  File folder
@ Documents .. Theme Fonts 11/15/2010 10:52 AM  File folder
J‘ Music
[ Pictures
B videos
1% Computer

£, sharepaint VHD (C

Save as type: IOF’ﬁoe Theme j
Authors: Windows User Tags: Add a tag
“ Hide Folders Tools - Save I Cancel |
4
FIGURE 4-7
Galleries

Site columns

Site content types
Web parts

List templates
Master pages

FIGURE 4-8

Library

Documents

Browse

_ Check Out

2 _f5 Check In
Upload Mew Edit
Document ~| Folder Document &, Discard Check Out
L 4F ™ Upload Document it
Upload a document from your

computer to this library.

ﬂﬁ Upload Multiple Documents

Upload multiple documents from
your computer to this library.

FIGURE 4-9
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Theme Gallery - PowerPointTheme.thmx

HB B X

153 Copy
Save Cancel Paste Delete
Item
Commit Clipboard Actions

o The document was uploaded successfully. Use this form to update the properties of the document.

Name * |PowerPointTheme thmx
Description d
[
Created at 11/15/2010 11:09 AM by SPDEMO'\administrator Save Cancel |

Last modified at 11/15/2010 11:09 AM by SPDEMO\administrator

FIGURE 4-10

You can also select and export themes from Microsoft Word and you can import
them into SharePoint.

Please select Lesson 4 on the DVD or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Managing Reporting Services

On the Site Settings page of a SharePoint site is a heading called Reporting Services. SharePoint
site administrators can use these settings to schedule and display reports created from a tool
called Reporting Services. Typically the reports created from this tool pull data from an external
data source or a SharePoint list, and present a view of that data on the report.

This lesson shows you how to use Reporting Services to schedule the report and display it in
a document library. By scheduling the report, we mean periodically refreshing the informa-
tion from the report’s data source. This lesson assumes someone else has already configured
the Reporting Services tool and created the report. What follows is a brief description of the
Reporting Services tool, whose use is beyond the scope of this lesson.

Reporting Services is a feature of SQL Server that can be integrated with SharePoint. It
enables a SharePoint site owner to make schedules for creating reports and for viewing reports
via SharePoint that were created in Reporting Services. The initial setup and configuration of
Reporting Services is quite complex: a SQL server database administrator and a SharePoint
administrator must work together to enable SharePoint Server to act as a reporting portal.

After Reporting Services is configured, reports can be created in SQL Server and published
to a location on a SharePoint Server site. Alternatively, they can be uploaded to a document
library and placed on a schedule to run automatically. This lesson deals only with how to

set a report schedule and enable some Reporting Services settings. It is beyond the scope of
this lesson to discuss the setup and configuration of Reporting Services or to delve into the
details of how the reports are created. The goal of this lesson is to show you the final product
of the Reporting Services application and to walk through the configuration options open to
SharePoint site administrators.

MANAGE THE SHARED SCHEDULE

The Shared Schedule page is used to create a schedule on which to run reports that are on

the SharePoint site. After the schedule is created and named, it can be assigned to any given
report. For example, a manager may wish to see an updated copy of a status report weekly. In
SharePoint the report can be published to a document library, and items created in the library
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can use the schedule to automatically update according to the schedule assigned to it. Schedules

are created under the Manage Shared Schedule link in the Reporting Services section on the Site
Settings page. Reports used in this fashion are created using a program called Report Builder that
is part of the SQL Server 2008 R2 Reporting Services toolkit. A completed report can be uploaded
into a SharePoint library and assigned to a schedule. Incidentally, you can download Report Builder
3.0 for free from http: //www.microsoft.com.

REPORTING SERVICES SITE SETTINGS

On the Site Settings Page page is a heading titled Reporting Services. Clicking on the Reporting
Services Site Settings link under this heading reveals a small menu consisting of three checkboxes.

Enable RSClientPrint ActiveX Control Download

Check the Enable RSClientPrint Active X Control Download checkbox if you want to allow users

to download an ActiveX control that can give them printing functionality for reports from their
browsers. (An ActiveX control is a sort of mini-program that is downloaded to the browser and pro-
vides extra features.) A user must also take action to ensure the ActiveX control is downloaded and
installed. If you do not check the Enable RSClientPrint Active X Control Download checkbox users
will not have the option to download the additional control and take advantage of the print options.

Enable Local Mode Error Messages

In order to display information in reports on the browser, SharePoint uses a control behind

the scenes called the Report Viewer. In previous versions of SQL Server before 2008 R2, your
SharePoint farm had to be integrated with your Reporting Services server that processes the reports
in order to view them in a SharePoint document library. New to SQL Server 2008 R2 is a method
for rendering reports from Reporting Services without integrating the SharePoint farm with a
Reporting Services server. Using the Report Viewer control to view reports from a Reporting
Services server not integrated with SharePoint is referred to as being in local mode. If you wish to
view detailed error messages from reports while using this disconnected mode, select the Enable
Local Error Messages checkbox. Local mode can be useful for troubleshooting, but it is generally
considered poor form for production applications to display detailed error messages, and in some
cases it is a security risk. Reports using local mode are more likely to produce errors because of the
additional configuration and security concerns. The purpose of this checkbox is to make this trou-
bleshooting easier. It should be unchecked once the reports are working properly.

For additional information on local mode, refer to the following Microsoft documentation:
http://msdn.microsoft.com/en-us/library/f£487969 (v=SQL.105) .aspx.

Enable Accessibility Metadata for Reports

Checking the Enable Accessibility Metadata for Reports checkbox will enable the report to output
metadata that defines accessibility options for people with disabilities. For example, the report may
be able to note the availability of Braille formats, audio descriptions, and other such features.
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TRY IT

In this exercise, you will create a shared schedule and see how you can use it to set a schedule for a
report to be run in a SharePoint farm that is using Reporting Services.

Lesson Requirements
To perform this lesson, you will need the following;:
> Access to a SharePoint site.
> Administrator rights to the site.

> SharePoint Reporting Services set up in SharePoint integrated or local mode on SQL Server.
This setup work is beyond the scope of this book. This lesson assumes that a SharePoint farm
administrator or SQL database administrator has set up the prerequisite elements for making
Reporting Services available on a SharePoint site.

Hints

The document library in this example has been configured to allow content types. There is a specific
content type for these type of reports called “Report Builder Report” that should be added to the
document library as an available content type.

Step-by-Step
Follow these steps to complete the lesson:
1. On the Site Settings page for your site, browse to the section titled Reporting Services (see

Figure 5-1). If you do not see this section, you should verify that you have a Reporting
Services service running in integrated mode on your SharePoint farm. Click the Manage

Shared Schedules link.

k Reporting Services
...... II Manage Shared Schedules
Reporting Services Site Settings

FIGURE 5-1

2. Click Add Schedule in the command bar (see Figure 5-2).

i#Add Schedule K Delete [l Pause Selected Schedules

= Name T Schedule Last Run

There are no shared schedules stored.

FIGURE 5-2

3. Set the options (see Figure 5-3) for how often you would like the report to be processed.
Click OK.
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Schedule Name

Frequency

Schedule
Times are expressed in (UTC-05:00) Eastern Time (US and Canada).

Start and End Dates
Specify the date to start and optionally end this schedule.

Use this page to edit schedule properties that are available for repart operations on this site,

¢ Hour
(" Day
& Week

Define a schedule that runs on an hourly, daily, weekly, monthly, or one-time basis.

 Month
' Once

Repeat after this number of weeks:ll

On day(s):

I sun ¥ Mon [~ Tue [T wWed [~ Thu [T Fri[7] Sat

Start time:
8:00 | ¥ AM. O P.M.

Begin running this schedule on:

Jarz2s2011

I Stop running this schedule on:

Cancel

FIGURE 5-3

4. Browse to a document library in which you have Reporting Services reports. It is possible to
define the output to a SharePoint library automatically in Reporting Services. For the pur-
poses of this walkthrough, the report has been manually uploaded to the document library,
as opposed to the output of the report automatically appearing in the library after it runs. In
addition, we have added the Report Builder Report content type to the library, which will

enable scheduling and other options for our report document.

5.  This example uses an uploaded .rd1 file (a Reporting Services report) to our document
library and assigned it the content type of Report Builder Report. In Figure 5-4 you can see

the options available in the drop-down menu.

Name

SalesOrders
View Properties

Edit Properties

Edit in Report Builder
Check Out

B B/ {

Manage Subscriptions
Manage Data Sources
Manage Shared Datazets
Manage Parameters

Manage Processing Options
Manage Cache Refresh Flans
View Report History
Compliance Details

Alert Me

Send To

@ Manage Permissions
XK Delete

Modified

& |2/3/2011 11:29 PM

FIGURE 5-4
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6.  Select the option Manage Processing Options. Notice that under the History Snapshot
Options (Figure 5-5) there is a checkbox titled Create Report History Snapshots on a
Schedule. The schedule can be customized for this report or you can use the shared schedule
that you just created in Step 3.

Use this page to spedfy how and when report processing occurs.

| G

Data Refresh Options {¥ Use live data
grp:cifsys:ﬁeher data processing occurs during report processing, or before the reportis @i i e i

" Use snapshot data
Use live data retrieves data from the data source each time the report is run.

Processing Time-out % Use the default setting for the report server

Set limits to automatically cancel long-running reparts o N
% 4 cbi=nr ¢ Do not limit report processing time-out

(" Limit report processing time-out (in 1600

seconds) to:

History Snapshot Options I Allow report history snapshots to be created manually
Keep a copy of the report that contains data from a spedific point in time.

[" Store all report data snapshots in report history
[¥ Create report history snapshots on a schedule
¥ On a shared schedule:

I Wrox Schedule = I

At 8:00 AM every Mon of every week, starting 4/2/2011
and ending 4/10/2011

{" On a custom schedule Configure

At 8:00 AM every Mon of every week, starting 4/2/2011

History Snapshot Limits {% Use the default setting for the report server

Specify the number of snapshots that will be stored in report history I e e

" Limit number of snapshots to: |10

oK | Cancel

FIGURE 5-5

Please select Lesson 5 on the DVD or visit www.wrox .com/go/sp2010-24 to
view the video that accompanies this lesson.
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SECTION 1I

Administration at the Site
Collection Level

» LESSON 6: Site Collection Administration Settings

» LESSON 7: Managing the Solutions Gallery
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Site Collection Administration
Settings

Individual web sites are the main context, through which most people experience and think
about SharePoint. A site is a visible part of the portal and is easy to understand. A site col-
lection, on the other hand, is an abstract administrative entity. In this lesson we discuss the
purpose of the site collection and cover some of the administrative options available at the site
collection level. Many of the site collection administrative options not covered in this lesson,
such as search settings, are covered in other lessons.

DEFINING SITE COLLECTIONS

A site collection is a group of individual SharePoint sites, grouped together to form a major
administrative boundary. A lot of SharePoint features and functions are designed to work
across sites but not across site collections. This boundary allows for different settings and
configurations for groups of sites that have a clearly separate purpose. Site collections can

be created at the farm level by farm administrators or, if the Configure Self-Service Site
Creation option has been enabled by the farm administrator, site collections can be created

by end users. The Configure Self-Service Site Creation option can be enabled in the Central
Administration website in the Site Collections heading in the Application Management section
of Central Administration.

Each site collection has a top-level site, also known as a root site. On the settings page of this
site you’ll find the site collection administrative options.

Following are a few examples of the SharePoint configurations that are restricted to an indi-
vidual site collection. Each site collection will have its own set of configurations, named
administrators, and other elements.

> Site Collection Administrators: A site collection administrator has absolute rights on
any site within the site collection. These rights cannot be removed by the enforcement
of unique permissions on sites, lists, or items at any level. The link to set site collection
administrators is found under the Users and Permissions heading of the settings page of
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the top-level site of the site collection. Figure 6-1 shows the T m—
. . ; ] e sers and Permissions
section of the Site Settings page where you can add site k\j@ People and groups
. . . . . . Site permissi
collection administrators by clicking on the Site Collection e e

Administrators link.
FIGURE 6-1

> Navigation: Within a site collection, navigation items can be
configured to appear identically on every site. However, sites in
one site collection will not use the navigation items configured in another site collection.

SITE COLLECTION ADMINISTRATIVE OPTIONS

You can see site collection administrative options only in the
Site Settings page of the top-level site of the site collection. If you
visit the Site Settings page of any child site you will see only a link

Site Collection Administration

| __]::J 3 Go to top level site sattings

to the site collection administrative options. If you don’t see any
link at all, you are not listed on the site as a site collection admin-
istrator. Figure 6-2 shows a link on the settings page of a sub site to the Site Collection Administration
options on the root site. If you are on the root site you will instead see a full range of options.

FIGURE 6-2

Table 6-1 lists various options and the settings that are necessary for various Site Collection
Administration options to display on the screen. You will only see the link on the left side of the
table if the prerequisite is met on the right side of the table.

TABLE 6-1

SITE COLLECTION ADMINISTRATIVE LINK PREREQUISITES

LINK

FAST Search Keywords

FAST Search Site
Promotion and Demotion

FAST Search User Context

Content Type Service
Application Error Log

Document ID Settings
Record Declaration Settings

Variations

Variation Labels

Variation Logs

Translatable Columns

Suggested Content
Browser Locations

PREREQUISITE

FAST Search installed on the farm and SharePoint Server Enterprise
Site Collection feature activated

FAST Search installed on the farm and SharePoint Server Enterprise
Site Collection feature activated

FAST Search installed on the farm and SharePoint Server Enterprise
Site Collection feature activated

Content Type Syndication Hub feature activated for the site collection

Document ID Service feature activated for the site collection
In Place Records Management feature activated for the site collection

SharePoint Server Publishing Infrastructure feature activated for the
site collection
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The following links do not have any prerequisites. They always display in the Site Collections
Administration menu if you are using SharePoint Server. Many of these links do not exist if you are
using only SharePoint Foundation.

>

TRY IT

Recycle Bin: The recycle bin is used to allow Site Collection Administrators to restore con-
tent that has been deleted. The recycle bin at the site collection level is known as the “second
stage” recycle bin. Items only end up here after they have already been removed from site
level recycle bins.

Site Collection Features: This page activates different functionality that will affect all of the
sites in the current site collection.

Site Hierarchy: This page that shows all of the sub sites in this site collection.

Site Navigation: This page contains options for how navigation options can be displayed
across the site collection.

Site Collection Audit Settings: This page contains options for how the content of the site col-
lection can be audited and the audit logs stored in a separate database.

Portal Site Connection: It is possible to have several (even hundreds or thousands) of site
collections. You can use the portal site connection page to link them to an overall corporate
portal site. The main benefit of this is to have a breadcrumb navigation element that will
always link to the top level portal site, no matter how far down into the navigation you may
be. SharePoint designer settings: On this page you can restrict what a user can do on this site
collection with the SharePoint Designer program.

Visual Upgrade: If you have upgraded from the previous version of SharePoint, but have
maintained the old user interface, this page contains options to upgrade the interface to the
2010 version.

Help Settings: On this page, you can choose which topics to display on the help screens,
when a user clicks the help icon on the screen.

In this walkthrough, you will configure several site collection level settings.

Lesson Requirements

To perform this lesson you will need the following;:

>

>

Hints

Access to a SharePoint site

Site collection administrator rights on the site collection

This lesson is a survey of the Site Collection Administration menu. Some elements of Site Collection
Administration, such as search settings, are covered in other lessons which are targeted to those
features.
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Step-by-Step

Follow these instructions to complete the lesson:

1.

Navigate to the Site Settings page via the Site Actions
menu. If you see a link as shown in Figure 6-3, it means
you are in a subsite of the site collection, and not the top-

NEET |

Site Collection Administration
Go to top level site settings

level root site. You can only access the Site Collection FIGURE 6-3

Administration menu from the top-level site of a site
collection.

Fortunately, if you chck.on the.hnk, you will be . S —
taken to the root level Site Settings page and you will jjj.al Search settings
see the menu as shown in Figure 6-4. Note that the l e
exact list of options should be similar, but not neces- FAST Search keywords
sarily identical. e
. . . . Recycle bin
Click on the Recycle Bin link. That will take you to Site collection features
the Recycle Bin page as shown in Figure 6-5. The site She herarchy,
X o Site collection navigation
collection level recycle bin is a second level recycle Site collection audit settings
. . .. . Audit log reports

bin. When a user deletes an item, it is first stored in e
that site’s recycle bin for a period of time as set by - i

. X . . . Record declaration settings
configuration options. After that time expires, or if a Content type service application error log

. . . . Content type publishi
user empties the site level recycle bin, the content is s, R Py
moved to the site collection level recycle bin, where ‘-:aria:iG” :abe's

. . L. Variation logs
you have one more chance to reclaim it before it is Translatable columns
: . Suggested Content Browser Locations

permanently deleted. Notice on the recycle bin page Eogn e
at the site collection level you have 2 options on the SR U e

. . . . Visual Upgrade
left hand side, including End User Recycle Bin Items Help settings
and Deleted from End User Recycle Bin. The former FIGURE 6-4

displays a view of items still in the site level recycle

bin, while the latter displays items in the site collection level recycle bin. Restoring an item
places it back on the site. Deleting it removes it permanently if in the site collection level
bin. If in a site level bin, deleting it removes it from the site level to the site collection level

recycle bin.

Select a View

= i i o) i
& v tser RECyOE BRETS estore Selection X Delete Selection 5| Empty Recycle Bin
= Deleted from end user Type Name Original Location
Recyde Bin O oL .

There are no items in the recycle bin.

Deleted By

FIGURE 6-5

Click on the Site Collection Features link. Figure 6-6 shows a sample of the features listed
on this page. The important thing to remember about this page is that many elements of
SharePoint functionality must be activated at the site or site collection level, or both, in order

to function properly.
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—— Content Type Syndication Hub

| : ! ) Deactivate
Provisions a site to be Enterprise Metadata hub site.

1 Custom Site Collection Hel

| ° Activate
Creates a Help library that can be used to store customn help for this site collection.

- | Disposition Approval Workflow

& Lx L Deactivate
Manages document expiration and retention by allowing participants to decide whether to retain or delete expired documents.

[~ Document ID Service

| i _ ) _ _ Deactivate
Assigns IDs to documents in the Site Collection, which can be used to retrieve items independent of their current location.

____ Document Sets

i Provides the content types required for creating and using document sets. Create a document set when you want to manage multiple documents as SEELTE
a single work product.

FIGURE 6-6

4.

Some common points of confusion among inexperienced SharePoint users or administrators
that are caused by inactive features include:

1.  Not finding web parts in the web part list when trying to add them to a page.

2. Not having access to publishing features and web parts unless the publishing features
are activated at both the site and site collection levels.

3. Not having access to site or list templates when creating new sites or lists.

Take a moment to look at the list of features on this page and how they may relate to func-
tionality you want active on your site collection. Looking for inactive features should always
be one of your first options when you cannot find a certain type of SharePoint functionality.

Click on the Navigation Settings link. This will open the Navigation Settings page as shown
in Figure 6-7.

for the link.

Navigation Enabled

This setting determines whether navigation links are shown across the top or on the sides of pages.
Disabling navigation will hide any navigation bars on pages in this site collection.

Security Trimming

This setting determines whether navigation links are hidden if the user does not have access to the
desintation of the link.

Audience Targeting

This setting determines whether navigation links are hidden if the user is notin the audience spedfied

¥ Enable navigation

¥ Enable security trimming

[ Enable audience targeting

FIGURE 6-7

The Enable navigation button changes navigation behavior. Figure 6-8 shows a site with
navigation enabled.

Figure 6-9 shows a site with navigation disabled. Note how the links across the top and left
side are gone.

Disabling the security trimming button allows people to see links even if they do not have
rights to the page it links to. This is sometimes desirable as a user may require access to a
page and not realize it exists if they never see the link.

Disabling audience targeting will remove the ability to target navigation links to a certain
group of users based on group membership.
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5.  Click on the link titled Site Collection Audit Settings. This will open the Configure Audit
Settings page. This page allows you to configure auditing for the site collection. If you enable

this feature, you will be able to track actions that users take in your
site collection such as viewing documents, executing searches, or down-

Wrox Wrox Sub-Site

o . ; . Librari
loading items. Figure 6-10 shows the available options. S'_t rapmes
ite Pages
Many of the options for choosing events to audit are self-explanatory. B
ibrary

The options at the top of the page are especially important:

Connections

> Automatically trim the audit results Rplotibbary
Reports

> Specify the number of days to retain

. . . Lists
> Specify a location to store audit reports
Calendar
Auditing can occupy a large amount of disk space. A flaw with audit- Tasks
ing in previous versions of SharePoint is that no viable option existed S

Phone Call Memo

for removing auditing information from the database. It is important
that you set the options for trimming if you are going to use site collec-
tion auditing. This will prevent the database from growing too large.

Orders
Order Details
Metadata Announcement

Auditing data can be viewed in one of two ways. First, the database L

Meeting Calendars

can be examined to gather data. This type of task is usually per-
formed by IT professionals. The other option is to use the link on the FIGURE 6-8
Site Collection Administration menu titled Audit Log Reports. The

information from the audit logs is available in the form of Excel-based
reports.

Wraox

& Recycle Bin

6. Click on the link on the Site Collection Administration menu titled S
Audit Log Reports. Figure 6-11 shows the page and the reports that are e

available to download. Click on a report to download audit data into FIGURE 6-9
Excel. You can use your Excel skills to further analyze the audit data.

Audit Log Trimmin. 3 3 z
og 9 Automatically trim the audit log for this site?
Specify whether the audit log for this site should be autematically trimmed and optionally store all of € Yes & No
the current audit data in a document library. The schedule for audit log trimming is configured by your -

server administrator. Learn more about audit log trimming. by ity the v GF s o vkl T dhoited o

retain:

—

Optionally, specify a location to store audit reports before
trimming the audit log:

Dx s d It . -
ocuments and Items Specify the events to audit:

Spedfy the events that should be audited for documents and items within this site collection. - Opening or downloading documents, viewing items in
lists, or viewing item properties
™ Editing items
] Checking out or checking in items
O Moving or copying items to another location in the site

T Deleting or restoring items

Lists, Libraries, and Sits
i ibraries, and Sites Specify the events to audit:

Spedfy the events that should be audited for lists, libraries, and sites within this site collection. W) (25 e e T
] Searching site content

[T Editing users and permissions

FIGURE 6-10
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7.  Our final link in this walkthrough is the Portal site connection link. Figure 6-12 shows

this page.

@ Content Activity Reports

& Content medifications
This report shows all events that modified content in this site.

@j Content type and list modifications
This report shows all events that modified content types and lists in this site.

IEJ Content viewing
This report shows all events where a user viewed content in this site.

I;IJ Deletion

2 Custom Reports

Ig_] Run a custom report
Manually specify the filters for vour Audit Report.

This report shows all events that caused content in this site to be deleted or restored from the Recycle Bin.

FIGURE 6-11

Portal Configuration

To connect to a portal site, enter the URL and a friendly name for the portal.

' Do not connect to portal site

¥ Connect to portal site
Portal Web Address:
Example: "http://server/portal/"
Portal Name:

FIGURE 6-12

Normally site collections are autonomous units. The settings and data of one site collection are not
available to other site collections. This includes navigation structures. In many cases, however, por-
tal designers want to provide separate site collections for different areas of their organization and
still provide an integrated navigation experience without having to configure the navigation elements

manually for each site collection.

The portal site connection option allows site collections to link back to a single parent site collection.

This is provided via the breadcrumb navigation control.

In this example, we will select the radio button option
Connect to Portal Site. Then we will enter the address of
the top level portal we want to connect to. In this case
http://<servername>/sites/demo. Then we give the
more descriptive title “Top Level Portal Site” in the por-
tal name box. Figure 6-13 shows the result in the bread-
crumb control on the ribbon. Notice that the top
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L,  Site Settings
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level of the breadcrumb is the “Top Level Portal Site”. We can
use this same connection on every site collection to provide this
linkage.

This page location is:

Wrox

Figure 6-14 shows the same breadcrumb without the portal con- L,  site settings
nection. Notice how it stops at the top of the site collection.

FIGURE 6-14

Q Please select Lesson 6 on the DV D or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Managing the Solutions Gallery

Besides being a very powerful and full-featured collaboration tool out of the box, SharePoint
is also a development platform. When you need to add capabilities to SharePoint that are not
part of the deployed product, there is a mechanism for delivering that capability, formally
called solutions.

The solutions gallery is used to hold elements of a SharePoint site that are repeatable and can
be reused across sites. The gallery exists at the site collection level; therefore, anything placed
in it is available on any site within the collection, but not in any sites outside the site collection.
Items that can be placed in the solutions gallery include site templates created using the Save

as Site Template command on the Site Settings page, and custom solutions written by develop-
ers that extend the capabilities of SharePoint. Once the element is created, it is deployed to the
solutions gallery and becomes useable anywhere within the site collection. In this lesson we
will be examining the ways a site collection administrator can use the solutions gallery.

The solutions gallery can be found on the Site Settings page under the heading Galleries. The
main advantage of the solutions gallery is that it allows individual site collection adminis-
trators to deploy customizations that will not affect other site collections. This is a big deal
because in days gone by, before this was possible, farm administrators would often disallow
all site customization.

SOLUTION FRAMEWORK

The solution framework in SharePoint has been around since the 2007 version of the prod-
uct. It was created to provide a rational method for deploying customizations to SharePoint.
Solutions are made up of various files such as programming code, style sheets, images, and
any other resources used to create the functionality that the solution provides. All the files
are packaged into a single file that ends with the extension .wsp. In the previous version of
SharePoint, only farm administrators could deploy solution files. In addition, it was possible
for poorly written code to wreak havoc on the entire SharePoint farm or for solutions to
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create customizations that, while intended for one particular site or site collection, could contain
elements that caused changes to the entire farm.

In SharePoint 2010, sandbox solutions enabled solutions that could be deployed by a site
administrator to affect only the site collections in which they were installed. These solutions
are limited in some ways compared to those deployed at the farm level by farm administrators.
However, these limitations are the concerns of developers. As a site collection administrator,
what you need to know is how to deploy a .wsp file and understand the role of a resource
quota.

One thing to note about sandbox solutions is that they are possible only if the farm administrator
activates the feature. Some farms may not want to enable site collection administrators to publish
custom solutions, or enable any custom solutions in the farm at all. The rest of the content in this
lesson assumes that the option is enabled at the farm level.

UNDERSTANDING RESOURCE QUOTAS

Farm administrators use resource quotas to limit the impact that site collection—level

solutions can have on the rest of the farm. Each site collection is assigned a number of “points”
that the administrator spends by activating and using the elements of a solution in the solutions
gallery. Once the pool of points for that site collection is expended for the day, no more
solutions can be run. You can track your daily point use on the solutions gallery page, as shown
in Figure 7-1.

Your resource guota is 2 server resources. Sclutions can consume resources and may be temporarily disabled if your resource usage exceeds your guota.

Current Usage (Today) [ ]

Average Usage (Last 14 days) B ]

M Name Edit Maodified Status Resource Usage
SharePointProject1 \_} 3/6/2011 19:20 Activated 0.00
Wrox Template [ } 8/24/2011 20:08 Activated 0.00

FIGURE 7-1
Some commonplace occurrences which result in the expenditure of points include:

> Code that generates errors

> Code that taxes the server’s processor

> Code that uses the database a lot
These criteria can be modified by a farm administrator but the underlying idea is that code that
taxes the farm is going to be limited in how long and hard it can run. Again, most of the problems

of point usage are concerns for developers rather than SharePoint administrators, but you should be
aware of what these points mean and why a solution might use them too quickly.
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DEPLOYING A CUSTOM SOLUTION

Deploying a custom solution is a simple process. A developer will provide a file having a .wsp exten-
sion. This file can then be uploaded into the solutions gallery. Deploying a solution is a two step
process. Step one involves uploading the file, while step two involves deploying the solution. Once
deployed, the solution will be made available via the solutions gallery. Activating the solution is
what makes its features available in the site collection. Figure 7-2 shows the toolbar commands used
in the solutions gallery for uploading, activating, and deactivating a solution.

Library Tools

Site Actions = @8 Browse Solutions Library

EEE

Upload  Browse Delete Activate Deactivate Upgrade
Solution Office.com

FIGURE 7-2

TRY IT

In this lesson you will be creating a very basic Web Part and deploying the solution to the solution
gallery. Unfortunately, the code produces an unhandled exception. Unhandled exceptions burn a lot
of points. You will see the effect of using up daily a resource quota.

Lesson Requirements
To complete this Try It exercise, you need the following:
> A SharePoint site.

> Visual Studio 2010, to build the Web Part. If you don’t own a Visual Studio 2010 license,
consider using Visual Studio Express Edition for this exercise, as the license is free.

Hints

This exercise does contain some coding, but does not really require any programming skills. You
can cut and paste. In addition, if you are not familiar with Visual Studio, viewing the accompanying
video with this lesson will be especially helpful.

Step-by-Step
1. Open Visual Studio 2010.
2.  Select New Project.
3. From Installed Templates, under Visual C#, select SharePoint 2010.
4

Select the “Empty SharePoint Project” type. Leave the default name set to
SharePointProject1. Figure 7-3 shows a project being added in Visual Studio.
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New Project 2l x|
| .NET Framework 3.5 = ||Sortby: | Defauit | search Instalied Templates 2|
Installed Templates
21 Type: visualC#
Visual Basic | .C Empty SharePoint Project Visual C#
An empty project for creating a SharePoint
[ Visual C# application.
Windows Visual Web Part Visual C#
Web
Office Sequential Workflow Visual C#
Cloud
Reporting State Machine Workflow Visual C#
El SharePoint
2010 Business Data Connectivity Model Visual C#
2007
Silverlight Event Receiver Visual C#
Test
o List Definition Visual C#
Waorkflow
H Veuch F#_ Content Type Visual C#
Other Project Types
Database i |
Modeling Projects e peees —
Test Projects Eﬁ
" ma| Site Definition Visual C#
Orline Templates :‘ 4
=
ot = Import Reusable Workflow Visual C# LI
Narme: | SharePaintProjectl
Location: Ic:\users\admin\shatﬂr\dncumsnts\wsual studio 2010'Prajects ;I Browse... |
Solution name: I SharePointProjectl |¥ Create directory for solution
I Add to source control

FIGURE 7-3

5. In the dialog that pops up, make sure the site collection listed is the one you are using. Select
the sandboxed solution with the radio button. Figure 7-4 shows this dialog.

8! Specify the site and security level for debugging

‘What local site do you want to use for debugging?
it izimike | vaidate

What is the trust level for this SharePoint solution?
(:" 1 yasa e 1 1

Clicking this option causes the solution to be deployed as a Sandboxed solution. Sandboxed solutions can be
deployed by the site collection owner and are runin a secure, monitored process that has limited resource
access.

" Deploy as a farm solution

Clicking this option means that users must have SharePoint administrator privileges to run or deploy the
solution.

Learn more sbout sandboxed solutions

< Previous Mext = | Finish I Cancel

FIGURE 7-4
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6. Right-click the project name and select Add. From the templates, select Visual C# and
SharePoint 2010. From the list of projects, select Web Part. Figure 7-5 shows how to add a

Web Part project.

2%

| Search Installed Templates

2]

Type: Visual C#
A SharePoint web part item.

FIGURE 7-5

Add New Item - SharePointProjectl N
Installed Templates Sort by: | Default BB
El visual C# — =]
Code |_3l31 visual Web Part Visual C#
Data ; - :
General | Web Part Visual C# |
Web
Windows Forms Sequential Workfiow Visual C#
WPF
Reporting State Machine Workflow Visual C#
= sharePoint
2010
Business Data Connectivity Model Visual C#
Workflow
Online Templates Application Page Visual C#
F“; Event Receiver Visual C#
[
Sgm  Module Visual C#
=}
888 ContentType Visual C#
:E List Definition From Content Type Visual C#
List Definition Visual C# [
‘ ] List Instance Visual C#
7 R |
Name: I\'\J‘EbPartl

7.  Copy and paste the following code. Some code will start on the screen. Overwrite everything
on the screen from the word namespace to the final curly bracket (3). This code creates a

button on the screen, and throws an error when you click it:

namespace SharePointProjectl.WebPartl

{
[ToolboxItemAttribute (false) ]
public class WebPartl : WebPart
{
protected override void CreateChildControls()
{
var button = new Button();
button.Text = "Create Error";
button.Click += new EventHandler (button_Click) ;
this.Controls.Add (button) ;
base.CreateChildControls () ;
}
void button_Click(object sender, EventArgs e)
{
throw new NotImplementedException();
}
}
}
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Lists

Tasks

Rss List

Wrox » Solution Gallery » Solutions Z #

Use the Solution Gallery to track user solutions. Ilikelt Tags &
Notes

Wrox | Wrox Sub-Site Search this site. p (7]

It Your resource quota is 100 server resources. Solutions can consume resources and may be temporarily disabled if your resource usage exceeds your guata.

Site Pages Current Usage (Today) [ 1

Shared Documents Average Usage (Last 14 days) | !

Connections

R s [ Name Edit Modified Status Resource Usage

Reports SharePointProject1 & wew =] 3/6/2011 11:20 PM Activated 0.00

Calendar

Phone Call Memo

Discussions

Team Discussion

Site Content
b Annnuncements;l

Right-click the project title and select Deploy. The code will run for several seconds and
then, barring any errors, will be deployed to the solutions gallery. Figure 7-6 shows the title
of the project as it appears in the solution explorer on the right side of the screen. If you do
not see the solution explorer, you can open it in the view menu on the menu bar at the top of
the screen.

NI} SharePointProject1

[ Project References
{} SharePaointProjectl. WebPart1

FIGURE 7-6

Now browse to Site Settings = Galleries = Solution Gallery. You should see your project in
the Solutions Gallery. At this point it has consumed no resources, as indicated by the two
white lines. Figure 7-7 shows the resource usage of 0.0 in the rightmost column.

SPDEMO\Administrator -

FIGURE 7-7
10. Now we will add the Web Part to a web page. Browse to a page on your SharePoint site that

1".

can have a Web Part added to it. (The home page of a test site would be a good choice.) To
add a Web Part to the page, use the site actions menu and select the edit page option. This
will put the page in edit mode and the Editing Tools section will appear on the ribbon. In the
Editing Tools section, select the insert command. The ribbon will change to show the toolbar
items that you can insert on the page. Select the web part option and insert the web part onto
the page. It should look like the screen as represented in Figure 7-8. Figure 7-8 below shows
the toolbar and the Web Part added to the page.

In this example you can see the Web Part, represented by a simple button that will create an
error. After creating this error a few times, and waiting a few minutes, you can revisit the
gallery to see how many resources an unhandled error consumes.

Click the Create Error button. You should see an error message show up on the Web Part. Click
the button a few times to use up points. You may have to refresh or revisit the page several
times.
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Editing T

HE&G N B m i

Table Picture Videoand Link Upload Web Existing New
= = Audio = File Part

Tl

List -~ List
Tables Media Links Web Parts
Libraries I—|
Site Pages webPart1
Shared Documents ‘ Create Error
Lists
Calendar
Tasks
Discussions

Team Discussion

@ Recycle Bin

2 Al site content

Getting Started
& share this site

B Change site theme.
=

FIGURE 7-8

WebPart1 -

Web Part Error: Unhandled exception was thrown by the sandboxed code wrapper's Execute method in the partial trust app
domain: An unexpected error has occurred.
Show Error Details

FIGURE 7-9

12.  Return to the solutions gallery. By default, every 15 minutes the statistics for resource usage
will be updated. It is possible for farm administrators to manually process these statistics or
to update them more often. Figure 7-10 shows how the gallery page will look after you have
used all your daily resources and the statistics have been updated. Your screen may look
slightly different, or the orange bar may be of a different length, depending on the resource
quota created by your farm administrator. In this case, it is set to the unrealistically low num-
ber of 2 to show a more dramatic usage bar. More common is a quota of several hundred
points or more.

Solutions
Wrox » Solution Gallery » Solutions & O

&3 ;.. the Solution Gallery to track user solutions likelt  Tags &

Notes

Wrox | Wrox Sub-Site Search this site... » (7]

b [Your resource quota is 2 server resources. Solutions can consume resources and may be temporarily disabled if your resource usage exceeds your quota

Site Pages Current Usage (Today)

Shared Documents Average Usage (Last 14 days) 1

Connections

Drop O Library M Name Edit Modified Status Resource Usage

Hopors SharePointProject] & B 3/6/2011 11:20 P Activated 3.00

Lists
Calendar
Tasks
Rss List

Phone Call Memo

Discussions

Team Discussion

Site Content

& Annuun:ementsﬂ
B i

FIGURE 7-10
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13.  Although in this example Visual Studio was used to automatically deploy the solution,
another scenario is that a developer hands you a .wsp file for you to deploy to the gallery. In
that case browse to the gallery and, after clicking the Solutions tab in the ribbon, select the
Upload Solution command, browse to the .wsp file, and click OK.

14.  Once the file is uploaded, use the Activate command on the Solutions tab to activate the solu-
tion. Figure 7-11 shows the solution-deployment commands on the ribbon. Deactivate is used
to remove solutions from the site collection.

Site Actions ~ @ Browse Solutions Library

Upload Browse Delete Activate Deactivate Upgrade
Solution Office.com

New Commands

FIGURE 7-11

@ Please select Lesson 7 on the DV D or visit www .wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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» LESSON 11: Managing Search Availability at the List and Site Level for
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Setting Search Options at the
Site Collection Level

Once you begin to use SharePoint to store documents and other content, you need a way to
search through what’s there and make it available. SharePoint Search provides you with a
powerful tool to assist your users in finding information. Lesson 9 examines how to configure
and use search scopes to help users find information. In this lesson you will look at the overall
approach to working with Search on your site and how to configure it.

When you search within a site collection your results are displayed on a default search
page, which is used by the entire site collection. This page results.aspx is actually stored
on the SharePoint server. For example, searching a site with the URL nttp://martinre-
idpc/sites/demo/SitePages/Home.aspx will display results using a results page located
at the URL http://martinreidpc/_layouts/0OSSSearchResults.aspx/Results.
aspx?k=test&s=A11%20Sites.

Clicking the Home link on the results page will send you to the URL http://martinreidpc/
Pages/default.aspx. This is not the site where you started searching. You are now outside
the context of the site on which you started the search. This is because the search results page
is located at the top level of the site collection not within the team site you started on. This can
be confusing for your users, who can get lost in complex site structures. This is one of the rea-
sons SharePoint enables you to customize the search results page and change its location. We’ll
look at doing this later in the lesson.

Search is managed by site collection administrators from the Site Settings page. From here you
can work with scopes: you can create custom scopes, add or remove items from the search
scopes drop-down list, add new items to the list, and more. In terms of search results you can
create your own results page and customize its layout.

Figure 8-1 shows the top section of a newly created site collection. Notice the search box,
which will enable you to enter a search term and get results.
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site actions + §f B EEET]

Lesson 8 » Home A L #)

Leason 8 examples IlikeIt  Tags &
Notes

Home Search this site... p (7]

FIGURE 8-1

Now look at Figure 8-2, which shows the same search box but with a configuration change made.
In this case the search scopes drop-down list is now available. This enables your users to conduct
searches restricted to specific areas of the site or indeed specific content types. In this case the search
scopes drop-down has been configured to display Lesson 8.

Browse

Lesson 8 » Home e o

Leason 8 examples ILike It Tags &
Notes

Home This Site: Lesson 8 [x] » Q ‘

FIGURE 8-2

Figure 8-3 shows the same list with the search settings changed again, this time to make more items
available for targeted search.

site Acions + B B EEC]

Lesson 8 » Home o L#)
Leason 8 examples Ilikelt  Tags &
Notes
Home All Sites [=] p (]
This Site: Lesson 8
Libraries All Sites
. People
ite Pags Waleome ta vuniir sital - earch Scone |8
FIGURE 8-3

People and All Sites are now available, enabling users to conduct searches within those specific
categories. As you progress with SharePoint and search you will begin to understand what informa-
tion your users search for and how, and you can then begin to customize search and scopes to make
searching for common terms easier. This is discussed in Lesson 9 when you look at search scopes in
more detail.

SEARCH RESULTS

SharePoint 2010 has also improved how results are displayed to the user. Figure 8-4 shows the
results for a simple search using the word test. (Note that some areas of the screen that display user
account information have been blanked.) The left-hand side of the results page enables you to fur-
ther filter the results by:

> Result Type: Filter for all results, or for web pages, PowerPoint documents, or Microsoft
Word Documents.

> Site: View results from all sites or specific sites listed.

Author: Filter results by content author.
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> Modified Date: Filter results by date modified.

>

Tags: Filter results using metadata tags associated with content.

: 4 ¥ . —=
Home » Site Search Results -4 7
ILike It Tags &
Motes
Home Press Releases e
Windows Share |Z| test yel =
Try =earching again in All Sites.
Result Type 1-10 of about 130 results = i‘f
Any Result Type
Webpage e
P ® test
PowerPoint 0 .. 0x010100A22E315B1F3C42B49A0E90D2F9ABSAB1000B24F6D50AD4CO4ASAG4D3173724R472
2 ... Slide ...
Word Authors: | _ ’ Date: 7/27/2010 Size: 21KB
http://martinreidpc/sites/demo/Project Slides/test_001.pphx
Site
- B test
Any Site 0 .. 0x010100A22E315B1F3C42B49A0E90D2F9ABSAB1000B24F6D50AD4CO4ASAG4D3173724R472
T = ... Slide .
A pc/sites Authars: . Date: 7/27/ Size: 19KB
http://martinreidpc/sites/demo/Project Slides/test_004.pptx
Author
&2
Any Author test .0 .
System Account g)l?giUl00A22E315EllF3C42E|49AOEQODZFQABSABI000E!24F6D50AD4C94A9A64D3173724M?2
Authors: Date: 7/27/2010 Size: 19KB
- . http:/fmartinreidpc/sites/demo/Project Slides/test_002.pptx
Martin Wp Reid B 5 L T L
Amandam @J )
test 0 i
FIGURE 8-4

These options enable you to filter results directly on the screen according to your requirements.
When working with a custom Search Center you can also change the way in which results are dis-
played to your users by editing the Search Core results Web Part. This is the main Web Part used to

display results within the results page.

TRY IT

For this exercise you will be changing the search drop-down mode to display additional items to
help users find content. You will also be examining the advanced searching and filtering results of

the search results page.

Lesson Requirements

> A new site collection with default settings.

> Content copied into the Shared Documents library, such as Word, Excel, and

PowerPoint files.
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Step-by-Step

To change the Search scopes drop-down to include additional search scopes, proceed as follows:

1.
2.
3.
4

5.

Click Site Actions.
Click Site Settings.
Click Search Settings (Site Collection Administration).

Select the Show Scopes drop-down from the Site Collection Search Dropdown Mode drop-
down list. Accept the rest of the defaults on this screen.

Click OK to save the changes and return to the site settings page.

Return to the home page of your site collection, where you may need to refresh the page to see the
changes. In this case the search scopes drop-down should now be added just before the search text
box. Figure 8-1 shows the drop-down list. In this case only a single scope has been made available.
To add further scopes to the list you will change one other setting in the search configuration. To
proceed, click Site Actions, Site Settings and return to your search settings page.

1.

oo R wN

Click the Enable Custom Scopes radio button (such as All Sites) by connecting this site collec-
tion with the following Search Center. This option enables the custom scopes and allows you
enter a new Search Center or use the existing one.

Click in the Site Collection Search Results Page text box and copy the URL.

Paste the copied URL into the text box below the Enable Custom Scopes radio button.
Click OK to save the changes.

Return to the homepage of your site and refresh the page.

There should now be three scopes available in the drop-down list: All Sites, This Site, and
People.

When conducting a search from the home page users can now choose to search any of the following:

>

>

>

All Sites: All SharePoint sites within the site collection.
This Site: The current site only.

People: Only people within the profile stores.

Results will be displayed on the default search results page within the top level of the site collection.
Within the Shared Documents library I have uploaded four documents:

>

>
>
>

Company marketing (PowerPoint)
Company results (PowerPoint)
Monthly budgets (Excel)

Staffing report (Word)
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Running a search for the word “Company” will return several sets of results, including these
documents. The Search results page will permit you to further filter the results by using the Result
Type filters on the page. In this example clicking PowerPoint in the Result Type area will nar-
row the results to PowerPoint files only. Figure 8-5 shows the results page filtered for PowerPoint
results only.

Site Actions = g

& v
ILike It Tags &
Motes

Home » Site Search Results

Home | Press Releases (7]

This Site: Home B company o

Try searching again in All Sites.

Result Type 1-2 of 2 results =) 7
Any Result Type

PowerPoint

®] company Results.pptx
0x010100DFB16B976DEBEN438667503F9D2EDT14 .
Authors: 2 Date: 5/6/2011 Size: 34KB
http://martinreidpc/sites/lesson8/Shared Documents/Company Results.pptx

) company Marketing 2011.pptx
0x010100DFB16B976DEBEN438667503F9D2EDT14 .
Authars: + Date: 5/6/2011 Size: 34KB
http://martinreidpc/sites/lesson8/Shared Documents/Company Marketing 2011.pptx

FIGURE 8-5

The search results page also enables you to set preferences and carry out advanced searches. The
Preferences link located beside the search text box enables you set the search language and turn
search suggestions on or off. To view the advanced search form click the Advanced link beside
the search text box. Figure 8-6 shows the options available to you on this form.

Advanced search enables you to create highly targeted searches. You can search using the following
document properties:

> Author

> Description
> Name

> Size

> URL
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> Last modified date
> Created by
> Last modified by

Site Actions ~ TR

h » Advanced Search

Find documents that have...
All of these words: |company
The exact phrase:
Any of these words:
None of these words:
Only the language(s): [C]English
[ French
[F] German
[[] Japanese
[ Simplified Chinese
[ Spanish
[F] Traditional Chinese

Result type: |All Results El

Add property restrictions...

Where the Property... |(Pick Property) |Z| Contains |Z| And

Improve your searches with search tips

[=] =

m

FIGURE 8-6

For example, to create an advanced search to return PowerPoint files containing the word company,

for which the document author is Reid, you would do the following:
. In the All These Words text box enter company.

. From the Result Type drop-down select PowerPoint Presentations.

1
2
3. In the first property restriction drop-down select Author.
4. In the second drop-down select Contains.

5

Enter Reid into the third text box.
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You can add additional rules to the property restrictions by clicking the green plus sign at the

end of the first line. In that case you need to decide if the second line is an “And” or an “Or”

line — whether documents must match the properties defined in both rows or only one in order for a
result to be returned.

In Lesson 9 you will be looking at how you add your own search scopes to search drop-downs to
help your users discover content.

Please select Lesson 8 on the DVD or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Search Scopes for Site
Collection Administrators

A search scope enables you to allow your site collection users to carry out highly targeted
searches within their site collections. However, such a search is limited to a subset of content
defined as its scope, rather than encompassing the entire SharePoint index. For example, you
can set up a search scope that looks only for Microsoft Word documents from among hun-
dreds of different file types. In this case, the scope is defined as Word documents as opposed
to the entire index.

Another example of when you can use scopes is where Sites use content categories to classify
documents according to subject. Search scopes can help to narrow down search criteria and
results to documents in a particular category or file type. Many users simply want see results
that do not include information they are not particularly interested, and anything you can do
to help reduce the number of results that they have to trawl through can be helpful and make
your sites much more user friendly and efficient.

CREATING A NEW SCOPE

A search scope can be applied at the site collection level or set by a SharePoint administrator

in Central Administration for the Search Service Application. If the scope is created in Central
Administration, it is available in every site collection for the web application. If set at the site
collection level, it is available only in that specific site collection. Setting a custom scope is a
two-stage process. In stage one, you need to enable Custom Scopes (if it is not already enabled),
and in stage two, you create the scope itself. To create a new scope, follow these steps:

1.  Click Site Actions.

2.  Click Site Settings. This opens the Site Settings page, which contains various manage-
ment tools grouped into categories.

3. In the Site Settings page, click the Search Settings link located in the Site Collection
Administration category. The Search Settings page enables customer scopes for the site
collection. Figure 9-1 shows the Search Settings page.
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Site Actions ~ g

Home 2 1

Use this page to configure settings for how Search operates in this site collection. The shared Search Box at the top of most sites uses
these settings to control its function and appearance.

Site Collection Search Center ) Enable custom scopes (such as "all Sites") by connecting this site

To enable sites to search custom scopes (such as "All Sites”), you must collection with the following Search Center:
define a Search Center URL.

Once enabled, Search Boxes will show custom scopes to the user in the EXEWD‘Ei .*’lSEEFE.hCEFItET."FaQE% ar
scopes dropdown. Custom scopes can be defined in sither this Site http://server/sites/SearchCenter/Pages
Collection or the Search Service scopes pages. Queries will be sent to @ Do not use custom scopes. Use only contextual scopes (such as

e S Centen I R M ooy Kool Dale aygieded. "This Site"). Display results in the Site Collection Search Results Page
By checking the "Use site level defaults™ web part property, the search configured below.

box will send custom scope queries to the Search Center defined in this

"Site Collection Search Center” property.

Site Collection Search Dropdown Mode Specify the dropdown mode for Search Boxes:

Use this setfing to configure the dropdown mode for search boxesin s [ not show scopes dropdown, and default to contextual scope E
site collection. The dropdown can indude Contextual or Custom

Scopes. The dropdown can show in the interface, or it can not show

and simply direct searches to a default scope.

m

By default, a Search Box will use the "Dropdown Mode™ property in the
web part. By checking the "Use site dropdown mode” property, the
search box will use this "Site Collection Search Dropdown Mode" setting
instead.

Site Collection Search Results Page /_layouts/055SearchResults.aspx

Use this setting to configure the search results page used for contextual
searches (such as "This Site”). This page will not be used for custom
scopes.

By default, a Search Box will use the "Target Results Page™ property in
the web part. By checking the "Use site level defaults™ property, the
search box will use this "Site Collection Target Results Page™ setting —
instead.

4 | I |

FIGURE 9-1

Several settings are available to you on the Search Settings screen related to Scopes, their presenta-
tion, and how the results are delivered to your users. You need to think about how users will search
within the site collection and how scopes will be used. When a user searches for information, the
results page returned is the default results page for the site collection using the search results page
located at the default URL, which is \_Layouts\0SSSearchResults.aspx. This results page is
stored on your instance of SharePoint Server and is the default search results page used by all site
collections. As shown in Figure 9-1, you can redirect the results to your own search page after you
enable custom scopes. However, you need to be careful because each scope could be using a differ-
ent results URL, which can be confusing for the user. For example, using a custom scope may return
the user to results page A. Using another scope could return the user to results page B. The options
available are as follows:

> Site Collection Search Center: Rather than use the default Search Center provided out of the
box, you can create your own and point your search to this area for results.

> Site Collection Search Dropdown Mode: This option enables you to control how scopes are
displayed in the scopes drop-down list on your site collection. Figure 9-2 shows the options
available under Specify the Dropdown Mode for Search Boxes. (I have to add that the pro-
grammers behind this list of options will never win an English award for this!)
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Do not show scopes dropdown, and default to contextual scope
Do not show scopes dropdown, and default to target results page
Show scopes dropdown

Show, and default to 's' URL parameter

Show and default to contextual scope
Show, do not include contextual scopes
Show, do not include contextual scopes, and default to 's' URL parameter

FIGURE 9-2

Do Not Show Scopes Dropdown and Default to Contextual Scope: This option simply
hides the drop-down list on the site. If you look at the homepage of a new team site, you
can see that a drop-down list is not available next to the search text box. Searches default
to the All Sites scope. Contextual means that you can search within your current context.
For example, if you have a list open, the drop-down displays This List, or your current
context.

Do Not Show Scopes Dropdown, and Default to Target Results Page: This defaults to the
configuration of the target results page, which, if it is not set up to use custom scopes, returns
all results. If the target page is configured to use a custom scope, your search results here
reflect that.

Show Scopes Dropdown: Displays the scopes drop-down list beside the search text box. The
scopes available will usually default to This Site, All Sites, and All People.

Show and Default to “s” URL Parameter: If you have carried out a search on a SharePoint
site you may have noticed that the URL passed to the search results page. For example, with
a custom scope, the following is passed to the results page:

http://dev/_layouts/0OSSSearchResults.aspx/Results.aspx?k=martin%20
reid&s=My%$20Documents

Notice s=My%20Documents, this is a key\value pair, which is part of what is often referred

to as a querystring. In this case the s parameter is a custom scope (My Documents) that you
will create later in the “Try It” section. Also note the use of the escape value, $20 to indicate
a space in the querystring. In the absence of the s parameter the scope will be the default
scope for the site.

Show and Default to Contextual Scopes: This option will mean a default to the contextual
scope, for example This Site or This List. However, all other scopes will be available in the
drop-down.

Show, Do Not Include Contextual Scopes: This setting will remove the contextual scopes
(List and Library) from the drop-down.
Show, Do Not Include Contextual Scopes, and Default to “s” URL Parameter: This setting

can function as the preceding setting with the difference being that the “s” parameter will be
added to the querystring.

Site collection Search results Page: This setting may not be used for custom scopes (which can
have their own results page) and will be set at the default (_Layouts/0SSSearchResults.aspx)
when you open the form.
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MANAGING WHERE THE SCOPE APPEARS

When you create a custom scope you can also decide where you want the scope to appear. You can
display the scope in the standard search drop-down list used on the team site homepage, add it to
the drop-down available within the advanced search page, or use it in both. In addition you can also
create a new display group to contain your custom scopes. Of course you can also choose not to
display the scope at all. In this case the only way to use the scope is through the s parameters in the
query string. You will have to pass the scope within the URL to the results page.

SETTING RULES FOR THE SCOPE

In order to use a scope you must add a rule or rules that will be applied to content when the scope
is populated. When you create a new scope it does not contain any rules. A scope rule can be any of
the following:

> A web address, such as http: //www.yoursite.com. This also includes file shares, a domain
(for example www.microsoft.com), and sub domain.

> A property query (file extension = document). A scope can be restricted to a meta data prop-
erty held within SharePoint for example where file extension = doc. Managed properties are
available and can be used to set this rule. A default set of properties is available on the Add
Scope rule screen and other properties can be added by SharePoint admins from Central
Administration.

>  All content.

A scope rule also contains instructions for how it is to be applied to content. You can include
content that matches the rule, exclude content that matches the rule, or set the rule to be required,
meaning that only content matching the rule will be included.

The real power of the scope rules is that you can associate multiple rules with a given scope. For
example, using managed properties you can create a set of rules where:

Author = Martin Reid
AND

File extension = .doc
OR

File extension = .docx

This scope would be limited to documents authored by Martin Reid that have either a .doc or a
.docx extension. These rules are created one at a time but used collectively to make up the search
scope. Figure 9-3 shows the Scope Properties and Rules screen for the preceding rule.

The Settings screen will also provide information on the approximate number of items indexed by
each scope rule and the total number of items within the scope. As you can also see in Figure 9-3
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this screen can be used to manage the scope and the rules, and it is here that you would edit or
delete a scope. You may have to wait a few minutes for your changes to a scope to take effect.

devimwpreid ~

Site Actions ~

5 2 : o L
Demo » Site Settings » Scope Properties and Rules & -
ILike It Tags &
Notes
Home (7]
Tip: Add rules to define what items users will be searching over when they search inside this scope.
Scope Settings
Title: My Documents

Description:

Update status: New scope - Ready after next update (starts in 4 minutes)

Target results page: (Empty)
B Change scope seftings

Rules

i
Rule Behavior Item Count (approximate)
Author = Martin Reid Include 0
FileExtension = doc Include 0
FileExtension = docx Include 0

Total: (not yet compiled)

E New rule
E Delete all rules

FIGURE 9-3

TRY IT

In this exercise, you create a new scope, set the scope options, and add a rule to the scope.

Lesson Requirements
To complete this Try It exercise, you need the following:
> A document library containing some Word files with both .doc and .docx extensions. These
files are required when you carry out a search using the scope created in the exercise. If you
have additional files in the library, you can extend the example to include their extensions.
Step-by-Step
To begin creating a new scope, you need to open the Search Settings page. To do this, follow these steps:
1. Click Site Actions.
2.  Click Site Settings.

3. Click Search Settings (Site Collection Administration Category).
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site collection with the following Search Center:

Click the radio button titled Enable custom scopes (such as “All Sites”) by connecting this

Enter /_layouts/oSSSearchResults.aspx into the Search Center text box. This is the

default Search Center.

screen.

Site Actions -

B

Select the Show scopes dropdown from the Site Collection Search Dropdown Mode list.

Click OK to save the changes and enable custom scopes. Figure 9-4 shows the Settings

Home

settings to control its function and appearance.

Site Collection Search Center

To enable sites to search custom scopes (such as "All Sites”), you must define
a Search Center URL.

Once enabled, Search Boxes will show custom scopes to the user in the
scopes dropdown. Custom scopes can be defined in either this Site Collection
or the Search Service scopes pages. Queries will be sent to the Search
Center URL with the scope's results page appended.

By checking the "Use site level defaults™ web part property, the search box
will send custom scope queries to the Search Center defined in this "Site
Collection Search Center” property.

ite Collection Search Dropdown Mode}

Use this setting to configure the dropdown mode for search boxes in this site
collection. The dropdown can indude Contextual or Custom Scopes. The
dropdown can show in the interface, or it can not show and simply direct
searches to a default scope.

By default, a Search Box wil use the "Dropdown Mode” property in the web
part, By checking the "Use site dropdown mode” praperty, the search box wil
use this "Site Collection Search Dropdown Mode” setting instead.

Site Collection Search Results Page

Use this setting to configure the search results page used for contextual
searches (such as “This Site”). This page will not be used for custom scopes.

By default, a Search Box will use the "Target Results Page” property in the
web part. By checking the "Use site level defaults” property, the search box
will use this "Site Collection Target Results Page” setting instead.

Use this page to configure settings for how Search operates in this site collection. The shared Search Box at the top of most sites uses these

@ Enable custom scopes (such as "All Sites") by connecting this site
collection with the following Search Center:
[_layouts/OSSSearchResults.aspx
Example: /SearchCenter/Pages or http://server/sites/SearchCenter/Pages
) Do not use custom scopes. Use only contextual scopes {such as "This
Site"). Display results in the Site Collection Search Results Page canfigured
below.

Specify the dropdown mode for Search Boxes:

Show scopes dropdawn

[_layouts/OSS5SearchResults.aspx

m

OK Cancel

FIGURE 9-4

Now that you have enabled the use of custom scopes, create a new scope in the Site Collection

Administration category by following these steps:
1. Click Search Scopes.

2. Click New Scope.
3.
4.
5.
both drop-downs.
6.

Enter a title for the scope (My Documents, for this example).

click OK. Figure 9-5 shows the completed Create Scope form.
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dev\mwpreid -

Site Actions ~

& L
ILike It Tags &
Notes

Home (7]

Title and Description e

\ Demo » Site Settings * Create Scope

Type a unique title and desaription for your scope. The title is displayed in the My Documents
search dropdown, search results pages, advanced search, and elsewhere.  Description:

Last modified by:
dev\mwpreid

Display Groups [#] search Dropdewn

Select scope groups in which you would like to indude this scope. Select as Ad vanced Search
many Scope groups as you want,

Target Results Page @) Use the default Search Results Page

Spedify a spedific search results page to send users to for results when they () Specify a different page for searching this scope
search in this scope, or choose to use the default. B AP e i

I OK ] [ Cancel

FIGURE 9-5
Now that you have enabled custom scopes and created a new scope, it’s time to add rules to the

scope. Follow these steps:

1. In the View Scopes page, look for your newly created scope (titled My Documents in this
example).

2.  On the right, click Add Rules.

3.  Click the Property radio button. The screen changes, enabling you to select a property. From
the Property Query drop-down, select Author.

4. Enter your own name in the text box immediately below the drop-down.
5.  Accept the default behavior of Include.
6. Click OK to save the rule.
To add additional rules to the scope, click the scope name and on the Scope Properties and Rules

screen click New Rule. Repeat Steps 2 through 4, selecting FileExtension from the Property Query
drop-down and adding .doc to the text box. Repeat this process to add a rule for the .docx extension.

If you look at the Scope Properties and Rules screen, you will see a message telling you when the
scope will be updated and available to the site. In my case, the scope will be available in four min-
utes. When the scope is available, you can begin to use it to search within your site.

Please select Lesson 9 on the DVD or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Managing Search Keywords for
Site Collection Administrators

SharePoint search can be a powerful aid to users in discovering and working with
information. One problem with it, though, is that it can return a lot of results, leaving the
user to find a needle in a haystack. SharePoint provides several features to help site collection
administrators reduce the number of results and help users find the information they need.
Keywords and Best Bets can help. Many different terms can be used for the same search, for
example annual leave, holiday, and time off. Keywords and Best Bets enable you to associate
several terms with a standard term producing relevant results. This process can also be used
for more technical terms, again helping users to find relevant information.

Keywords and Best Bets are fairly easy to configure in SharePoint; the hard part is coming

up with the right terms to use. For example, how many different terms can be used instead

of financial report? Workbook, spreadsheet, cost analyst, and project budget are all terms
someone might use when searching for company financial information. Fortunately SharePoint
2010 can help by suggesting Keywords based on your users’ search habits. This feature is
available as part of the Web Analytics Reports feature, and you can access it from the Manage
Keywords page. Monitoring the feature will help you understand what your users are
searching for and assist you in building a solid search strategy. Keywords and Best Bets can
also help you surface information you want users to find, such as company policy documents
or training materials. In using them you are not restricted to content within your SharePoint
sites; you can create a Keyword and Best Bet that will display information from the Internet.

TRY IT

In this example you are going to add Keywords and Best Bets to help users discover financial
information contained in a document library named Annual Reports. This folder contains a
budget Excel Workbook and several finance-related Word documents.
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Lesson Requirements

To complete this Try It exercise you need the following files, placed in a document library called
Annual Reports:

»  Annual Costs.docx
> Annual Report.docx
> Budget Policy.docx
>

Useful Stats.xlsx

Before doing the exercise, once you have created the documents, try searching for them on your site.
This will give you a before-and-after feeling for the use of Keywords and Best Bets. In the initial
search you should get multiple results with a link to each individual document. Once you have
enabled Keywords and Best Bets you should find that access to the full set of financial documents

is a single click away as a direct link to their location will be returned.

Step-by-Step

Using Keywords and Best Bets you are going to provide a high-confidence link to the shared
document folder to give users instant direct access to all financial documents. To continue, follow
these steps:

1. Click Site Actions.

2.  Click Site Settings.

3.  Click Search Keywords in the Site Collection Administration category.
This will open the Manage Keywords screen, shown in Figure 10-1.
This screen also provides access to the following:

> All existing Keywords.
All expired Keywords.
Keywords requiring review.

Best Bet usage.

Y VYV Y Y

Best Bet suggestions.

Some or all of these may not be present if this is the first time you have added Keywords or Best
Bets. To add Keywords, do the following;:

1.  Click the Add Keyword link to open the Add Keyword form, which contains several settings
that you must complete.

2. Enter a Keyword phrase: this is the term the search will match, returning an associated
Keyword result to the user. For this example enter Financial Information.

3.  Enter synonyms: these are terms the user may enter when searching for the information,
separated by semicolons. In this case enter Project;Costs;Budget;Finance.
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ADS\2014335 =

Site Actions +

. . . 2
AdminLessons » Site Settings » Manage Keywords .
1Like It Tags &

Motes

Home 0
= All Keywords Find keywords

= Expired Keywords where:

= Keywords Requiring Review Keyword |T| Contains _-Sear[:h

= Best Bet Usage

» Best Bet Suggestions
& Add Keyword ;‘] Refresh

m

Keyword Best Bets Synonyms Contact Expiry Date 4

There are no keywords defined.

FIGURE 10-1

4. Scroll down the screen and click the Add Best Bets link. This is where you will add a link to
the shared documents library containing the finance information, which you want the users
to discover when searching. You can copy this link from the web browser for the shared
documents library you wish to navigate to.

5. Enter a title for the Best Bet, such as Financial Information.

6. Enter a description, such as Company Financial Information for Staff.

7. Click OK to save the information and complete the additional information in the form.

8.  Enter a Keyword definition: this is text presented to your user within the search results page.

Enter Company Financial Information.

9.  Enter yourself as the contact for this search. You can also enter a date to start and stop
publishing or using this Keyword and Best Bet and/or enter a review date for the informa-
tion. The review date provides a way for administrators to check Best Bets ensuring that
they remain accurate and current. For now, accept the defaults. Figure 10-2 shows the Edit
Keyword Screen at this point.

10. Click OK to save the configuration and continue.
Figure 10-3 shows the search results once the Keyword and Best Bets are added. The Best Bet link is
highlighted with a star icon and clicking the hyperlink will take you directly to the Annual Reports

document library. Try searching using any of the Keywords you entered (project, costs, budget, and
finance) to be sure that the Best Bet link is always shown in response.
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fome

Search Lesson 10 » Site Settings » Edit Keyword

1Like It Tags &
Naotes

[2)

* Indicates a required field

Keyword
Information

The Keyword
Phrase is
what search
queries will
match to
return a
keyword
result.

Synonyms are
waords that
users might
type when
searching for
the keyword.
Separate
them using
semicolons.

Best Bets

Best Bets are
the
recommended
results for this
keyword.

Keyword Phrase: *

Financial Information
Synonyms:

Budget; Costs;Finance;Project

Add Best Bet
Title

Financial Information Remove Edit

n b

m

FIGURE 10-2

Result Type
Any Result Type
Webpage

Word

Excel

Site

Any Site

martinreidpc/sites

i Pr
project o
1-10 of about 95 results ?LJ

.7 Financial Information
Company Financial Information for staff
http://martinreidpc/sites/Search/Annual Reports/Forms/Allltems.aspx

@] Project.docx
Legal Documents ... 0x0101004794D259899AB2468BA6D9AZBI7A95BF ... fgdc
Authors: Ads\2014335, Martin Wp Reid Date: 4/15/2011 Size: 20KB
http://martinreidpc/sites/demo/groups/Shared Documents/Project.docx

<

. " |r

FIGURE 10-3
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Your Best Bet and Keyword can also contain a link to an external website to provide the user with
additional reference materials, such as (in this case) financial or technical references. To set this up,
simply replace the Best Bet URL with the external URL or add an additional Best Bet URL to the
external site by repeating the steps above.

Please select Lesson 10 on the DV D or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Managing Search Availability
at the List and Site Level
for Site Administrators

SharePoint Search has always been one of the most powerful features of the product, enabling
users to find information to which they have permissions no matter which site it has been
stored on. However, you might not always want them to be able to do this; at times you might
want to ensure that some areas of your site collection are removed from the SharePoint index.
In this lesson, we look at search settings for both your site and individual lists, and in par-
ticular at how to remove lists and even the entire site from search results. You also see how to
exclude Web Part pages from appearing within the search results.

The procedure for excluding items from search results is essentially the same for libraries and
lists: it is done from the Settings menu for each item. It can be a useful feature when you are
using lists for things like lookup values (or the new relationships feature in SharePoint lists)
and do not want to return such items using search. For example, you might have a list of ZIP
codes or states that are used in several lists using a lookup column. Removing lists of value
and data from search results can improve the experience of the user by making results more
relevant.

You will find the Search setting in the General Settings category reached from then, Advanced
Settings link in the settings for lists and document libraries. It is a simple radio button option
with only a Yes or No setting. The options available are the same for both lists and libraries;
Figure 11-1 shows the search setting.

In addition to showing the option for search removal, you might also notice in Figure 11-1 the
option to remove Offline Client Availability. This is the option to connect the list or library to a
Microsoft Office offline client, for example, SharePoint Workspace 2010. This option is briefly
discussed later in the lesson, as there is little point in hiding content from search when it can
be found with tools like SharePoint Workspace. When you are removing lists and libraries
from SharePoint Search, it can also be appropriate to set this option to No. This is particularly
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useful, again, in the use of lookup values that are meaningless to users except in the context of a list
or library.

Site Actions | g

Custom Send To Destination
Destination name: (For example, Team Library)

Type the name and URL for a custom Send To destination that

you want to appear on the context menu for this list. Itis

recommended that you choose a short name for the URL:
destination,

Folders .
Make "New Folder" command available?
Spedify whether the "New Folder” command is available.

Changing this setting does not affect existing folders. @ Yes © No

Search . . - .
Allow items from this document library to appear in search

Spedfy whether this document library should be vigible in search results?

results, Users who do not have permission to see these items @ Yes N
will not see them in search results, no matter what this setting B tES ki
is.

m

Offline Client Availabili
L2 Allow items from this document library to be downloaded to

Spedify whether this document library should be available for offline clients?
offline dients. - -
@ Yes @) No

Site Assets Libra
! Should this document library be a site assets library?

Spedfy whether this library should be presented as the default
location for storing images or other files that users upload to
their wiki pages. =

) Yes @ No

FIGURE 11-1

In addition to removing lists and libraries from search, it is also possible to remove entire sites from
the Search index. When excluding a site from SharePoint search, you also have the option to remove
Web Parts from the indexing process.

Figure 11-2 shows the options available to you for restricting site collection search. You can find the
search removal options this way:

1. Click Site Actions.

2.  Select Site Settings.

3.  Within the Site Administration group, click Search and Offline Availability.
The options available for removing a site from search are:

> Indexing Site Content: This permits you to allow or disallow searching of the site and all its
subsites. If you set this option to No, everything in the site collection, including subsites, will
be ignored by the SharePoint Crawl and Index process. Setting this option to No removes the
site collection content from search.

> Indexing ASPX Page Content: Content in an ASPX page, including content displayed within
Web Parts on the page, can be indexed and returned by SharePoint Search. These options
by default do not index Web Parts if the site contains fine-tuned permissions. The additional
options are:

> Always Index All Web Parts on This Site

»  Never Index Web Parts on the Site
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Site Actions ~ g

Home

Libraries
Site Pages

Shared Documents

Lists
Calendar

Tasks

Discussions

Team Discussion

5 Recycle Bin

2 an site content

Demo » Site Settings + Search and Offline Availability

Manage this site's =earch visibility settings.

Indexing Site Content

Spedfy whether this site should be visible in search results. Ifa
site is not visible to search, then content from that site and all
of its subsites will not appear in search results,

Indexing ASPX Page Content

The text of the items displayed on ASPX pages iz often induded
in search results. If individual items on the pages on this site are
secured by using permissions that are more restrictive than the
page itself, unauthorized users might see this restricted
information in search results.

Offline Client Availability
Specify whether this site should be available for offiine dients.

I Like It Tags &

MNotes

e

Allow this site to appear in search results?

@ Yes © No

This site contains fine-grained permissions. Specify the site's
ASPX page indexing behavior:

@ Do not index Web Parts if this site contains fine-grained
permissions
() Always index all Web Parts on this site

) Never index any Web Parts on this site

Allow items from this site to be downloaded to offline clients?

@ Yes @ No

m

Ok ] [ Cancel

FIGURE 11-2

If the Web Parts are individually secured, users with access to the page itself may find information
from the Web Parts returned by SharePoint Search. However, security trimming ensures they cannot
access the Web Parts. Security trimming allows SharePoint to control who has access to objects and
items based on the permissions the user has been given in the environment.

TRY IT

In this Try It exercise, you will remove several SharePoint objects from the search results, including
the site itself. You might have to wait a few minutes to see the results of your actions in the search
results page. If you have incremental crawl schedules, the results should be available immediately
after the next crawl takes place. If you are using a development server, simply run a new incremental
crawl after the Try It to see the results.

Lesson Requirements

To perform this lesson, you will need the following:

> A SharePoint team site containing at least one document library and at least one standard
SharePoint list.

> A site collection administrator permission. For this example, I have created a document
library called Lesson 11 Search.

Hint

To see the effect of the change in search settings, it is useful to run a search before changing any of
the options. For these examples, I ran an incremental crawl immediately after changing the settings.

www.it-ebooks.info


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

82 | LESSON11 MANAGING SEARCH AVAILABILITY AT THE LIST AND SITE LEVEL FOR SITE ADMINISTRATORS

Hopefully you have crawls scheduled; if not, you will have to wait until your administrator runs the
next crawl to see the changes.

Step-by-Step
To remove a document library from Search, you begin from within the document library:
1.  Click the Library tab.
In the ribbon Settings group, select Library Settings.

2.
3.  Click Advanced Settings.
4.

Scroll to Search Settings and change the default Search radio button (Allow Items from This
Document Library to Appear in Search Results) to No.

5. Click OK to save the changes.

Figure 11-3 shows the search results before the library is removed. Figure 11-4 shows the results
after the Search setting is set to No, removing the library from the results.

devimwpreid -

Site Actions ~ g

Demo » Site Search Results 4 ~
ILike It Tags &
Motes
Home 9
This Site: Demo E‘ lesson 11 L2
1-2 of 2 results o] if

No refinements available

“4 Lesson 11 Search
no items to show in this view of the "Lesson 11 Search” document library. Te add a new item, click

Date: 4/19/2011
http://dev/sites/adminbook/Lesson 11 Search/Forms/Allltems.aspx

Demo

Lesson 11 Search ... Add 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 ...

Date: 4/19/2011 Size: 96KB

http://dev/sites/adminbook

FIGURE 11-3

Also note that once you turn off searching, various options become unavailable within the search
drop-down list for the site. The item removed from the search scopes drop-down list will be the
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contextual search for the document library or list. The removal of the contextual search makes

sense, of course, as you have removed this content from the SharePoint Index.

devimwpreid

Site Actions ~
- ) -
(i 'S
Demo + Site Search Results o .
[Like It Tags &
Motes
Home e
This Site: Demo Iz‘ Lesson 11 2
a8 R

1-1 of 1 results

No refinements available

Demo

Lesson 11 Search .
clicking the edit button above. You can click on Shared Documents to add files or on the ...

Date: 4/19/2011 Size: 96KB
http://dev/sites/adminbook

Add a new image, change this welcome text or add new lists to this page by

FIGURE 11-4

Figure 11-5 shows the search scopes drop-down after the option to search the
library is removed.

If you do not see the search scopes drop-down list on your site, you might
need to enable custom search scopes, as they are not enabled by default. Refer
to Lesson 9 for instructions on how to do this.
To remove a SharePoint list from Search, follow these steps:

1.  Click the Tasks list in Quick Launch to open it.

On the List Tools tab click List

Click the List Settings icon in the ribbon’s Settings group.

In the General Settings group, click Advanced Settings.

g ~h W N

Scroll to Search Category and change the default for Allow Items from
Search Results? from Yes to No.

This Site: Demo

All Sites
People

FIGURE 11-5

This List to Appear in

Figures 11-6 and 11-7 show the Search Results screen before and after the preceding changes, respec-
tively. Note that in Figure 11-7 the Tasks list result is no longer available within the search results.

www.it-ebooks.info


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

84 | LESSON11 MANAGING SEARCH AVAILABILITY AT THE LIST AND SITE LEVEL FOR SITE ADMINISTRATORS

mwpreid -
Site Actions -
VILLRR 2 1 LI W1 SSILC) 1| IR S I ooy | I 1o e #1115 LI G+ Gaepi o
[T site Pages
Use this library to create and store pages on this site. ... Tasks
Date: 4/19/2011

http://dev/sites/adminbook/SitePages/Forms/AllPages.aspx

«f Demo - Announcements
Use this list to track upcoming events, status updates or other team news. ... Tasks ... Get Started
with Microsoft SharePoint Foundation! ...
Date: 4/19/2011
http://dev/sitesfadminbook/Lists/Announcements/All ltems. aspx

& Demo - Tasks
Use the Tasks list to keep track of work that you or your team needs to complete. ... There are no
items to show in this view of the "Tasks" list. To add a new item, click "New". ..
Date: 4/19/2011 (T
http://dev/sites/adminbook/Lists/ Tasks/Allltems.aspx

& Demo - Tasks - My Tasks
Use the Tasks list to keep track of work that you or your team needs to complete. ... There are no
items to show in this view of the "Tasks" list. To add a new item, click "Mew". ...
Date: 4/19/2011

http://dev/sites/fadminbook/Lists/ Tasks/Myltems.aspx

m,

K

Demo - Tasks - Active Tasks

Use the Tasks list to keep track of work that you or your team needs to complete. ... There are no
items to show in this view of the "Tasks" list. To add a new item, click "New". ...

Date: 4/19/2011

http://dev/sites/adminbook/Lists/ Tasks/active.aspx

@ Demo - Tasks - By Assigned To i
Use the Tasks list to keep track of work that you or your team needs to complete. ... There are no
items to show in this view of the "Tasks" list. To add a new item, click "New".
Date: 4/19/2011
http://dev/sitesfadminbook/Lists/ Tasks/byowner.aspx

FIGURE 11-6
\mwpreid
Site Actions - g
http:ﬂdevf‘s\teszdmmankaltaPagESIIHDW To Use This Library.aspx ¥
[ site Pages

Use this library to create and store pages on this site. ... Tasks ...
Date: 4/19/2011
http://dev/sites/adminbook/SitePages/Forms/AllPages.aspx

«f Demo - Announcements

Use this list to track upcoming events, status updates or other team news. ... Tasks ... Get Started
with Microsoft SharePoint Foundation!

Date: 4/19/2011

http://dev/sites/adminbook/Lists/Announcements/AllTtems.aspx

] Demo - Calendar
Use the Calendar list to keep informed of upcoming meetings, deadlines, and other important
events. ... Today is Tuesday, April 19, 2011 ... Tasks ... =
Date: 4/19/2011
http://dev/sitesfadminbook/Lists{/Calendar/calendar.aspx

[T site Pages - By Author
Use this library to create and store pages on this site. ... Tasks
Date: 4/19/2011
http://dev/sites/adminbook/SitePages/Forms/ByAuthor.aspx

m

[ site Pages - Recent Changes
Use this library to create and store pages on this site. ... Tasks ...
Date: 4/19/2011
http://dev/sitesfadminbook/SitePages/Forms/RecentChanges.aspx

[T site Pages - By Editor
Use this library to create and store pages on this site. ... Tasks ... -
Date: 4/19/2011

http://dev/sites/fadminbook/SitePages/Forms/ByEditor.aspx

FIGURE 11-7
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Just as in the previous example, the Search drop-down on the site has been changed to reflect the
removal of the Tasks list.

To remove your site and its subsites from SharePoint Search, follow these steps:
1.  Click Site Actions.
2.  Select Site Settings.
3.  Click Search and Offline Availability in the Site Administration category.
4. Change the selection of the radio button, Indexing Site Content, to No.
5. Click OK to save your changes.

Using the same screen you can also change the defaults for indexing your ASPX pages, and change
the availability of your site to office clients. Figure 11-8 shows the options available on the Search
and Offline Availability form.

Site Actions ~ g

Demo » Site Settings * Search and Offline Availability & L
Manage this site's search visibility settings. Ilike® Tags &
Notes
Home (7]
: . Indexing Site Content
Libraries " Allow this site to appear in search results?

Specify whether this site should be visible in search results. If a site is not visible to search, then

Site Pages
i content from that site and all of its subsites will not appear in search results. L B

Shared Documents

Lessanstliseardh Indexing ASPX Page Content SIS Greh i i i
This site cantains fine-grained permissions. Specify the site's

X The text of the items displayed on ASPX pages is often induded in search results. If individual ASPX page indexing behavior:
Lists items on the pages on this site are secured by Using permissions that are mare resrictive than the B e
page itself, unauthorized users might see this restricted information in search results. 3
Calendar permissions
Tacke @ Always index all Web Parts on this site

) Never index any Web Parts on this site

Discussions
bt OB CheRE Sttty Allow items from this site to be downloaded to offline clients?
Spedify whether this site should be avaiable for offiine dients. @ ves ®No
fal Recydle Bin
2 ANl site content
oK il Cancel

FIGURE 11-8

After you have changed the search settings for the site collection, you need to either run a crawl or
wait until after the next scheduled crawl to see the effects of your changes. Figure 11-9 shows the
results of turning of site collection search.

As previously mentioned, the site collection also contains an option to deny access to some areas,
such as SharePoint Workspace, to offline clients. Setting this option to No can result in an error
being sent to offline clients trying to connect to the list or library. Figure 11-10 shows SharePoint
Workspace when trying to connect to the Shared Documents library in the Lesson 11 site when this
feature is enabled.
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Site Actions v g

) 7
[ Home » Site Search Results i v
Ilikelt  Tags &
Motes
This Site: Home E‘ lesson 11 el
- £

No refinements available

We did net find any results for lesson 11.
Suggestions:
s Ensure words are spelled correctly.
® Try using synonymes or related searches.
s Try broadening your search by searching from a different site.
® Try removing search refinements or using more general keywords.

Additional resources:

* Get additional search tips by visiting Search Help
* If you cannot find a page that you know exists, contact your administrator.

FIGURE 11-9

Content Demo > Shared Documents

Documents
[y Shared Documents
Available on Server

EEEE Your administrator has prevented this list from being taken

@ Calendar offline.
[=# Customized Reports

[[=% Form Templates

[l5# Lesson 11 Search

jf_ Links

[ Site Assets

g Site Pages

[15% Style Library

= Tasks

o=
a;- Team Discussion

FIGURE 11-10

Although not directly related to Search in a strict sense, it is a useful feature to understand for work-
ing on information security and availability.

In this lesson, we examined Search and the ways in which you can use the administrative features of
SharePoint to remove lists, libraries, and even entire sites from SharePoint search results. The overall
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objective of removing items is to improve the search experience of SharePoint users: to make infor-
mation relevant and to reduce the amount of content returned. This helps to reduce clutter within
the results making it easier for users to find what they need.

Please select Lesson 11 on the DV D or visit www . wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Setting Up Content Types

In this lesson we discuss the concept of the content type. Information about how to set up
content types is widely available in books, on blogs, and in many other sources of information
on SharePoint. Yet despite the wealth of information available on this topic, it seems that con-
tent types are rarely used. As a SharePoint administrator of a site or site collection, you should
know not only how to use content types, but also why using your own content types is a better
means of organizing your information than relying on the default SharePoint settings.

This lesson and the accompanying video will attempt to accomplish two objectives. They dem-
onstrate through practical examples why content types are useful and should be used as often
as possible for organizing content. Second, in the walkthrough and video example, you walk
through the creation of a sophisticated example to show you the power of the content type in
SharePoint.

USING CONTENT TYPES TO MANAGE CONTENT

Every organization manages a variety of content. Some obvious examples include:

> Documents

> Information kept in lists, such as employee rosters

> Web pages

> Images and multimedia
Many companies, before they consider a content management solution, attempt to organize
their content by setting up a series of folders on a shared network location that everyone can
access. Unfortunately people often simply duplicate the nested-folder method of data manage-

ment even after installing SharePoint and do not use the powerful features that SharePoint has
to offer.

A SharePoint content type is simply a structure that enables you to take a document,
a list, or any of many other types of data, and attach to it descriptive columns, document
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templates, business processes, and other features. In this chapter, we look at the two most common
types of data the average user creates: documents and list items.

Imagine for a moment that you have a particular type of document in your organization. Let’s use
the common example of a sales proposal. Think of the requirements that may exist for the sales pro-
posal. As you read through this example, try to imagine some of the documents you deal with regu-
larly. Think about how you can enhance the information concerning a sales proposal. For example,
you could add a field that lists the salesperson who initiated the proposal, or you could add a field
listing the total value of the sale. You could have a standard business process for reviewing and
approving of the final proposal before sending it to a customer. You may want to keep an audit his-
tory of who has opened or modified the document. By using content types, you can attach data and
processes to a type of information. Every time you create a new sales proposal, the data and pro-
cesses will be available, without having to re-create it anew for each new document. In the example
below, we will invent a fictitious document to illustrate the concepts.

Here are the requirements for a business proposal document at our fictitious company:

> Item #1: The sales proposal should be created from a common template so that each pro-
posal has a standard look and outline and contains some light branding and perhaps a com-
pany logo.

> Item #2: There are three types of sales proposals, each for a different value of sale. The tem-
plate for each type is slightly different, as is the approval level required.

> Ttem #3: Each sales proposal must go through one to three levels of approval, depending on
its type. The more the sale is worth, the more the levels of management that must approve it.

> Item #4: Some people want to view proposals sorted by the seller’s name. Others want to sort
by industry, and still others by sales value.

> Item #5: The proposals should be designated as either “sold,” “in progress,” or “not sold.”

> Item #6: The division of the company has four distinct departments. Each department man-
ages its own proposals separately. After meeting all the previous requirements they should be
repeated for each of the three other.

These requirements seem like a headache. How do companies handle this? Even when SharePoint

is installed it’s unfortunately common to see a plain document library with a bunch of folders sepa-
rately created in each department website and the same old process of death by a thousand e-mails
to ship the documents around to everyone who has to sign off on them. If a company doesn’t have a
document management system, the use of file folders requires everyone to categorize and aggregate
the data in the same manner as determined by whoever set up the folders. If the folders are orga-
nized by company division for example, people who would rather see them listed by

salesperson are out of luck. To produce other views it’s not uncommon for someone to make a
spreadsheet or use some other manual process to present a summary of sales proposals and e-mail it
to various users.

A content type can eliminate all of these problems while at the same time giving your end users a
better experience with the SharePoint interface. You can then use the Try It section and the accom-
panying video lesson to create an example step by step. If you take the 20 minutes to work through
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this material, you will be far better equipped to take advantage of one of the most powerful content
management features in SharePoint.

Now, let’s examine how we can use content types to address the 6 example requirements
listed above.

Item #1: A Common Template

When you create a content type, you can attach a custom template to the type of content you create.
In this example, the type of content is a sales proposal, so you can upload your proposal template,
which is probably a preformatted word-processing document such as a Microsoft Word template.
Now each time someone creates a new proposal it will open in your standard template without any
need to copy and save the template with a different name.

Item #2: Three Types of Proposals in the Same Library

With content types you can add several different types of documents to the same document library.
When a user goes to the document library to start a new proposal, he or she will be presented with
all three types of sales proposal templates, each with a more descriptive title than the common
“document” title that you see with a standard document library. The user can pick the appropriate
proposal type from the list.

Item #3: A Different Business Process for Each Type of Proposal

Each content type you create can have its own individual workflow attached to it. By making a
different content type for each proposal type you can assign a workflow that automatically routes
documents for one, two, or three levels of approval based on the type of proposal chosen.

Item #4: Different Views of the Documents for Different People

A content type can have its own descriptive fields attached to it. When someone creates or uploads

a proposal, he or she can fill out the sales value, department, and other information. Separate views
can be used so that each person viewing the list of proposals can choose to see the documents sorted
and filtered differently.

Item #5: A Designation of Sold, in Progress, or Not Sold

By adding a choice column to this content type, you can set the appropriate value for each proposal.

Item #6: Repeating the Process for Multiple Departments

If you attach workflows to a content type, anywhere the content type is used the workflow follows.
This eliminates the need to recreate all the necessary logic for multiple sites or document libraries.

Using content types we can place all three types of sales proposals into one document library. We
can activate workflows that are common to all proposals while at the same time activating separate
workflows for each type of proposal. We can add descriptive fields to automatically allow for many
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types of views of the same data. Most of what is described here is simple to set up, as you will see in
the Try It section. However, one concept requires further discussion: the creation of a hierarchy of
content types.

CREATING A CONTENT TYPE HIERARCHY

Still looking at our example, you can see a couple of requirements that seem to be at cross purposes.
First, common fields need to be added to every sales proposal. One field is common to all three types
of proposal, which will mark its status as sold, in progress, or not sold. On the other hand, require-

ments vary by each proposal type, such as the number of approval levels required and the document

template associated with each type of proposal.

The average SharePoint business user might be tempted to respond to this challenge, if he or she uses
content types, by creating three completely separate content types and simply repeating the shared
elements, such as the set of fields, in each content type. In doing so that user misses out on one of
the most powerful features of content types, namely the ability of content types to inherit settings
from other content types.

The proper way to create these content types is to create a hierarchy that allows each type of sales
proposal to use a common set of elements while also containing elements unique to itself. You can
tell if you are doing it properly if you are not repeating any elements in your content types. This type
of structure uses what is known in the I'T world as inberitance. The Try It! section clarifies the con-
cept for the business user.

TRY IT

In this lesson we create three content types. One will be a parent in the hierarchy. Two will be child
content types. The three content types together will form a content type hierarchy, with the two
child content types inheriting elements from the parent type. We will add fields common to all three
content types, and document templates unique to each.

Lesson Requirements

To complete this Try It exercise, you need the following;:

» A SharePoint site and a Web browser.

> Three Microsoft Word documents. They should be titled Proposal A, Proposal B, and
Proposal C. In a real-world application these would be three separate sales proposal tem-
plates, though their content here is not important.

> A pre-created SharePoint site with three document libraries. If you need to create the site, the
Team Site template, provided as a default choice when creating a SharePoint site, will start you
with a document library called Shared Documents. Create two other document libraries as well.

Hints

This Try It has a lot of steps and assumes that you are using a SharePoint site connected to a typical
workplace network.
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Step-by-Step

1. Open one of your three SharePoint sites to its home page. Use the Site Actions menu to access

the site settings page.

2. In the Galleries heading, select Site Content Types (see Figure 12-1).

13 Galleries
| %’_ Site columns
-\-.__ug

Site content types
Master pages

FIGURE 12-1

3.  Click Create. Refer to Figure 12-2.

Name and Description

button.

Group

users to find them.

Type a name and description for this content type. The description will be shown on the new

Specify a site content type group. Categorizing content types into groups will make it easier for

Name:

|Prupusa| A

Description:

Parent Content Type:
Select parent content type from:
Document Content Types -
Parent Content Type:
I Document hd
Description:

Create a new document.

Put this site content type into:

(o Existing group:
|Cusmm Content Types ;I

' New group:

OK

Cancel

FIGURE 12-2

4. Enter the following values on the screen:

Y Y Y VY Y

Name: Proposal A

Description: Leave blank

Parent Content Type: Document

Select Parent Content Type From: Document Content Types

Put this Site Content Into: Existing group: Custom Content Types

Click OK. You will see a screen like the one in Figure 12-3.

A content type that you create will be available at the site where you create it and at all sub-
sites. If you want the content type to be available throughout the entire site collection, create
it at the top-level site in the collection. If you want the content type to be available across

site collections, that is covered in the next chapter.
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Site Content Type Information
Proposz| &

Document

Custom Content Types

cription, and group

cument Information Panel settings

= Information management policy settings

Columns

Mame

MName

Tite

Proposal Status
Sales Value
Industry

Dept

= Add from existing site columns

= Add from new site column

& Column order

FIGURE 12-3

In the Columns section on this screen, click the link Add from new site Column. Create a
choice column called “Proposal Status” with three choices:

> Sold
> In progress
> Not sold
You can leave the other default settings for the column.

Using the same process as in Step 3, create three more site columns. Each should be of type
single line of text. Name the columns as follows:

> Sales Value
> Industry
> Dept

In a real-world example, it may be a better practice to use choice columns or other field
types for these types of fields. For our example the purpose is to illustrate how you can take
a type of document such as a sales proposal and add specific columns to it. Now you can
create different views of sales proposals and use these columns to sort or filter the list of
proposals. This is a more flexible solution than just using folder structures. Your site col-
umns should look like what is shown in Figure 12-4.

Under the Settings tab on the Content Type page, click Advanced Settings. You will see a
screen as shown in Figure 12-5 below. In the Document Template section click the radio

www.it-ebooks.info


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

Trylt | 97

button titled Upload a New Document Template and use the Browse... button to upload the
Microsoft Word document Proposal A.

Settings

Columns

@ Name, description, and group

© Dalate this site contant type
8 Document Information Panel settings

= Information management policy settings

Name Type Status Source
Name File Required Document
Title Single line of text Optional Itzm
Propesal Status Choice Opticnal
Sales Value Single line of text Opticnal
Industry Single line of text Optional
Dept Single line of text Optional
Document Template

1 Enter the URL of an existing document template:
Specify the document template for this content type. -
|Prcccsa\ A Template docx
(Edit Template)
ol Upload a new document template:
Browse...
Read On
v Should this content type be read only?

Choose whether the content type is modifiable. This setting can be changed later from this page

by anyone with permissions to edit this type. 1 Yes
@ o

Update Sites and Lists

w Update all content types inheriting from this type?

Spedify whether all child site and list content types using this type should be updated with the
settings on this page. This operation can take a long time, and any customizations made to the @ yes
child site and list content types will be lost.

© Mo
oK Cancel

FIGURE 12-5

Now each time someone creates a new proposal Microsoft Word will open this document
template, instead of the blank Word document that you would get if you just used the stan-
dard document library and its out-of-the-box “document” type.

At this point the base content type has been created and the next two content types, for
Proposal B and Proposal C, will be based on this one. Return to the Site Settings page (using
the Site Settings link on the Site Actions menu in the upper left corner of the screen is the
quickest way). On the Settings page, under the Gallery heading, click the Site Content Types
link. You will see a long list of content types. The content type you just created should be
under the heading Custom Content Types as shown in Figure 12-6. Notice that it should be
highlighted in blue. A content type created at the site you are currently browsing will show
a blue link. A content type created at a higher level will display in grey, with a blue link to
its source site in the column to the right. Since the content type was created on this site, it is
available to use on this site and all sites below it. Later in the example you will see how to
add it to a document library.
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Custom Content Types

Expense Report Document Wrox
Froposal & Document Content Type Example
FIGURE 12-6
9.  Click the Create button again to make the second content type. Enter the following values:
> Name: Proposal B
> Description: [Leave blank]
> Select parent content type from: Custom Content Types
> Parent Content Type: Proposal
> Put this site content into: Existing group: Custom Content Types
Notice that for this content type, instead of selecting the document content type for the par-
ent, you choose the proposal content type that you created earlier in the example. What this
means is that all the columns you created for Proposal A are now also available for Proposal B.
You don’t have to recreate the same columns. A child content type inherits everything that
its parent can do. In this particular case, it will include the columns and document template
that you created in the previous steps. It could also include other elements such as work-
flows, security policies and so forth. You can see this in Figure 12-7.
Site Content Type Information
MName: Proposal B
Description:
Parent: Proposal A
Group: Custom Content Types
Settings
= Mame, description, and group
o Advanced settings
8 Workflow settings
8 Delete this site content type
= Document Information Panel settings
o Information management policy settings
Columns
Name
Name
Title
Proposal Status
Sales Value
Industry
Dept
FIGURE 12-7
10.  Because Proposal B uses a different template from Proposal A, you want to change the tem-

plate this content type uses. You can keep the things you want from Proposal A as part of
Proposal B, and change the things you want to be different. Once again, choose Advanced
Settings under the Settings heading and upload the Proposal B template.
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1.

12.

13.
14.

15.

Create Proposal C using the same process and settings as for Proposal B. Notice that when
you create Proposal C we name Proposal A or Proposal B as the parent. The choice you
make in setting up a hierarchy depends on your business requirements. You should put some
thought into the hierarchy before creating the first content type. In our example Proposals B
and C should are both “children”: of Proposal A. As you did for Proposal B, upload a sepa-
rate document template for Proposal C.

At this point you should have three content types, all using the same fields from Proposal A,
but each using a separate document template. Note that you could also have added separate
workflows for each content type to meet the requirements in the list.

Now let’s add the content type to a document library. Open the Shared Documents library
and click Library Settings on the toolbar. That will bring you to the document Library
Settings page as shown in Figure 12-8. By default, libraries are not created to work with
content types, so there is some configuration to do.

General Settings

Versioning settings

Advanced settings

Validation settings

Column default value settings
Rating settings

Audience targeting settings
Metadata navigation settings

Per-location view settings

Form settings

FIGURE 12-8

On the document library settings page click Advanced Settings.

On the advanced settings page select Yes on the radio button labeled Allow Management of
Content Types?. Click OK to return to the document Library Settings page. You will notice
a previously hidden section, Content Types, below the General Settings section, as shown in
Figure 12-9.

Content Types

This document library is configured to allow multiple content types. Use content t
The following content types are currently available in this library:

Content Type Visible on New Button
Document 4
Proposal A J
Proposal B !’
Proposal C «

Add from existing site content types

Change new button order and default content type

FIGURE 12-9

Click the link Add from Existing Content Types. From the drop-down select Custom Content
Types. Finally, select Proposal A, Proposal B, and Proposal C and add them to the library.
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16.  Go to the document library and create a new document. As shown in Figure 12-10, you are
now presented with a choice of the standard documents as well as all three types of proposal.
Each proposal has access to the same fields but uses a separate template when opened.

ions B Browse Documents
4@ e i Check Of
1 ’
_rq Check In|
New Upload Mew Edit =
Document ~ Document » Folder Document |2 Discard
Fi Document Open & Check d
@ Create a new document.
Type
I» Proposal A
@ Create a new Proposal A are no items to show in thi

@ﬂ Proposal B .dd decument

Create a new Proposal B
@ﬂ Proposal C
[=| Create a new Proposal C

FIGURE 12-10

Q Please select Lesson 12 on the DV D or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Publishing Content Types to Use
Across Site Collections

In the previous lesson, we looked at creating content types and reusing them across sites

in a site collection. One of the complaints from previous versions of SharePoint is how
content types could not be used across site collections. A lot of the advantages of content
reuse would not apply from one site collection to the next. In this lesson you are going to see
how SharePoint 2010 uses content type publishing hubs to allow the reuse of content. Now
it is possible to define a central location from which content types can be shared across the
entire farm.

CREATING A CONTENT TYPE PUBLISHING HUB

To allow content types to be used across site collections you must first create a content type
publishing hub. The requirements for doing so are as follows:

>

You must have a SharePoint Standard or Enterprise license. Content type publish-
ing requires the Managed Metadata Service, which is not available in SharePoint
Foundation 2010.

If you are not the farm administrator of your SharePoint installation you will have to
enlist the administrator’s help to set up the Managed Metadata Service application and
perform some basic configuration.

Once the Managed Metadata Service is running, you will be able to designate a site
collection as a publishing hub for content types. Content types created in a site col-
lection designated for publishing can be accessed from any other site collection in the
farm. The Try It section contains a step-by-step example of how to configure a content
type publishing hub and how to use content types across site collections.
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TRYIT

In this Try It section, we walk through the entire step-by-step process of creating a content type
publishing hub, including the portion to be completed by the farm administrator.

Lesson Requirements

Part of this lesson requires administrator access to the Central Administration site on your SharePoint
environment. In addition, Managed Metadata Service must be running in the farm. The only other
requirement is access to your SharePoint environment and enough rights to create content types.

Hints

To make sure a Metadata Service is running, open the Central Administration site. Under the
Application Management heading, click the link titled Manage Service Applications. In the list of
services displayed on the page, you should see one called Managed Metadata Service with a status of
Started. If you do not have access to the Central Administration site ask your farm administrator to
check that this service is running, especially if you do not see the elements described in the walkthrough.

Step-by-Step

1. Select a site collection that you would like to make the content type hub. The content types
you create in this site collection will be the ones published to other site collections and Web
Applications in the farm. Browse to the Site Settings page of the top-level site in the collec-
tion. Then select Site Collection Features under the Site Collection Administration heading,
shown in Figure 13-1.

Site Collection

L) ;5] Administration

=1 Seaarch settings

Search scopes
Search keywords
FAST Search keywords
FAST Search site promotion and
demaotion
FAST Search user context

Site collection features

Site collection navigation
Site collection audit settings

FIGURE 13-1

N

In the list of features, find the Content Type Syndication Hub feature and click Activate.

3.  Open the Central Administration website. Click the Manage Service Applications link under
the Application Management heading, shown in Figure 13-2.
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[: | Application Management

FIGURE 13-2

In the list of service applications, select Managed Metadata Service (the one that is indented).
Select Properties in the ribbon menu. Figure 13-3 highlights the correct choice.

Name Type Status
Access Database Service Acc rvices Web Service Application Started
Access Database Service Acc rvices Web Service Application Proxy Started
Application Discovery and Load Balancer Service Application Application Discovery and Load Balancer Service Application Started
Application Discovery and Load Balancer Service Application Proxy_ce0d6ecs-35d8-49ff-81e2-40cfb4af8502 Application Discovery and Load Balancer Service Application Proxy Started
Demo Search Application Search Service Application Started
Demo Search Application Search Service Application Proxy Started
Excel Services Excel Services Application Web Service Application Started
Excel Services Excel Services Application Web Service Application Proxy Started
Managed Metadata Service Managed Metadata Service Started
Managed Metadata Service Connection Started
FIGURE 13-3

If you do not see the Managed Metadata Service, the service needs to be created. Step-by-
step instructions for this are in Lesson 30.

Check the checkbox labeled Consumes Content Types from the Content Type Gallery at
<site collection>, shown in Figure 13-4.

Edit Managed Metadata S

Gelect the settings for this Managed Metadata Service Connection.
[¥! This service application is the default storage location for Keywords.
[V This service application is the default storage location for column spedific term sets,

[V Consumes content types from the Content Type Gallery at http:/fwin-14iaimikrm4/sites fwrox.

[+ Push-down Content Type Publishing updates from the Content Type Gallery to sub-sites and lists using the content type.

FIGURE 13-4

Return to the site collection from Step 1 and create a content type. This procedure is covered
in detail in Lesson 12, but here there’s one difference. Now that this site collection is a con-
tent type hub, you will see an additional link, Manage Publishing for This Content Type, on
the content type page, as shown in Figure 13-5. Select this link.
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Site Content Type Information

Name: Crider's Content
Description:

Parent: Document
Group: Crider
Settings

8 Mame, description, and group
o Advanced settings
o Workflow settings
= Delete this site content type

= Information management policy settings

o Manage publishing for this content type

FIGURE 13-5

On the publish page make sure the Publish radio button is selected (which will be grayed out
if you have previously published the content type) and click OK. This will make the content
type available to any site collection that is part of any Web application that is connected to
the Managed Metadata Service application.

Browse to a different site collection in your SharePoint farm. In the Content Type Gallery on
the Site Settings menu you should see the content type that you created in Step 6. You will
notice, however, that you range of options for the content type is reduced. Options avail-
able for published content types in a site collection are fewer than for content types created

in that same site collection. Published content types can only be changed at the source and
republished. See Figure 13-6 for an example of a published content type settings page with its

limited options.

Site Content Type Information
Name: Published Content Type

Description:
Parent: Document

Group: Custom Content Types

Settings

8 Advanced settings

FIGURE 13-6

Please select Lesson 13 on the DVD or visit www.wrox .com/go/sp2010-24 to
view the video that accompanies this lesson.
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Setting Up the Content
Organizer

One of the challenges of setting up a content management system is creating a consistent
method to categorize and store information. Even if you have a well-defined set of criteria and
metadata to organize your data and documents, the users who ultimately contribute material to
the system do not always understand your organization system. This leads to several undesir-
able results: duplicated documents, documents placed in the wrong locations, and frustration
among users who cannot find the information they need.

The content organizer is a feature that enables users to submit documents to a central location
and then uses a set of rules to automatically route the documents to locations that you specify.
This takes the guesswork and inconsistency out of document storage.

This lesson will describe how to configure and use this feature to enable users to more effi-
ciently and consistently organize their documents and data. Note that this feature does not
exist in SharePoint Foundation 2010. You need at least the standard license to access this
functionality.

THE CONTENT ORGANIZER’S FUNCTIONALITY

The content organizer creates a special document library called the drop-off library at the site
where the content organizer feature is located. Users can submit documents to the Document
Center using the button on the home page of a Document Center site template or simply by
adding documents directly to the drop-off library as they would to any SharePoint library.
Once a document is in the drop-off library, its properties and content type are checked against
a series of rules that can be created to determine where the documents are routed after that.
Figure 14-1 shows the Document Center home page. The Document Center is a built in site
template that automatically activates content organizer functionality.
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SPDEMO\Administrator

site Actions + 1
> =
Document Center ol v
Ilikelt  Tags &
ates
Wrox|  Wrox Sub-Site Search this site... p 2]

Libraries
5
Documents Welcome to the Document Center _=p Upload a Document

Use this site to create, work on, and store documents. This site can become a collaborative repository for authoring documents within a
Lists team, or a knowledge base for documents across multiple teams.
Tasks

@ Recyde Bin

3 Al sice content Newest Documents Highest Rated Documents

Modified By Me

FIGURE 14-1

There are many uses for a content organizer. It is a much-underappreciated SharePoint feature, prob-
ably because it does take a few steps to configure it. But setup isn’t difficult, and if you watch the video
for this lesson and follow along in the Try It section, you should be able to set up a content organizer
application with ease. The content organizer functionality is provided automatically when you create a
new site using either the Record Center for Document Center template. One thing that is important to
understand is that you do not have to use the Record Center or Document Center site template to use a
content organizer. You can activate the feature on any site. The Record and Document Center site tem-
plates simply activate the necessary features for you during template creation.

This section discusses some example scenarios in which a content organizer is useful. The first usage
is for a document library with a lot of folders. Each folder represents a supervisor to whom employees
are to upload a status report. It takes a lot of unnecessary maintenance to create individual security
for each folder so it is available only to a given supervisor’s employees. In addition, you may not want
employees to see what their colleagues have uploaded to their common supervisor.

In order to deal with this situation, you can create a content organizer for a status report document.
The status report should have a field in which the employee can list her supervisor’s name. In the
content organizer you can set a rule that automatically routes a document to a library created for
holding employee status reports, into a folder with the same name as a document property. Each
employee submits to the drop-off library, and the document is automatically routed to the folder
that is set for the supervisor. Employees do not have access to the supervisor’s folder and all the
supervisors get their status reports without any security maintenance or overhead.

Similar to the previous example, but with a twist, in some scenarios, you might want to set up a docu-
ment library for Excel-based expense reports. Each employee sends an Excel file to the drop-off library.
Based on the value of the expense report it is routed to one of two document libraries. One library runs
a workflow for approval by the employee’s supervisor. Reports above a certain dollar value are routed
to a different library, where a different workflow sends the report to both the supervisor and a vice
president. The employee does not have to be aware of the logic behind this policy. They just submit the
document and note the total dollar value. This reduces errors and increases automation.
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Finally, a portal site may have a variety of document libraries. By setting up a content organizer you
can route everything to the proper location by content type. When users submit documents to the
portal, they do not have to try to figure out your filing system. They just note the content type of

a document and the content organizer routes it automatically. If an item is a vacation request form
(and is associated to a vacation request content type), it is routed to one place. If the item is a com-
pany news article, it is routed somewhere else. The user doesn’t need to know where these locations
are, they upload both documents to the same place.

SETTING UP THE CONTENT ORGANIZER

You can activate the content organizer in a few different ways. You can activate it on any site by
activating the content organizer feature on the Site Features page. (Note that the content organizer
is available only with the SharePoint Standard license or higher. The feature is not included with
SharePoint Foundation 2010.) It can also be activated by default when you create a site using the
Document Center or Report Center template. The content organizer is the same regardless of how it
is activated.

After the feature is activated, additional links become available under ‘N Site At‘imiﬂistratiw
. .. . . . - . L\[¥y—| Regional settings

the Site Administration heading of the Site Administration page. The 7= site libraries and lists

two links are: St
Roo

. . Search and offline availability
> Content Organizer Settings Sites and workspaces

Workflows

Workflow settings

Related Links scope settings
Content Organizer Settings
. .. . . . . . Content Organizer Rules
The new Site Administration list is shown in Figure 14-2. a5 icaie all e
Content and structure
Searchable columns
Content and structure logs

> Content Organizer Rules

The Content Organizer Settings page enables you to determine a
range of parameters for your sites. These elements are covered in
detail in the Try It section of the lesson.

FIGURE 14-2

The Content Organizer Rules page is where you determine how to route a document that is placed
into the Content Organizer drop-off library. You can make routing decisions according to content
type or other properties. Content organizer rules will also be demonstrated in the Try It section of
the chapter.

After you have activated the feature, determined the settings, and created the rules, your content
organizer is complete.

INTEGRATING E-MAIL INTO THE CONTENT ORGANIZER

There are two different ways to integrate e-mail into the content organizer. The first is to enable the
drop-off library to accept incoming e-mails as you would do with any SharePoint library. Before you
do this, the following two things must happen:

> Incoming e-mail settings must be set by the farm administrator in the Central
Administration site.
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> Incoming e-mail settings must be set on the Library Settings page for the drop-off library.
If the e-mail settings have not been set in Central Administration, the link to the page
to set up e-mail for the library will not be visible on the E-mail Settings page under the
Library Settings page.

When e-mail is set up for a document library, documents attached to e-mails sent to the document
library are saved into it. The content organizer then applies rules to the documents and routes them
accordingly.

The second way to integrate e-mail functionality into the content organizer is to activate a feature
on the site called the E-Mail Integration with Content Organizer feature. Figure 14-3 shows the fea-
ture you need to activate on the Site Features page.

| Content Organizer
| ) Activate |
Create metadata based rules that move content submitted to this site to the correct library or folder.

E-mail Integration with Content Organizer

|J Enable a site’s content organizer to accept and organize email messages. This feature should be used ony in a highly managed store, like a Records Activate I
Center.

FIGURE 14-3

After the feature is activated there is an additional link on the Content Organizer Settings page,
as shown in Figure 14-4, for configuring the e-mail settings. These settings are similar to those
for an e-mail-enabled document library. Both types of e-mail integration are covered in the Try It
section.

dministrator -

Preserving Context 5
The organizer can save the original audit logs and properties if they are induded with submissions. Save the original audit log and properties of submitted content

The saved logs and properties are stored in an audit entry on the submitted document.

Rule Managers
Enter users or groups separated by semicolons:

Specify the users who manage the rules and can respond when incoming content doesn't match

any rule. SPDEMO\Administrator ;

Rule Managers must have the Manage VWeb Site permission to access the content organizer rules
list from the site settings page.

8, @
~

E-mail rule managers when submissions do not match a rule

¥ E-mail rule managers when content has been left in the Drop
Off Library

Number of days to wait before sending an e-mail: [3

Submission Points
Web e
Use this information to set up other sites or e-mail messaging software to send content to this site. servica  NEID:/fwin
URL:

14iaimikrm4/sites/Wrox/DocumentCenter/_vti_bin/OffidalFile.asmx

E-mail

SR recordscenter_3UHMYK @demaportal.com

Configure the organizer's incoming email settings

oK Cancel

FIGURE 14-4

TRY IT

In this Try It section, we walk through the process of configuring the Content Organizer for typical use.
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Lesson Requirements
To complete this Try It exercise, you need a SharePoint site with at least the Office SharePoint
Service Standard license.
Step-by-Step
1. Open a SharePoint site in your environment where you would like to create a new sub-site.

2. Create a new site and use the Document Center site template. See Figure 14-5.

Scorch Instaled Teems »
Installed Items ¥ i Type &
Office.com T Document Center
. ) Type: Site
Filter By: /| Categories: Content
¥

All Types > [9% 8%; A site to centrally manage documents
= = 7/ 7 % 0 | in your enterprise.

- Blank Meeting Decision Meeting Social Meeting Multipage Mesting
All Categories > Workspace Workspace Workspace Workspace | Document Center |
Blank & Cust . B

. gl http://win-14iaimikr.../<URL name>
Collaboration iDccumEntCenterl I
Content I ’i 7
md G .
Peetngs Blog Group Work Site Assets Web Charitable
Search Database Contributions Web
Web Databases 1
[ 3 i h
B2 =i
Contacts Web Issues Web Projects Web Document Center
Database Database Database
= - -
FIGURE 14-5

If you do not see this template, one possible reason is that you have not activated the
SharePoint Server Standard Site Features feature. To activate this feature, go to the Manage
Site Features page, located under the Site Actions heading on the Site Settings page.

3.  Browse to the Site Settings page on your new site. Under the Site Administration heading,
select the Content Organizer Settings link (as shown previously in Figure 14-2). This opens
the page shown in Figure 14-6.

4.  Set the options on the page as follows:

> Redirect Users to the Drop-Off Library: If you check this box, users cannot directly
place documents into the target libraries where content is to be diverted. Use this
option if you want to force the use of the drop-off library and not give users the dis-
cretion to place documents wherever they wish.

> Sending to Another Site: You can redirect content across site collection boundaries
if you select this option, which is most likely to be useful for large implementations
spanning a large organization.
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> Folder Partitioning: SharePoint does not recommend having more than 2,500 items
in one folder. You can use this setting to auto create folders to avoid having to manu-
ally add folders as this may reach this item limit. Again, this is more common for
large deployments. Note that you can use the symbol %1, which will actually name
the auto-created folder based on the date it was created.

> Duplicate Submission: If a document gets routed to a location where a document
with the same name already exists, you can either automatically create a new file
name with appended characters, or you can version the document and keep the
name. Keep in mind that versioning may not be appropriate.

> Role: Here you can set who is in charge of dealing with content that doesn’t match
the routing rules. This allows the appointed manager(s) to follow up and place mal-
formed documents in the correct place.

> Submission Points: There are people who cannot shake the habit of e-mailing con-
tent, and you can let them e-mail it to the document organizer as if it were any other
user. The content organizer picks up the e-mail and attaches documents and route
them based on their properties.

dministrator ~

Site Actions +

Wrox » Site Settings » Content Organizer: Settings 7 "
Use this page to configure this site's content organizer. To create new rules for how content is organized when submitted to this site, visit the Rules list. Ilikelt  Tags &
Notes
Wrox | Wrox Sub-Site Search this site... o (7]
Redirect Users to the Drop Off Library
Libraries 5 Require users to use the arganizer when submitting new
Site Pages When this setting is enabled, users are redirected to the Drop Off Library when they try to upload content to libraries with one or more organizer rules pointing to
content to libraries in this site that have one or more content organizer rules pointing to them. T
Shared Documents IF this setting is disabled, users can always bypass the organizer and upload fiks directly to a

lirary or folder.
Connections

Drop OFf Library Users will never be redirected to the Drop Off Library when organizing pages.

Reports
Sending to Another Site

o If there are too many items to fitinto one site collection, enable this setting to distribute content Allow rules to specify ancther site as a target location I
to other sites that also have content orgarizers.

Calendar

Tasks Folder Partitioning

Rss List r Create subfolders after a target location has too many items

The organizer can automatically create subfolders once a target location exceeds @ certain size
Phone Call Memo

Number of items in a single folder:
Discussions Format of folder name: |Submitt:

%1 is replaced by the date and time the folder is created.
Team Discussion

Duplicate Submissions
@ Use SharePoint versioning
Site Content Spedify what should oceur when a file with the same name already exists in a target location. i X
& | If versioning s not enabled in a target library, the organizer wil append nique characters to © Append unique characters to the end of duplicate filenames
Y Announcements =] 4 pjicate submissions regardless of the setting selected here.
l.....] land.

FIGURE 14-6

5.  Set up incoming e-mail settings. After you have determined the content organizer settings,
you should configure the e-mail settings, which you can access via the link at the bottom of
the Content Organizer Settings page. Figure 14-7 shows the options available. These settings
enable the content organizer and the associated lists to be used as permanent e-mail storage.

> Allow this List to Receive E-mail: This sets up the content organizer as an e-mail
store and provides an e-mail address.

> Save E-mail Attachments: Documents attached to an e-mail will be saved as attach-
ments to list items.
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Site Actions ~ @

Wrax | Wrox Sub-Site

Libraries

Site Pages

Shared Documents
Connections

Drop Off Library
Reports

Lists
Calendar
Tasks
Rss List

Phane Call Memo

Discussions

Team Discussion

Site Content
w8 Announcements 2]

B calendar

2§ Connections

Save meeting invitations: This setting allows you to save the body of the e-mail mes-

sage as well as the attached document.

rights to the list.

Incoming E-Mail

Soedfy whether to allow items to be added to this list through -mail. Users can send e-mai
messages directly to the list by using the e-mail address you specify.

il Attachments:

E-Mail Message

Spedify whether to save the original .eml file for an incoming e-mail message.

E-Mail Meeting Invitations

Spedify whether to save e-mailed meeting invitations in this list.

E-Mail Security
Use list security for e-mil to ensure that anly users who can write to the list can send e-mail to the
list.

Caution: If you allow e-mail fram any sender, you are bypassing the security settings for the list.
This means that anyane could send an e-mail to the ist's address and their item would be added.
With this option turned on, you are opening your list to spam or other unwanted e-mail messages.

Save original e-mail: Attach invites to the e-mail as a list attachment.

E-mail security policy: Allow anyone to e-mail the list or only people set up with

Allow this list to receive e-mail?
@ yes CNo

E-mail address:

recordscenter_0VEEL) @demoportal.com

Save e-mail attachments?
@ Yes C No

Save original e-mail?
Cyes (G No

Save meeting invitations?
Ciyes & Ne

£-mail security policy:
(= Accept e-mail messages based on list permissions
 Accept &-mail messages from any sender

FIGURE 14-7

6.

Set up the content organizer rules. In steps 4 and 5, we set up the content organizer settings.

Now we will set up the content organizer rules. This is the second link, as discussed in Step 3
above, added in the Site Administration menu when you activate the content organizer
feature. Content organizer rules determine how documents that find themselves in the drop-
off library get routed to other locations within the site or in other sites and site collections.
When you click on the Content Organizer Rules link, you are taken to an ordinary looking
SharePoint list. Content organizer rules are stored in a SharePoint list. Figure 14-8 shows an
example of this list.

properties.

Wros

Libraries
Documents
Drop Off Library

Lists

Tasks

'.'; Recycle Bin

2)) Al Site Content

Document Center » Content Organizer Rules » Group by Content Type

This list helps you create a plan for how content should be organized in this site. Create rules that ensure that documents submitted to this site are sent to the correct

Wrox Sub-Site

I Title

= Submission Content Type : Document (1)

Sample Rule DHoW

& Add new item

Priority Target Path

w

[sites/Wrox/DocumentCenter/Documents

FIGURE 14-8
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When you add a new item to a list, you are adding a rule that will determine how content is
routed. Figure 14-9 shows the dialog box and options presented when you add a new rule to

the list.

ntent Organizer Rules: New Rule

Rule Name *

Describe the conditions and
actions of this rule. The rule
name is used in reports about
the content of this site, such as
a library's File Plan Report.

Rule Status And Priority *

Specfy whether this rule should
run on incoming documents and
what the rule's priority is. If a
submission matches multiple
rules, the router will choose the
rule with the higher priority.

Submission’s Content Type *

Name:

Status:

& Active
Priority: IS(Medium] -I

 Inactive {will not run on incoming content)

Content type:

By selecting a content type, you
are determining the properties
that can be used in the
conditions of this rule. In
addition, submissions that match
this rule will receive the content
type selected here when they
are placed in a target location.

Group: I Document Content Types ;I

Type: |Selec:t a content type... ;I

Alternate names:

[T This content type has alternate names in other sites:

Add alternate name: Add

MNote: Adding the type "*" will allow documents of unknown content types to be
organized by this rule.

List of alternate names:

Remove |
-

FIGURE 14-9

Here are the descriptions of the elements of a new rule, as presented in the dialog box:
> Rule Name: Each rule must have a unique name. Name this one Sample Rule.

> Rule Status and Priority: It is possible for rules to conflict within the same document.
Set the priority to “1”. Conflicting rules are resolved based on the priority setting,
with higher priority rules taking precedence over lower numbered ones.

> Content Type Group and Value: You can route documents based on content types
and property values. For this example, choose the document content type by select-
ing Document under Type. Note that if you wanted to use the content organizer for
e-mails, you would select the group value of “Content Organizer Content Types”
here and the type value of “E-mail Submission”.

7.  Go to the home page of the site where you have set up the content organizer and find the
“Drop-off library”. Add a document to the library and make sure the title has the words
status report in it. You will be presented with a dialog box as shown in Figure 14-10.
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Submit Document

Content Organizer: Documents uploaded here are automatically moved to the correct
library and folder after document properties are collected.

Submit Document
Name:

Browse to the document
you intend to submit. Browse... |

Submit Multiple Files. ..

oK | Cancel |

FIGURE 14-10

Figure 14-11 shows where the document properties that will determine how and if a docu-
ment is routed to another location.

Content Organizer Rules: New Rule

‘Conditions - -
Property-based conditions: =

In order to match this rule, a .

submission's properties must Property: |T|tle j’ x

match all the spedified property 3 .

conditions (=.g. "If Date Operator: Icuntalns all of =

Created is before 1/1/20007). Value: |Status Report

{Add another condition)

Target Location * Ty
Destination:

Specify where to place content
that matches this rule. Ifsitestrufohared Documents Browse... I

Example: /sites/DocumentCenter/Documents/

When sending to another site, : )
the available sites are taken I Automatically create a folder for each unique value of a property:

from the list of other sites with . . e
R Select a property (must be a required, single value property): ILmL vl

by the system administrator. Specify the format for the folder name:

%1 - %2

Check the "Automatically create .

a folder for each unique value of When the folder is created:

a property” box to force the %1 w!ll be replaced b\_( the name of the property

organizer to group similar %2 will be replaced with the unigue value for the property
documents together, For

instance, if you have a property

that lists all the teams in your

organization, you can force the

organizer to create a separate

folder for each team.

FIGURE 14-11

Finally, you can see the document has been successfully transferred to the Shared
Documents library according to our rule, because it has the phrase “Status Report” in the
title. Figure 14-12 shows the message indicating a successful routing of the document.
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Drop Off Library: Status report 5

H Saved to final location

The document was submitted successfully and saved to its final
location.

Use this URL to find or request access to the document:

http://win-14iaimikrm4/sites/Wrox/Shared Documents/Status
report 5.docx

x|

FIGURE 14-12

Q Please select Lesson 14 on the DV D or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Using Document Sets

Document Sets is a new feature offered as part of the standard version of Office SharePoint
Server 2010. While it is touted as a separate feature, in fact it is just a specialized content type.
Document Sets are useful when you have a group of documents that you want to treat as one
item, such as in workflows and audit policies.

As an example, suppose you have a document library used to store documents for I'T projects.
An IT project can contain documents built at different times. Imagine that you have a
PowerPoint presentation to show your idea to colleagues, a Word document for requirements,
an Excel spreadsheet for budget and schedule, and so forth. You may want to apply a work-
flow to these documents. Perhaps the package needs management approval. You may want to
apply a content expiration date so that the documents are deleted after a year. In these cases,
and many others, you won’t want to apply separate policies or workflows to the presentation,
the requirements document, and the project plan. You will want to treat them as one unit.
Enter Document Sets.

CREATE A DOCUMENT SET CONTENT TYPE

A Document Set is a feature that is scoped at the site = ite Colection AdansIanon
collection level. In order to activate it you will have I.|_¢13¢.] S i
. . . earch scopes

to be at the top-level site of a site collection. Go to Search keywords

i i ; : FAST Search keyword
the Site Settings page and under the Site Collection et oo e Gemiiian
Administration page click the Site Collection Features ;‘E‘gds:zr:'“ usetzcontend;
link, ShOWn in Figure 15-1. Site collection features

Site hierarchy

On the Features page activate the Document Sets

feature, shown in Figure 15-2. FIGURE 15-1
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,,,,, Document Sets

|
t Provides the content types required for creating and using document sets. Create a document sat when you want to manage multiple documents as a Activate

single work product.

FIGURE 15-2

Now you can use the Document Set content type anywhere within the site collection. The Try It sec-
tion walks you through creating and adding documents to a Document Set.

TRYIT

In this walkthrough, you will be creating a Document Set. Once it is created, you will add several
items to it to see the functionality.

Lesson Requirements

In order to complete this lesson you’ll need a SharePoint site with at least the Office SharePoint
Service Standard license.

Hints

Follow the steps given in the previous section to activate the Document Set feature before perform-
ing the walkthrough.

Step-by-Step

. . . General Settings
1. Open a document library on your SharePoint site or create a new

one. In this example, our document library is called Document Set

Versioning settings

Enabled Library. (Catchy, isn’t it?) Advanced settings
. . . Validation settings
2. Browse to the Settings page of the document library. Click Column default value settings
Advanced Settings, as shown in Figure 15-3. Rating settings
Audience targeting settings
3. In the Content Types section of the Advanced Settings page, Select Metadata navigation settings
Yes for the radio button option. Scroll to the bottom of the screen Per-location view seftings
. . . . . F tti
and click OK. This will return you to the Settings page. Figure 15-4 ormEeTne
shows how this option appears on the page. FIGURE 15-3
Content Types

Allow management of content types?
Spedfy whether to allow the management of content types on this document library. Each content Yes N
type will appear on the new button and can have a unigue set of columns, workflows and other E= z

behaviors.

FIGURE 15-4
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4.

On the Settings page, in the Content Types section, click the Add from existing site content

types link, as shown in Figure 15-5.

Content Types

This document library is configured to allow multiple content types. Use content types to specify
The following content types are currently available in this library:

Content Type Visible on New Button

Document v

Add from existing site content types

Change new button order and default content type

FIGURE 15-5

On the Add Content Types page, select All Groups in the Select site content types from the
drop-down control, and then select the Document Set content type from the list box and click
Add to indicate you would like to add it to the available content types in the library. Click

OK. Figure 15-6 shows this dialog.

Select site content types from:
All Groups -

Available Site Content Types: Content types to add:

Allow any content type * -
Article Page
Audio

Basic Page .

Crider's Content Add > |
Dublin Core Columns

Enterprise Wiki Page & SERT0E
Expense Report

Form

Image =
Description:
Create a document set when you want to manage multiple documents as a single work product.

Group: Document Set Content Types

FIGURE 15-6

Browse to the document library’s main page. o
In the Library Tools section of the ribbon, j ﬂj

. |sal
select Documents and then click the drop- ——

pload Mew
down arrow from the New Document button. BASIRENG, Document -, Polder
Select Document Set from the list of drop- h (] Pocument

down choices. When the dialog box appears,

—| Document Set s
type a name and option description for the \j Create 3 document setwhenyoy 10" I s view of the
. . want to manage multiple documents

Document Set. Figure 15-7 shows how this s a single work product.

Browse

L Create a new document.

Documents
Check Qut
j Check In
Edit
Document |, Discard Check Out
n & Check Out

looks in the ribbon. FIGURE 15-7

The Document Set has modified the toolbar choices slightly. To add a document to the Document
Set, use the New Document or Upload Document toolbar button, as shown in Figure 15-8.
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Document Set

Site Actio
L Check Qut Wersion Hists SendTo ~
j ﬁ L eck Oul | Version History ]Send To P
_f3 CheckIn 33 Document Permissions ' % Manage Copies ol
New Upload New Edit = View Edit E-maila Alert Download a Workflows Publish
Document » Document~ Folder Document &, Discard Check Out  Properties Properties 3 Delete Document Link Me Copy - Go To Souree
New Open & Check Out Manage Share & Track Copies Worl
Libraries Project X
Site Pages S
Document Set enabled Ill view All Properties
library )W Edit Properties
Connections I'"
Drop Off Library i
Reports
[0 Type Name Modified Modified By
Leis There are no items to show in this view of the "Document Set enabled library”™ document library. To add a new item, dick ™New" or "Upload™,
Calendar
FIGURE 15-8
8.  We are going to use the Upload Document button, and
. K K ﬁ _fq Check Out
specifically the Upload Multiple Documents option, to 4 D checn
upload several different types of document. In the ribbon, Dotument .| Foider | Document [ Discard Ch
you should see the Library Tools section. Select the I @ Upload Document i
H H . Uploada d it fi
Documents tab from the Library Tools section. Both options et ol
are shown in Figure 15-9. Select any three or four items ﬁ_ﬂ Upload Multiple Documents
. . . Upload multiple documents from
you have available of different types. Then click OK. After your computer to this library.

the files have uploaded, select Done.

FIGURE 15-9
Figure 15-10 shows the dialog after you have selected the files.

Upload Multiple Documents

¥ Overwrite existing files

Type MName Size Status
Draft Tracks.xlsx 12 KB Remove
PowerPointTheme.thmx 62 KB Remove
Proposal 1.docx 12 KB Remove

0 out of 3 files uploaded
Total upload size: 86 KB

OK Cancel

FIGURE 15-10

9.  Click the library to see the “All Documents” view. (This is the default view of any SharePoint
library or list). You will see that the item listed has the name you gave your Document Set
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(Figure 15-11), not that of any of the individual items you added to it. You can manipulate
this Document Set as though it were a single document. Click it and you will return to the
Document Set page from Step 7, where you can individually work with your documents.

T Type Name Modified
|j Project X 4/23/2011 7:43 PM

4k Add document

The document seticon

FIGURE 15-11

@ Please select Lesson 15 on the DV D or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Using Hold and Discovery

Using the Hold and Discovery (technically known as eDiscovery in the SharePoint world)
allows you to find documents you don’t want deleted and setting “holds” on them to ensure
they won’t be. A hold overrides every attempt to delete a record by any user no matter what
his administrative rights.

Unlike other content management features such as retention policies and record declaration,
holds and discovery are usually going to be used on an ad hoc basis rather than as part of an
ongoing content management strategy. You use it when you get sued. Well, at least that’s the
most likely motivation. Discovery is a legal term meaning that a side in a legal action gets a
chance to review the evidence that the other side will be using against it in court. For corpora-
tions, that translates into orders not to delete any information that might be relevant to the
case, and “Oops, I didn’t know those files were in that folder when I deleted it” doesn’t really
cut it in court.

There are other scenarios in which it is useful to find a group of related items and make sure
they don’t get deleted, but legal reasons are the most common.

DISCOVERY: FIND IT

In the Try It section we will discuss in detail how to activate features and work through all the
settings and options. In this section we will discuss the options available for searching records
and finding them. The discovery functionality uses SharePoint search-and-query syntax (rules
for writing commands to help find stuff) to locate documents. Figure 16-1 shows the section
of the discovery page related to searching. As you can see, it requires you to enter the name of
a site to search and some keywords for finding documents. We will visit it again in more detail
in the Try It section.

It is important to remember that discovery relies on a functional search service and an up-to-

date crawl of the data. A crawl is a scheduled operation that finds all of the content and places
it into an index to be available for searching. Content cannot be found via search (or “discov-
ery”) until it has been crawled and placed into an index.
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Search Criteria
Specify the site that you want to search and the search terms related to the hold.

You can spedify complex searches using the keyword syntax. Learn more about keyword syntax.

Currently selected site:

Ihttp:ﬁwin-L4ia\mikrm4fsitesf'Wrux Select Site |

Enter one or more search terms into the box below:

Iprupusal

Preview Results |

FIGURE 16-1

There are two things to remember about this search feature:

>

The search is scoped to the site collection, but you can narrow the scope to a subsite by
entering the URL of the subsite in the text box, as shown in Figure 16-1. You cannot expand
the scope of the search to find items outside of the site collection, however. For that, you will
have to perform searches on each site collection individually. The search functionality related
to discovery is more restrictive than the Enterprise Search feature of SharePoint 2010.

The search will run with elevated privileges so every document can be discovered. Enterprise
Search shows you only content that you have rights to see. Your elevated privileges here
don’t give you the rights to open a document, just to apply holds to it.

Here are five key points that offer some examples of what you can use in the search box to help
find content:

1.

2.

To find files that contain a list of ALL the words you type, type the words with spaces in
between. To find files that contain both apple and orange, type: apple orange.

To find files that match exact phrases, enclose the phrase in double quotes. To find a file
with the title Budget Projections type Budget Projections. This way you will not find files just
because they contain the word budget or projections.

To include document properties, use the property name and a colon, like this: Title:Sales
Proposal.

You can exclude keywords or properties by using a hyphen. For example, to exclude the year
2010, you would type: -2010.

Remember that attachments to list items are not included in search results.

HOLD: SAVE IT

When an item is placed into a hold, it cannot be edited or deleted for any reason, regardless of
user rights.

Intuitively, one finds a document and places a “hold” on it. This is how the interface appears to
work for the end user as well. However, under the covers, SharePoint handles the concept of apply-
ing holds differently. A document is not modified to be associated with a hold status. In fact, once
you activate the Hold and eDiscovery feature, a list is created that you can add different holds to.
The list is hidden and not visible in the normal interface. Each hold that you execute creates a new
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corresponding list. When you find documents as part of a discovery, you are actually applying the
results to a created hold list, as opposed to marking the document directly. A document can be part
of several holds at once. It is not editable until it is removed from every hold list where its name
appears. By naming multiple holds you give yourself a lot of flexibility in performing discovery and
putting holds on your content. The interface for the Hold and eDiscovery feature does not require
you to interface with these hold lists directly. It is mentioned here just for explanation.

TRY IT

In this walkthrough, you will learn how to activate the Hold and eDiscovery feature. In addition,
we will use the feature to find documents based on a criteria and place holds on them to
prevent deletion.

Lesson Requirements

To complete this Try It exercise, you need the following;:

> A SharePoint site with SharePoint Server 2010 installed. The Hold and eDiscovery feature is
part of the SharePoint standard license. It is not available on SharePoint Foundation.

> The SharePoint search service must be installed and running for the discovery features
to work.

Hints

Hold and eDiscovery is a site-level feature. Until the feature is activated, many of the links and
pages displayed here will not be available. The walkthrough shows you how to activate the feature.

Step-by-Step

1.  Activate the Hold and eDiscovery feature by going to the Manage Site Features section under
the Site Actions heading on the Site Settings page. Activating this feature will activate the
links, pages, and actions for Hold and eDiscovery. Figure 16-2 shows the Hold and eDiscov-
ery feature listing.

Hold and eDiscovery
This feature is used to track external actions like litigations, investigations, or audits that require you to suspend the disposition of documents.

FIGURE 16-2

After activating the feature, you will see an entirely new heading in the Site Settings page, as
shown in Figure 16-3.

0l Hold and eDiscovery
L1 Hold Reports
) Holds
Discover and hold content

FIGURE 16-3
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2.

On the Site Settings page, click the link in the Hold and eDiscovery section titled Discover
and Hold Content. Figure 16-4 shows the Search and Add to Hold page this link opens.

Search Criteria
Specify the site that you want to search and the search terms related to the hold.

‘You can spedfy complex searches using the keyword syntax. Learn more about keyword syntax.

Local Hold or Export

If your organization's palicy allows this repository to store held content, you can keep the relevant
contentin place. Otherwise, documents can be copied to another repository.

The destination location list is populated with all valid Document and Records Center locations as
configured by the administrator.

Relevant Hold

Currently selected site:

Ihttp:h’win-l4iaimi|-crm4!sitestrux

Select Site

Enter one or more search terms into the box below:
Preview Results |

Select the action to perform on the search results:

o Keep in place and add to hold directly.

] Copy to another location and add the copy to a hold.
Destination location:

Specify the hold that the items should be subject to. If the items will be kept in place, this list is
populated based upon the halds defined for this site and all parent sites. Otherwise, the list is
populated with the valid holds for the destination location selected above.

Open this site's hold list in a new window

Select the hold to apply:

ISeIe:t the hold to apply: _'I
Description:

None

Add a new hold...

FIGURE 16-4

I do not have a lot of content on my machine but I am going to look for a particular file
called draft tracks.xlsx and place a hold on it. Find some content on your environment
that you can discover via search for the example. I could just type “draft” but this would
give me every document with the word draft in it. I am going to type the full filename inside
double quotes, so that I only get the one file I want. See Figure 16-5, which shows how to fill
out the search criteria section of the form. Click Preview Results and verify that you have
the items you want in the result set. If you don’t see any results, make sure the document is
actually in your site and that the search service is operational.

Search Criteria
Spedify the site that you want to search and the search terms related to the hold.

You can specify complex searches using the keyward syntax. Learn more about keyword syntax.

Currently selected site:

|http:Hwin-14iaimikrm4{sitesufWrux

Select Site

Enter one or more search terms into the box below:

|" draft tracks.xlsx"

FIGURE 16-5

3.

In the Local Hold and Export section on the Search and Add to Hold page, you can choose
whether you want the results to be held in place where they are or moved to some other pre-
configured place, usually a Record Center site (Record Center sites are covered in Lesson 37).
Choose to hold the records in place with the radio button titled “Keep in place and add to
hold directly”. This is a new feature in SharePoint 2010. Previously, your only option was to
move the records somewhere else. Figure 16-6 shows this section of the page with the correct
option selected.
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Local Hold or Export
e Select the action to perform on the search results:

If your organization's policy allows this repository to store held content, you can keep the relevant ) )
content in place. Otherwise, documents can be copied to another repository. ¥ Keep in place and add to hold directly.

The destination location list is populated with all valid Document and Records Center locations as e Copy to another location and add the copy to a hold.

configured by the administrator. Destination location:

Destination location |5 I

FIGURE 16-6

4.  Select the hold to place these records under. You can use the link titled Add a New Hold... to
add a hold on the spot if you haven’t created any yet. If you have created a hold previously,
the holds will be available to choose in the drop-down control. It is important to remember
that the hold does not exert any special power. It is merely a container that links the results
of any given discovery under one banner and prevents the items added to the hold from being
deleted. Figure 16-7 shows this section of the page.

Relevant Hold
Select the hold to apply:

Spedify the hold that the items should be subject to. If the items will be kept in place, this list is
populated based upon the holds defined for this site and all parent sites. Otherwise, the list is Wrox : Sample hold ;I
populated with the valid holds for the destination location selected above.

Description:

Open this site's hold list in a new window dite e s e e e

Add a new hold...

FIGURE 16-7

5.  Finally, click the Add Results to Hold button. This is the button that actually takes the files
and applies holds to them. You will see the dialog box shown in Figure 16-8. Notice it says
the holds have been scheduled. Holds are applied not instantly, but rather as part of a timer
job. A timer job is an operation that runs in the background on a schedule and performs vari-
ous operations. In this case, the holds will only apply after the timer job completes.

Operation Completed Successfully

Your request to hold all of these search results has been scheduled. You will
receive a confirmation e-mail when these items are added to hold: Sample hold

o« |

FIGURE 16-8

6. When you return to the Site Settings page, click the Holds link in the Hold and eDiscovery
section of the page shows the holds you have created. This is the source for the drop-down
control you saw in Step 4 if you created a hold.
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7.  Return to the Site Settings page and click the Hold Reports link in the Hold and eDiscovery
section of the page. The Hold Reports library is the other link created by the Hold and eDis-
covery feature. This library will be populated from a timer job that runs in the background.
The report is in the form of an Excel library and shows the items that exist under a given
hold. The default for this job is daily, so do not expect to see a report right away if you are
testing this functionality.

@ Please select Lesson 16 on the DV D or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Setting Up Records
Management

Records management is a somewhat vague term, but in the SharePoint world it usually refers
to a specific set of functionalities, and the concept of a “record” in this case is fairly specific.
A record in SharePoint is a document or other element marked for special treatment (usually
long-term, read-only storage) or redirected to a special site for long-term storage.

The Record Center site template, used to create sites to which items can be redirected, is covered
in Lesson 37. In this lesson we examine how to declare items as records without moving them,
and some of the special options that are available once an item has been declared a record.

RECORDS IN SHAREPOINT 2010

Following are examples of reasons to declare items as records in SharePoint.

> The item should permanently retain its current status and be stored for the long term,
so that even people with editing rights to a document cannot modify or delete it. A
good example would be an invoice document that you would not want to change once
the transaction is completed, even by accounting staff who would normally have edit
rights on the item.

> The item should kick off a business process after some amount of time. For example,
users may upload a request form to a library that another user is supposed to approve.
If the document sits there for more than a week, you may want it automatically routed
to someone for final approval.

> You want the item to eventually automatically delete. In addition to storing data for
the long term, you can use records to help you “clean out the attic.” For example, you
may want to retain the company newsletter articles for six months, after which no
one will read them. Instead of leaving them to clutter up your site, you can have them
declared as a record after six months and then set up a date after that to be removed
automatically.
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> You want to move a document to another location, usually to a long term archive site. Items
marked as records can be transferred to Record Center sites, as described in Lesson 37.

As noted earlier, there are two ways to handle records. One is to ship it off to a special long-term
storage site (the Record Center). The other is to leave it where it is and give it special “record”
status. Assigning this status is called in-place record declaration and is new for SharePoint 2010.
To enable in-place record declaration you must first activate the feature. It is a site collection—
scoped feature, so you have to go to the Site Collection Features link on the Site Settings page of
the top level site in your site collection. Once you activate the feature you can perform the tasks
in this lesson.

In addition, at the site collection level you can define the sort of treatment a file will get when it is
declared as a record. This is demonstrated in the Try It exercise.

DECLARING AN ITEM A RECORD

The following list identifies different ways to declare an item as a record. We cover them all in the
Try It exercise.

> You can individually and manually declare an item a record by using the Compliance Actions
option from the drop-down action menu for a list or library item.

> You can declare a record as part of a retention policy attached to a content type. A retention
policy determines how long the record should remain in its current location and what should
happen when that time expires.

> You can declare a record as part of a retention policy attached to a document library or
list. Declaring a record in a content type affects that item everywhere the content type is used.
Declaring in a single library or list only affect items in that library or list.

TRY IT

In this Try It exercise, you will declare some items as records and examine the various options that
exist for documents designated as records.

Lesson Requirements

To complete this lesson you will need a SharePoint site with SharePoint Server 2010 installed. This
feature is part of the SharePoint standard version. It is not available on SharePoint Foundation.

Hints

These features all require activation. Until the features are activated, many of the links and pages
displayed on the screenshots in this walkthrough are not available. There are two required features,
the in-place records definition feature and the SharePoint Server standard site collection feature. You
will activate them in step 1 of the walkthrough.
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Step-by-Step

1. Activate the records management features by going to the Site Collection Administration
heading on the Site Settings page. Make sure the SharePoint Server Standard Site Collection
Features and the In Place Records Management, shown in Figure 17-1 and 17-2, are both
activated. Activating these will activate the links, pages, and actions for in-place records
management.

|— SharePoint Server Standard Site Collection features
a

Features such as user profiles and search, included in the SharePoint Server Standard License.

FIGURE 171

|— In Place Records Management
a

Enable the definition and declaration of records in place.

FIGURE 17-2

2. To view or change the default record settings for a site collection, click the Record
Declaration Settings link in the Site Collection Administration settings. You should see the
Record Declaration Settings page as shown in Figure 17-3.

Record Restrictions
” No Additional Restrictions

Spedify restrictions to place on a document or item once it has been dedared as a record. MEEEris =58 T3 Thams Fes s e Caens e

Changing this setting will not affect items which have already been dedared records. Note: The
information management policy settings can also specify different policies for records and non- C Block Delete
records. Records can be edited but not deleted.

¥ Block Edit and Delete

Records cannot be edited or deleted. Any changes will
require the record declaration to be revoked.

Record Declaration Availabili
iy Manual record declaration in lists and libraries should be:

Spedify whether alllists and libraries in this site should make the manual dedaration of records . . :

available by default. When manual record dedaration is unavailable, records can only be dedared ) available in all locations by default
through | workflow. . . .
ronen @ peleyorwarkiion & Not available in all locations by default

Declaration Roles .
The declaration of records can be performed by:

Specify which user roles can dedare and undedare record status manually. ) o
% Al list contributors and administrators

s Only list administrators
' only policy actions

Undeclaring a record can be performed by:

7 Al list contributors and administrators
= Only list administrators

' only policy actions

FIGURE 17-3

Here you can set the records policy for the entire site collection. The first section, Record
Restrictions, defines the editing policy for any file declared as a record.

The Record Declaration Availability section defines the default status for manual record
declaration. As shown previously, this can be changed for each library. Manual record dec-
laration means the user will select an item to be marked as a record as opposed to it occur-
ring as part of an automatic retention policy or a workflow.
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Finally, the Declaration Roles setting determines who can mark an item as a record or
return it as a regular document. This setting also determines who can see the menu items in
the examples that follow. If you select All List Contributors and Administrators, then any-
one with rights to add items to a list can declare items in that list as a record. If you select
Only List Administrators, then only users with administrator rights on a list can declare
items in that list as records. Finally, Only Policy Actions refers to the process of setting a
policy either for an individual content type, or setting a policy at the site collection level.

A policy refers to a security policy which can be applied to a content type. If you select this
option, you will not be able to manually mark an item as a record. It can only be done by a
policy declaration.

Browse to a library on your SharePoint site. In the toolbar, : —
. . . Information management policy settings

select Library under the Library Tools section on the toolbar. Record declaration settings

On the right side of the toolbar, select Library Settings to

open the Document Library Settings page. In the right column

FIGURE 17-4
you should see a couple of new links, as shown in Figure 17-4.

Click the Record Declaration Settings link. This page gives you two options. The first
set of radio buttons enable you to override the settings for the site collection for just this
document library. (We look at how to set the site collection default settings in just

a moment.)

The second option enables you to declare that any record added to this library will automat-
ically be declared a record, so that you can create a record repository without the manual
effort of declaring documents to be records.

Another link on the Library Settings page is Information Management Policy Settings. This
link enables you to change how a retention schedule affects the setting of records for this
library. Click this link to open the Information Management Policy Settings page.

Every content type can have a retention schedule applied to it. This schedule determines how
long a file sits around before another action is taken on it. (Usually it is deleted or moved to
another area for long-term storage.)

In the first part of this page you can specify whether the content types of the items in
the library will use the retention schedules of their content types or of the library itself.
This is useful if you have a special-purpose library and wish to override the content type
settings. In most cases you will want to use the settings you established for the content
types. For example, for a content type of Tax Return, you might have set a retention pol-
icy of seven years before auto-deletion. This is the period beyond which a return cannot
be audited. But perhaps you have also created a document library to permanently store
tax returns. You don’t want the seven-year rule to apply to tax returns placed in this
library, so you select the library instead of the documents’ content types as the source

of the retention schedule. You can do this by clicking the Change Source link, shown in
Figure 17-5. In addition, this page gives you a rundown of the content types this library
uses and their retention schedules, if any.

Click the Change Source link, shown in Figure 17-5. On the following page, select Library
and Folders. This reveals more options. (If you select Content Types, these same options
exist, but you would have to go to the Content Type Gallery and change the settings there).
See Figure 17-6.
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Library Based Retention Schedule

By default, a library will enforce the retention schedule set on its content types. Alternatively you can stop enforcing content type schedules and instead define schedules on the library and its folders.
Source of retention for this library: Content Types (Change source)

Content Type Policies

[This table shows all the content types for this library, along with the policies and expiration schedules for each type. To modify the policy for a content type, dlick its name.

Content Type Policy Description Retention Policy Defined
Document None No
Folder None No
Document Set None No
Basic Page None No
Source of Retention

" Content Types
Configure how items in this library receive a retention schedule. Select Content Typesif this site
uses retention schedules on site level content types. This will ensure that this library complies with ¥ Library and Folders
the site's information palicy.

Alternatively, select Library and Folders if you want to define schedules on the library and its

folders. Those schedules will be enforced regardless of any schedules defined on the content
types.

Library Based Retention Schedule

Description
Specify a retention schedule for items in this library. By default, all folders in this library will inherit :I
the library's schedule. However, folders can override the library and define a unigue schedule.
A File Plan Repart rolls up the retention schedules for a library and all its folders into ane
document, Generate a File Plan Report for this library... LI

Non-Records
Specify how to manage retention on items that have not
been declared records:

Items will not expire until 3 stage is added.

Add a retention stage...

» Note: You can specify a different policy that applies
“5 once an item has been declared a record.

Records
Specify how to manage retention on records:
{+ Use the same retention policy as non-records

{" Define different retention stages for records:

FIGURE 17-6

7.  You can set two types of retention schedule: one for records and one for non-records.
Using the Site Collection Settings page and the retention options shown here, you essen-
tially create the options that separate “records” from “non-records.” Usually the purpose
of record retention is to put certain types of documents in long-term storage or delete
them as obsolete after a time. As you will see, however, the actions you can take on items
declared as records are practically limitless because you can fire off any sort of workflow
as part of a record retention schedule.

For this example you will not add any retention policy to non-records, but you will add
one to records. Click the radio button near the bottom of the screen titled Define Different
Retention Stages for Records. A retention stage is one step in a multi-step process that you
can define for what happens to records after the previous stage is complete. In other words,
you can define several actions that apply to a record that will execute in order. Each reten-
tion stage represents one such action.

8. Add a retention stage for records. Note that you can add multiple stages. In this example you
will add only one for demonstration. A common retention policy is to move something to the
Recycle Bin after a certain period of time has passed. Click on the Add a Retention Stage...
link to open the dialog as shown in Figure 17-7.
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10.

As you can see in Figure 17-7, retention policy always begins with an event, either a period
since a file was last touched, or its being declared a record — either manually, via workflow,
or via a previous retention stage.

g Stage properties -- Webpage Dialog ! x|

M Spedify the event that activates this stage and an action that should occur ence the
| stageis activated.

Event

Specify what causes the stage to activate:
@ iFhis stage is based off & date property on the ftem

Time Period: | Created 'I +| Iyears vl

© set by a custom retention formula installed on this server:

Action

When this stage is triggered, perform the following action:
I Move to Recycle Bin - I
This action will move the item to the site collection recycle bin.
Recurrence
This stage will execute once according to the event defined above. Use recurrence

to force the stage to repeat its action.

= Repeat this stage's action until the next stage is activated
After the stage is first triggered, the stage’s action will recur forever until
the next stage is triggered.

Recurrence period: I I'_v-ea's 'I

OK Cancel

FIGURE 17-7

Select Declared Record. (This will make testing the event later easy.) Select +0 days, so the
retention stage will start right away. Notice the grayed-out button labeled Set by a Custom
Retention Formula Installed on this Server. Clicking this button makes it possible via custom
coding to create your own events here. This option is beyond the scope of this book.

Select an action to take (Figure 17-8). Notice that most options involve moving the item or deleting
it. However, you can also start a workflow or move to another stage. For this simple example, select
Move to Recycle Bin. You can see in the drop-down control there are several other options as well.
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1.

12.

13.

Finally, you can determine under Recurrence if this action will recur regularly. Not every

action features this setting so it might be grayed out at times.

Action

When this stage is triggered, perform the following action:
Transfer to another location 'I

Type of transfer: & Copy
! Move
! Move and leave a link

Destination location: IPuinc: Records vl

Transferred due to organizational < |
policy
Reason for transfer:

=l
Recurrence
This stage will execute once according to the event defined above. Use
recurrence to force the stage to repeat its action.
"] Repeat this stage's action until the next stage is activated

After the stage is first triggered, the stage's action will recur forever
until the next stage is triggered.

Recurrence period: years |

FIGURE 17-8

You will see the retention policy. Click OK to return to the Information Policy Settings. You

have created a policy that will execute for any item in this library that is declared as a
record. The policy will run immediately and will cause the file in question to be moved to

the Recycle Bin.

Return to the library itself to examine how to mark an item as a
record manually. Use the drop-down menu for an item in the docu-
ment library and you will see another drop-down menu, similar to
the one in Figure 17-9. Select the Compliance Details option.

The dialog box that opens shows several options and pieces of infor-
mation. Note the one called Record Status. Here you can toggle on
and off the status of this item as a record. Figure 17-10 shows the

dialog box.
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View Properties

Edit Properties

View in Browser

Edit in Browser

Edit in Microsoft Word
Check Out
Compliance Details
Alert Me

Send To

Manage Permissions
Delete
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a Compliance Details - Customer X Proposal -- Webpage Dialog LI

™. Use this dizlog to determine what retention stage an item is in. You can also take
J|  action to keep this item in compliance with organizational palicy.

Retention Stages (acquired from document library)

Event Action Recurrence Scheduled occurence date

This item is not subject to a
retention policy

Name Customer X Proposal.docx
Content Type Document

Folder Path Shared Documents
Exemption Status Mot Exempt

Hold Status Mot on hold
You cannot add/remove item from hold.

Record Status Not a record
Declare as a record

Audit Log Generate audit log report

Close

FIGURE 17-10

14.  Select Declare as a Record and note how the retention policy moves the item to the Recycle
Bin. This might not happen right away because even though we selected “move in 0 days,”
the actual move will not occur until the completion of a timer job, which runs on its own
schedule behind the scenes. A timer job is a procedure that runs behind the scenes on a sched-
ule. It is a source of confusion for SharePoint administrators when results of an action do not
appear instantly as they might expect.

Finally, note how the icon for the document has changed to denote its status
as a record with a small yellow lock. See Figure 17-11. FIGURE 17-11

In this lesson, we looked at the many options available for declaring items in a SharePoint site as
records. In addition, we experimented with several options for manipulating items declared
as records.

@ Please select Lesson 17 on the DVD or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Setting Up Related Lists

Relational data structures are a feature that SharePoint users have requested for years, but have
not yet been fully implemented. A simpler solution known as related lists does however exist,
where the items in one list provide the detail for items in another list, with the two lists related to
one another by a field such as an ID or other column. SharePoint 2010 adds some features to make
modeling list relationships easier and provides some new functionality for maintaining the lists.

Using related lists makes it easy to create sophisticated views with a master-detail type of pre-
sentation. For example, one list may contain sales orders, while another list may contain detail
about the customer that made the purchase. Related lists enable you to create a view showing
the orders from one list, combined with the customer’s address from the other list.

The main element used to create related lists is the lookup column. You need at least two lists,
though it is possible to create relationships that span multiple lists. Each list provides detail for and
refers back to a column in the list above it. In this chapter you will learn how to connect two lists.

A lookup column enables you to draw values from other lists on the same SharePoint site and
use their values in the current list. Using a lookup list and a column from the parent list, you
can create a relationship to the child list, also known as the detail list.

In this lesson we are going to examine the pieces that go into creating related lists and walk
through the steps to create two lists and display the related records as Web Parts on a page.

TRY IT

Once you have placed a list view Web Part on a page, if the list represented in the view
contains a lookup field that refers to a parent list, you will have the option to automatically
connect it to its parent list and create the master-detail view immediately on the page. In this
walkthrough, we will connect two related lists that share a common field and display of view
that combines data from both lists.

Lesson Requirements

To perform this lesson, you need a SharePoint site with SharePoint Foundation or SharePoint
Server.
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Hints

Prior to completing the walkthrough, create the following lists:
> List 1: Orders, derived from the custom list type.
> Rename the Title field to Order Name.
> Create a new record. Enter My first order for the Order Name field.
> Create another new record. Enter My second order for the Order Name field.
> List 2: Order Details, derived from the custom list type.
> Rename the Title field to Items.

»  Create a new record. Enter Some wine for the Items column and select 1 for the
Order ID column.

»  Create a new record. Enter Some cheese for the Items column and select 1 for the
Order ID column.

»  Create a new record. Enter Some music for the Items column and select 2 for the
Order ID column.

Step-by-Step
1. Go to the list settings for the Order Details list.
2. Create a new column of type lookup. Name it Order ID.

3. In the Additional Column Settings section, select Orders from the Get Information From
drop-down. Figure 18-1 shows the interface.

Description:

Require that this column contains information:
C ¥es & No

Enforce unique values:
C ves & No

Get information from:
| orders =

In this column:

TSI -

[T Allow multiple values

Add a column te show each of these additional fields:
[T order Name
I Order Name (linked to itemn)
M1
[ Modified
[T Created
[ version

M Add to default view

FIGURE 18-1
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In the Relationship Settings section, select Enforce Relationship
Behavior. If you choose Restrict Delete, you will not be allowed
to delete rows in the Order list if records exist in the Order
Details list. If you select Cascade Delete, deleting a row in the
Orders list will delete every associated row in the Order

Details list. Select Cascade Delete. Figure 18-2 shows this option.

FIGURE 18-2

¥ Enforce relationship behavior
Restrict delete
Cascade delete

Browse to any web page and add a list view Web Part of the Orders list to the page. To add
the Web Part, you will need to place the page into edit mode. Select the Edit Page option
from the Site Action drop down menu. Then you can select the Insert Web Part option from
the toolbar. Once you have placed the Orders Web Part on the page, assuming you are still in
edit mode, you should see the toolbar option called Web Part Tools. Select Options below it.
Make sure the Orders Web Part is still your selected Web Part. You should see an Insert
Related List command, as in 18-3.

Web Fart Tools

Editing Tools

Site Acions ~ B8 M Browse Page Format Text  Insert Options

7 = = [ »d
= = A =t
Web Part  Insert Related Minimize Restore Delete
Properties List -
Properties Relationships State
FIGURE 18-3

When you click Insert Related List, you will see an option for
Order Details. Select the list and the Web Part will be auto-
matically added to the page and connected to its parent list,
the Orders list view Web Part above it. Figure 18-4 shows the
detail.

=2 — i:_|
=| A =
InserER;:eIated Minimize Restore Delete
ist -
[T Order Details State
FIGURE 18-4

Notice the Select column in the Orders list. Clicking the double-arrow image for a given
record in the Orders list will show the associated orders in the Order Details list below it.

Figure 18-5 shows the double-arrow image you should click.

Orders
O select § Order Name
e My first order : new
B my second order & new

4 Add new item

Related Items in Order Details

T © Items
Some wine & new

Some Cheese &new

4 Add new item

FIGURE 18-5
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Figure 18-6 shows the effect of selecting a particular item in the master list. The detail list shows
only the related items.

Orders
B § Order Name
- My first order & new
=3 my second order ::new

g Add new item

Related Items in Order Details

|_  Items

SOMme music EiHew

g Add new item

FIGURE 18-6

Q Please select Lesson 18 on the DV D or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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SECTION V
Managing Publishing Sites

» LESSON 19: Setting Up a Publishing Site

» LESSON 20: Setting Navigation Options in Publishing Sites
» LESSON 21: Setting Branding Options in Publishing Sites
» LESSON 22: Using Content Approval in Publishing Sites

» LESSON 23: Using Variations in Publishing Sites
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Setting Up a Publishing Site

SharePoint 2010 is a multifunctional product. Among its many features is its capability to be
used as a fully fledged web content management system when you enable the publishing infra-
structure at the site collection level for existing sites, or create a Publishing Portal After you
create a publishing portal or enabled the publishing features, you can find many differences
from a standard SharePoint team site.

Figure 19-1 shows an out-of-the-box SharePoint publishing site. A site has two core perquisites
enabled: the publishing infrastructure and additional specific publishing features. The pub-
lishing infrastructure provides publishing ability to the site collection as a whole, whereas the
publishing features can be enabled for the site collection and subsites as required. Both must
be enabled before you can take advantage of SharePoint publishing.

PUBLISHING SITES

The publishing infrastructure and features also provide you with several useful tools to aid in
content management.

After a publishing portal has been created, several additional document and system libraries,
user groups, and Web Parts are available within the site structure, including the following:

> Site Content and Structure Reports: Reports that will provide information on aspects
of the publishing process, for example all pages due to be published within the next
seven days.

> Site Collection Documents: Documents to be used throughout the site collection.
> Site Collection Images: Images to be used throughout the site collection.

> Content Query Web Part: Allows you to publish information from your publishing
portal by using a query. For example, if you have information in a subsite list you can
use this Web Part to display that information on the portal homepage.
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> Media Web Part: Used to add video and other multimedia content to your web page.

> Summary Links Web Part: Used to group related links and present them to the user in a
much more friendly way than the standard links Web Part.

> Table of Contents Web Part: Used to generate a site map for the publishing portal.

, =)
=
o o
I'\\ ,_./J & ||LJ http://dev/sites/lesson0/Pages/default.aspx R~ax H [ Home x /e' New Tab |J i 3 65

% (B snagit i [}

a ‘ ? devi\mwpreid ~

Search this site...

Lesson 19

Press Releases

Enable anonymous access

Anonymous access allows users to view the pages on this site
without logging in. This is useful when creating internet
facing sites or sites where you want everyone to have access
to read the content without editing.

Manage navigation
Change the navigation links in this site.

Go to master page gallery
Change the page layouts and master page of this site

collaction.
4 1 3

K

FIGURE 19-1

One of the other major changes you can find within publishing sites as opposed to standard
SharePoint team sites, is your ability to change the look and feel of the site completely. For
example, http://sharepoint.microsoft.com/en-us/pages/default.aspx is a SharePoint-
based site that has been completely changed from the default look and feel usually associated
with SharePoint.

Another nice place to view custom SharePoint 2010 site designs is http: //
www . wssdemo . com/ livepivot/ — this site is worth a look! Changes to the
look and feel of the site are achieved by using a combination of Master pages
and Cascading Style Sheets, both of which are discussed in Lesson 21, “Setting
Branding Options in Publishing Sites.”
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Pages

When you add a new page to the publishing site, things change. Before your page is published, it
will have to be created, submitted for approval, and approved. SharePoint helps with this process by
enabling you to begin an approval workflow.

Pages can also be scheduled for publication and you can include a start and end date for publication
and a requirement that you be notified before publication ends. To prevent stale content, you can
also set up a notification schedule for page review; the schedule can last for days, weeks, months, or
even years. When the review date is reached SharePoint sends an email to a reviewer requesting that
he or she check the page content.

Navigation

One of the major differences from SharePoint team sites you will find when working with a publish-
ing site is the difference in control you will have over navigation. With a standard team site, you
have a limited range of navigation options available to you. With a publishing site, you have much
more control over how the navigation works and, in fact, you can customize it to meet your own
specific needs. Once the publishing features have been enabled (they are enabled out of the box for

a publishing portal), you have access to a range of new navigational features. A non-publishing site
enables you to customize the Quick Launch menu, add a tree view for navigation, and add and repo-
sition items on the top link bar. Beyond these options you will find that you are limited in how much
you can customize the navigation. Figure 19-2 shows the navigation screen in a publishing site.
Lesson 20, “Setting Navigation Options in Publishing Sites,” examines navigation in more detail
and provides some examples of customization.

Site Administration

You will also find many additional options available to you in terms of site administration aimed at
web content management and page publishing. These administration options are not available when
you do not have the publishing features activated. For example, navigation management and cus-
tomization can be managed within the Site Administration menus.

When creating a publishing site you have several options. From SharePoint 2010 Central
Administration, you can use the default publishing template to create site collections with the publish-
ing infrastructure and features already enabled. From an existing site, you can create a publishing site
with a Workflow or you can enable the publishing features on an existing site. In the Try It section,
you will create a publishing site with a Workflow and enable publishing on an existing team site.

@ When you have a publishing site with a workflow and you want to create subsites,
the choice of site templates is limited. However, from your publishing portal site
settings page, you can make other templates available. Under the Look and Feel
section, click the Page Layouts and Site Templates link. Using the subsite list box
on the left, you can pick those site templates that you want to make available. This
is also a good way to hide templates you may not want your site owners using.
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Site Actions

N
contains these items.

Lesson 18 Press Releases

Press Releases

@ Recycle Bin Global Navigation

Spedfy the navigation items to
display in global navigation for
this Web site. This navigation is
shown at the top of the page
in most Web sites.

All Site Content

Current Navigation

Spedfy the navigation items to
display in current navigation
for this Web site. This
navigation is shown on the side
of the page in most Web sites.

Sorting

Specify how subsites, pages,
headings and navigation links
should be sorted when
displayed in navigation.

Navigation Editing and
rting
Use this section to reorder and
modify the navigation items
under this site. You can create,
delete and edit navigation links
and headings. You can also
move navigation items under
headings and choose to display
or hide pages and subsites.

Show and Hide Ribbon

Spedfy whether the user has
access to the "Show Ribbon™
and "Hide Ribbon" commands
on the Site Actions menu.

Lesson 19 » Site Settings * Navigation Settings

Use this page to specify the navigation items that you want to display in the navigation link bars of
this site. Items in sublevels and flyouts can be modified only in the navigation of the subsite that

mwpreid ~

G O
ILike It Tags &
Notes
Search this site... P (7]
[ 0K ] [ Cancel

Display the same navigation items as the parent site

Display the navigation items below the current site

Show subsites
[F1 Show pages

Maximum number of dynamic items to show within -20_
thiz level of navigation:

I Display the same navigation items as the parent site
Display the current site, the navigation items below the
current site, and the current site's siblings

@ Display only the navigation items below the current site

Show subsites
[ Show pages

Maximum number of dynamic items to show within .iO
this level of navigation:

) Sort automatically

Sort manually

| Sort pages automatically

b =] Add

Add
Heading... L

Link...

Global Navigation

&, Press Releases

2, search (Hidden)
[E} Current Navigation

&, Press Releases

Search (Hidden)

Selected Item

Title: Global Navigation
URL:
Description:

Type: [E}y Container

Make "Show Ribbon" and "Hide Ribbon" commands available

@ Yes © No

Cancel

FIGURE 19-2
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TRY IT

In this exercise, you will create a publishing site with a Workflow and enable publishing features on
a team site. After each site is enabled, you will look at some of the new features available to you,
including the approval workflow.

Lesson Requirements
To complete this Try It exercise, you need the following:
> Site collection administrator permissions.
> Existing SharePoint team site.

> Access to SharePoint Central Administration to create a site collection.

Hints

> Add your username to the security group Approvers.

Step-by-Step
To create a publishing portal from Central Administration, perform the following steps:

1. Click Application Management.

2.  Click Create Site Collections.

3. Enter Example Publishing Site as the title.

4. If required, change the website URL to /sites/ and enter demopub as the rest of the
example URL.

5.  Click the Publishing tab in the Template section.

6.  Select Publishing Portal.

7.  Enter your username as the Primary Site Collection Administrator

8. Leave the Secondary Site Collection Administrator field blank.

9. Click OK to confirm and save the publishing portal.

10.  Click the new site URL to open the site after it has been processed. Figure 19-3 shows the
newly created publishing site in the browser.

To examine some of the features and objects in the new site, click Site Actions and select View
All Site Content. This will give you some appreciation of the range of new objects available
to you.
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Site Actions ~ @l Search this site...

Example Publishing Site

Home

Press Releases

Enable anonymous access

Anonymous access allows users to view the pages on this site
without logging in. This is useful when creating internet facing
sites or sites where you want everyone to have access to read
the content without editing.

Manage navigation
Change the navigation links in this site.

Go to master page gallery
Change the page layouts and master page of this site

[ http://dev/sites/dempub/ Il m 12

K J

FIGURE 19-3

The next example takes a standard team site and enables the publishing features. To continue with
this exercise, it is useful to have a new team site to see the full effect of the new objects and func-
tionality. To continue, perform the following steps:

1. Click Site Actions.

2. Click Site Settings.

3.  Select Manage Site Features in the Site Actions category.
4.

Scroll down through the list of features until you get to SharePoint Server Publishing. Click
the Activate button to enable publishing.

At this point you may get an error message, part of which is shown here:
“...The feature being activated is a scoped feature, which has a dependency on a
Site Collection scoped feature, which has not been activated. Please activate the

following feature before trying again: PerformancePoint Services Site Collection
Features alcb5b7f-e5¢9-421b-915f-bf519b0760ef.”

We missed one important thing: Publishing features depend on the publishing infrastructure’s being
enabled for the site collection first, and this has to be done at the site collection level. To continue,
do the following:

1. On the error page, click the Go Back to Site hyperlink.
2. Click Site Actions.
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3.  Click Site Settings.

E

Click Site Collection Features in the Site Collection Administration category.

5.  Scroll down to and activate SharePoint Server Publishing Infrastructure by clicking the
Activate button.

6. Return to your team site’s homepage and click the All Site Content link to view the addi-
tional objects now available on your site.

Notice that there is another publishing feature that you can enable, the publishing approval work-
flow. To enable the workflow, return to the Manage Features form and click the Activate button.
You have now enabled the publishing infrastructure for the site collection and enabled the publish-
ing workflows. Now you can return to the Manage site Features screen for the site to enable publish-
ing features. Repeat Steps 1 through 3 of the preceding list to perform this action. After the features
are activated, publishing will be enabled on your team site.

The publishing process includes a workflow that can handle the approval process. To see this
workflow in action, return to the publishing portal you created in the first example and do the
following:

1.  Click Site Actions.

2. Click New Page.

3. Enter DemoPage as the new page title.

4. Click Create.

5. Enter This is an example of a publishing page for Lesson 19 as the page content.
6. Click the Publish tab.

7.  Click the Submit icon on the Ribbon to submit the page for publishing approval.
8.  Enter First Publishing Page as the comment.

9. Click Continue.

Figure 19-4 shows the page approval workflow form that should immediately open. The workflow
is automatically assigned to members of the SharePoint security group Approvers, so you are not
required to enter the information it asks for.

When creating the workflow, you are required to complete the following:
Request: The message you want to post to those who are responsible for approval.

Due Date for All Tasks: The date the task is due for completion.

Duration Per Task: Enter a number in Days, Weeks, Months.

Y Y VY Y

Duration Units: Applied to the preceding number, for example, days, weeks, or months.

After the workflow is complete, as a member of the Approvers group, you should receive an email
requesting that you approve the content. Figure 19-5 shows the form you will be required to com-
plete as part of this process.
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"

Lesson 19 » Start "Page Approva
L)

Lesson 19 Press Releases

Request

Due Date for All Tasks

Duration Per Task

Duration Units

cc

To start the workflow, use the submit button in the form below.

s
: demopage ¢ L
ILike It Tags &
Motes
Search this site... -] 7]

This message will be sent to the people assigned tasks.

i

The date by which all tasks are due.

The amount of time until a task is due. Choose the units by using the Duration Units.

Day(s) lz‘

Define the units of time used by the Duration Per Task.

| ‘ 8, W
Notify these people when the workflow starts and ends without assigning tasks to
them.

Start

] [ Cancel

4

i | 3

FIGURE 19-4

‘chaim Task | X Delete Item

G/) This workflow task applies to demopage.

Status Not Started|

Requested By |

Due Date

Comments

Consolidated Comments Approval started by devimwpreid on 5/5/2011 8:54 PM
Comment: Please approve

These are the comments of the requestor and all previous participants.

This message will be included in your response.

[ Approve ] [ Reject ] [ Cancel ] [ Request Change

] [ Reassign Task

FIGURE 19-5

www.it-ebooks.info



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

Try It

| 149

The first thing you should do is click the Claim Task link at the top left of the form; this will let the
other members of the approval groups know you are working on the approval.

The status of the task should change to In Progress, and you will have five options:

>

>
>
>
>

Approve: Approve the publication of the page.

Reject: Reject the page and return the form with comments.
Cancel: Cancel the current progress.

Request Change: Send a request for change back to the author.

Reassign Task: Reassign the task to another approver for approval.

To approve the page, simply click Approve; this changes the page status from Pending to Approved.
The page can now be published to the Internet site.

@ Please select Lesson 19 on the DV D or visit www .wrox.com/go/sp2010-24 to

view the video that accompanies this lesson.
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Setting Navigation Options in
Publishing Sites

As you saw in Lesson 19, “Setting Up a Publishing Site,” one of the major site management
changes from team sites you’ll encounter when working with publishing sites is in navigation.
There are many changes awaiting you and much more control over how SharePoint navigation
is controlled within a publishing site. In this lesson, we look at a SharePoint site with publish-
ing features enabled.

NAVIGATIONAL OPTIONS

The navigation options when publishing features are enabled on the Site Settings screen for a
publishing site are as follows:

>

Global Navigation: Navigation links available to all sites within the site collec-
tion. You can choose to display subsites and pages within the site collection global
navigation.

Maximum Number of Dynamic Items to Show Within This Level of Navigation: This
is used to display a drop-down submenu showing subsites within a site on the global
navigation. The number defines how many levels of information to make available on
the drop-down.

Current Navigation: Navigation links for the current site which are located on the
Quick Launch-type menu on the left side of the web page. In the current navigation,
you can also choose to show subsites and pages within the menu.

Sorting: You can choose automatic sorting of navigation subsites, pages, headings, and
individual navigations links, or have SharePoint sort these items automatically. If you
choose automatic sorting, you can choose the column under which you would like to
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sort using a drop-down list that is made available. You can choose to sort by title, created
date, or last modified data.

> Navigation Editing and Sorting: In this section, you have almost total control over how navi-
gation is presented. This section also provides you with the opportunity to edit existing links,
add new links, group links together under standard or custom headers, and hide links you
may not want to appear within navigation. You can edit both global and current navigation
menus using this area.

Figure 20-1 shows the global navigation settings available to you within a site collection.

l OK I { Cancel

Global Navigation

Display the same navigation items as the parent site

Specify the navigation items to display in e F R §
global navigation for this Web site. This @ Display the navigation items below the current site
navigation is shown at the top of the
page in most Web sites. [ Show subsites

[ show pages

Maximum number of dynamic items to show within 20

this level of navigation:

FIGURE 20-1

GLOBAL NAVIGATION OPTIONS

Global navigation is the navigational links that display on the top of every page within your
SharePoint site. Figure 20-2 shows the global menu items on a team site with publishing features
enabled. In this case the global links, Reporting and Training, take you to the appropriate sub-
site. If a user is in either of the subsites, the global navigation remains the same and includes a link
back to the home site.

The Navigation option used in the subsite was Display the Same Navigation Items as the Parent.
This was set within the navigation options for each of the two subsites. That’s one of the problems
with this approach: You need to set the same global navigation settings on each of the subsites in the
site collection. Although this is not a complex task, it can be annoying when you have a lot of sub-
sites in a site collection.

Instead of automatically picking up subsites and pages for global navigation, you can manually enter
this data directly into the navigation options within the site. This gives you almost total control over
what is actually displayed. Figure 20-3 shows the main Global Navigation menu with another fea-
ture, a fly-out menu, displaying two subsites within the Reporting site.
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] »

G
Ilike it Tags &
otes

Search this site... ¥ (7]

o' Lesson 20 » Home

Lesson 20 Reporting Training

Libraries Global Navigation

Site Pages Lesson 20

Shared Documents

Team Site colelction with Publishing Features enabled.

Lists
Calendar
Tasks Shared Documents

E Type Name Modified Modified By A
DiscLissons There are no items to show in this view of the "Shared Documents” document i
Team Discussion library. To add a new item, dick "New" or "Upload".

4 Add decument

Recycle Bin

= All Site Content

Getting Started

@ Share this site

n Change site theme

Set a site icon

& customize the Quick Launch

FIGURE 20-2

site Actions ~ @i B Browse

il Reporting » Home

Lesson 20 Reporting ~ Training

Libraries =~ Committess

Finance

Site Pages wercuine to your site!l

Shared Documents

Add a new image, change this welcome text or add new lists to this
Lists page by clicking the edit button above. You can click on Shared
Documents to add files or on the calendar to create new team events.

Calendar Use the links in the getting started section to share your site and
Tasks customize its look.
Discussions

Shared Documents
Team Discussion

E Type Name Modified Modified By
= = There are no items to show in this view of the “Shared Documents™ document
4/ Recycle Bin library. To add a new item, dick "New” or "Upload™.

@ All Site Content e

FIGURE 20-3
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This is achieved by using the navigations settings in the Reporting site to display its subsites. If you

want this feature in the Global Navigation menus, you need to change the settings for the subsite to
Show Subsites. At this point, the settings made for sites Lesson 20 (the site collection home site) and
Reporting (the subsite) are as follows:

> Lesson 20: Global Navigation; Display the navigation items below the current site, Show
subsites, and Show pages.

> Reporting: Global Navigation; Display the same navigation items as the parent site, Show
subsites.

The settings for the third site, Training, have not been changed from the default Global Navigation
settings which are Display the navigation items below the current site and do not show subsites or
pages. Figure 20-4 shows the global navigation on the Training site homepage with these default
settings. Figure 20-5 shows the same menu once the settings for Global Navigation are changed to
match those of the Reporting site.

site Actions ~ @ B e

{ Training » Home [;Z[t Ta;\:& I
Motes

Training Search this site... pel 6

Libraries

Site Pages Welcome to your site!

Shared Documents

i Add a new image, change this welcome text or add new lists
Lists to this page by clicking the edit button above. You can click
on Shared Documents to add files or on the calendar to
Calendar create new team events. Use the links in the getting started
Tades gection to share your site and customize itz look.

Dh=cesions Shared Documents

Team Discussion
[F]  Type Name Modified Modified By

= ’ There are no items to show in this view of the "Shared Documents"

4/ Recycle Bin document library. To add & new item, dick New" or "Upload”.

;i All Site Content

4k Add document

< | 1 ) - I3

FIGURE 20-4

As you can see, the settings shown in Figure 20-5 provide a much more consistent navigational
structure across the site collection. Consistent and obvious global navigation is important to site
users to help them find their way around SharePoint sites, and becomes even more important when
site structure is complex.

In addition to the automatic inclusion of sites and pages on the Global Navigation menu you can
add links manually. For example, Figure 20-6 shows the site collection global navigation with an
external link, which in this case goes to SharePoint training materials on www.microsoft .com. We
will be looking at how the external link is created in the Try It section later in the lesson.
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Site Pages Welcome to your site!

Shared Documents

Add a new image, change this welcome text or add new lists

Lists to this page by clicking the edit button abowve. You can click
et on Shared Documents to add files or on the calendar to
Calendar create new team events. Use the links in the getting started
Tasks section to share your site and customize its look.

Discussions

Shared Documents

Team Discussion
[F  Type Name Medified Modified By

= There are no items to show in this view of the "Shared Documents™
\&/ Recycle Bin document library. To add a new item, dick "Mew" or "Upload™.

Q All Site Content

4k Add document

4| [ = T—— [

FIGURE 20-5

Browse

i Lesson 20 » Home

Lesson 20 Reporting Training Training News

Libraries

Site Pages Lesson 20

Shared Documents

Team Site colelction with Publishing Features enabled.

Lists
Calendar
Tasks Shared Documents

] ] FE Type Name Modified Modified By
Pbch s There are no items to show in this view of the "Shared Documents”
Team Discussion document library. To add a new item, dick ™ew" or "Upload™.

4 Add document
‘: Recycle Bin

(2 Al site Content

FIGURE 20-6

Local Navigation

In addition to global navigation, you also have to give some consideration to local navigation within
the site itself. Local navigation is normally navigation relevant to where the person is in the site col-
lection. In addition to using the standard features of a team site, such as the ability to add an item to
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the Quick Launch when you create it, you are able to work directly with navigation once publishing
features are activated. The following section of the navigation form offers the following options:

> Display the same navigation items as the parent site

> Display the current site, the navigation items below the current site, and the current site’s
siblings

> Display only the navigation items below the current site

> Show subsites l’m

>
Show pages Lesson 20 »

Figure 20-7 shows the current navigation set to Show Subsites. In this case, the
links simply duplicate those shown on the global navigation and do not serve

Lesson 20 Reporting ~|

Libraries
any useful purpose.

Site Pages

Shared Documents

TRY IT Lists
Calendar
In this exercise, you create a site collection containing three subsites. After the Tasks

sites have been created, you will do the following;: S
Discussions

> Enable publishing infrastructure Team Discussion
> Enable publishing features Reporting

> Implement global navigation across the site collection Ry

> Add manual links to both global and local navigation & Recycle Bin

[Z) Al site Content

Lesson Requirements FIGURE 20-7
To complete this Try It exercise, you need the following;:

> A site collection that contains three subsites, which you can create as part of the Try It
(Reporting, Training, and Committees)

> SharePoint Publishing features activated at the site collection and individual site level

Step-by-Step

From the homepage of the site collection, you need to enable the publishing infrastructure and
publishing features. To do this, follow these steps:

1.  Click Site Actions.
2. Click Site Settings.

3.  Click Site Collection Features in the Site Collection Administration category.
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4. Click the Activate button for the SharePoint Server Publishing Infrastructure feature.
5.  Click the Site Collection Administration breadcrumb to return to the Site Settings page.
6. Click Manage Site Features in the Site Actions category.

7.  Click the Activate button for the SharePoint Server Publishing feature.

To continue with the example, create the three team sites within your site collection:
> Reporting
> Training

> Committees

When this is done, ensure you are on the homepage of the site collection before continuing. At this
point, global navigation is not set up. To begin the process, do the following:

1.  Click Site Actions.

2.  Click Site Settings.

3.  Click Navigation in the Look and Feel category.

4. Click Show Subsites in the Global Navigation section of the screen.
5. Click OK.

You should now have three subsites showing in the global navigation of the site collection parent
site. Figure 20-8 shows the navigation at this point.

Lesson 20 » Home

navigation
Lesscn 20 Committees Reporting Training

Libraries

Site Pages Welcome to your site!

Shared Documents

FIGURE 20-8

6. Click Committees to open the Committee subsite. Note that the global navigation is not available.
7.  Click Site Actions.
8.  Click Site Settings.
9. Click Navigation in the Look and Feel category.
10.  Click the Display the Same Navigation Items as the Parent Site radio button.
11. Click OK to save the changes and create the global navigation.

12. Repeat Steps 6 through 11 for the Reporting and Training sites.

www.it-ebooks.info


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

158 | LESSON 20 SETTING NAVIGATION OPTIONS IN PUBLISHING SITES

It is also possible to add manual links to the SharePoint navigational system. To proceed, open your
training subsite, and then follow these steps:

1.  Click Site Actions.

2.  Click Site Settings.

3. Click Navigation in the Look and Feel category.
4

. Scroll to the bottom of the Navigation screen to the section entitled Navigation Editing and
Sorting (see Figure 20-9).

Add Add
o Heading... 2 Link...

{ Global Navigation|
{4 Current Navigation
L3 Libraries
& Site Pages
& Shared Documents
3 Lists
& Calendar
& Tasks
3 Discussions
® Team Discussion

FIGURE 20-9

Look at the section heading Current Navigation. This is the menu to which you are going to manu-
ally add a heading and a link. Follow these steps:

1.  Click Current Navigation to select it.

2. Click the Add Heading link.

3.  Enter Microsoft Training as the title.

4. Enter # (the hash symbol) in the URL field.

5. Click OK to save and create the new heading.

6. Click the new heading to ensure it is selected.

7. Click Add Link.

8.  Enter Microsoft Resources as the title.

9.  Enter the following URL into the URL field: http: //sharepoint.microsoft.com/en-us/

resources/Pages/End-User-Training-Guide.aspx
10. In the description box, enter Microsoft SharePoint 2010 end user materials.
11.  Click OK to save the changes.

12. Click OK to save the navigation changes and return to your Site Settings page.
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You should now have a new section on the Quick Launch, Microsoft Training, containing a single
link to an external website, Microsoft Resources. You can reposition the Microsoft Training head-
ing on your Quick Launch by returning to the Navigation screen, clicking the heading to select it,
and then selecting Move Up in the Screen to move the heading and link up one place in the current
navigation structure.

@ Please select Lesson 20 on the DV D or visit www .wrox .com/go/sp2010-24 to
view the video that accompanies this lesson.
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Setting Branding Options in
Publishing Sites

People either love or hate the branding and look-and-feel of SharePoint out-of-the-box. Many
people, particularly those who are using SharePoint for public-facing Internet sites, extensively
redesign the interface; others don’t change the interface. I don’t recommend extensive changes
to SharePoint sites for internal use. In my experience, intranet users are happy with the out-of-
the-box styling. However, SharePoint does provide you with many ways to brand sites to meet
the highest standards on the Web, and many SharePoint sites have been rebranded so much
you cannot recognize them as SharePoint.

MASTER PAGES

Core to the development of branding a SharePoint site is the master page. A master page looks
after things like navigation (global and context) and the general look and feel of your sites.
Master pages are used with page layouts, which manage the content of your pages. Master
pages and page layouts are combined to produce most SharePoint pages on your site.

The actual content on your page, together with its look and feel, is controlled by another web
authoring technology, Cascading Style Sheets (CSS). In SharePoint, a major CSS sheet is the
corev4.css file, which is applied to almost every site you create — unless of course you over-
ride it with your own CSS file or override individual CSS styles! SharePoint CSS files can range
in size from thousands of lines to only a few styles.

When branding SharePoint, it is important that you do not edit or change the supplied master
pages or style sheets. Always make a copy of a file and work using the copy. When working with
master pages do not remove any of the existing placeholders. Placeholders are blocks of code that
are replaced at run time with content (for example, the title of your site). If you remove place-
holders the master page may breaks; it is best practice to hide the placeholders you do not require.
A full list of the default placeholders is available from http://msdn.microsoft.com/en-us/
library/ee539981.aspx.
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Master Page Gallery

You can view the master pages in a site collection by looking in the master page gallery within the
site settings, where you will also find the page layouts. Figure 21-1 shows the master page gallery for
a publishing portal.

-

el: '|- http://dev/sites/Lesson%2021/_catalogs/masterpa 2 + & X || . Top-Level Site Successf... | | Master Page Gallery -... * L |
x @ Snagit E &
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Site Actions = i [IEES Documen Library
1 ~
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Use the master page gallery to store master pages. The master pages in this gallery are available to this site and any Tags &
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T ] Type Name Madified Modified By Chedked QutTo  Compatible UI Versio|s
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ArticleLeft.aspx /14/2011 5:59 PM System
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/14/2011 5:59 PM System
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/14/2011 5:59 PM System
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E] default.master
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FIGURE 21-1

You can check which master page a publishing site is using by checking the site settings. Publishing
portals use the nightandday.master and most other SharePoint sites use a master page called
vimaster.master. Another master page used on search pages is minimal.master. The odd thing
about this master page is that it has no navigation.

Those familiar with SharePoint 2007 should know that this minimal master page is not the same

as the one used as a starting point for branding. Figure 21-2 shows a custom page in SharePoint
Designer 2010 with a master page attached. Everything except the center of the page is controlled by
the master page, in this case vdmaster.master.

The following master pages are available with SharePoint 2010:

»  default.master: Used by SharePoint sites that are still running in MOSS 2007 interface mode,
meaning sites that have not been visually upgraded to the SharePoint 2010 user interface.

> v4master.master: Default master page for SharePoint 2010 team sites.

> minimal.master: Master page used by the search pages in SharePoint. It is also used by Office
web applications. This master page contains no navigation.
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> simple.master: Used by log-in and error pages in SharePoint. This page cannot be customized

but you can replace it with a custom page of your own.

> nightandday.master: Master page used by publishing portals.

ScriptManager - ScriptManager

SPWebPartManager - m ‘

Site Actions ~ Browse
Lesson 34 [ DelegateControl ]|
Lesson 34 [ DelegateControl ] 0
[ VisualUparadePreviewstd PlaceHolderMain (Custom)l,|operDashboard "Unnamed24” 1
. = i
TS T ScriptManager - ProxyScriptManager |

[This is a custom

: : mmamrﬁ el
Libraries WebPartPages :XsltListViewV..

Site Pages I}

Title Modified
Shared Documents :@ :
s iGet Started with Microsoft SharePoint Foundation! 5/1/2011 2:02 PM
Calendar R
Tasks
Discussions

Team Discussion

é: Recycle Bin

FIGURE 21-2

There are a number of additional master pages, such as application.master that you do not use
when customizing a SharePoint site. The master page gallery is a little like a publishing site in that
content must be checked out before it can be edited, checked back in when edits are complete, and
then published and approved.

Setting Master Pages

You can of course change the master page for your site in the SharePoint interface using the Site
Settings menu. This gives you limited options for changing the master page used by the site and its
subsites. Site Settings also enable you to change the CSS file used by the site and the subsites. For
example, within a publishing site the site collection will use nightandday .master while the system
pages and views use vimaster.master. Figure 21-3 shows the same publishing site using two differ-
ent out-of-the-box master pages to demonstrate the changes that can be made. Even this simple exam-
ple demonstrates the power of a master page to change the entire look and feel of a SharePoint site.

When you set the master page you also have the option of using the same page for all subsites within
the site collection. For example, in a publishing portal the top-level site uses nightandday .master.
Subsites use v4master.master. In the master page settings under the Site Settings menu, it is possible
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to simply click a check box labeled Reset All Sub Sites To Inherit This Site Master Page Setting to
make subsites use the same master page as opposed to vdmaster.master, which is used by default.
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FIGURE 21-3

SETTING STYLE SHEETS

Just as you can switch master pages at the site and subsite levels, you can also make changes to the

style sheets used on your sites. In the site settings, you can control the following:

> Alternate CSS URL: Enter the URL to your own alternative CSS file.

>

>

Use Default CSS: Use the site’s default CSS file.

Inherit Alternative URL: Use the same alternative CSS file as the site’s parent.

After you have created a new CSS file, you can use the settings to associate your master page with
the site and subsites if required. In a publishing site, the normal practice is to store the CSS file in
the site collection style library. The CSS settings enable you to browse your site structure to locate
any files required. SharePoint Designer makes it fairly easy to work with SharePoint CSS and gives
you direct access to the styles used on every element of a SharePoint page. Two more useful tools
for working with CSS and SharePoint are the IE Developer Toolbar and, for Firefox users, Firebug.
Firebug tends to be the tool of choice for identifying CSS elements used on a web page. A good
resource for learning about the various CSS styles on a SharePoint page is http://erikswenson
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.blogspot.com/2010/Ol/sharepoint—20lO—base—css—classes.html.TTﬁssﬁeprovkksalﬂeak-
down of each style and tells you where in the interface it is applied.

When you are going to work with CSS on your sites, it is best practice to enable publishing features
if they are not already enabled. This way, you have a ready-made directory structure for saving
files. For example, you will have a style library where you can create additional folders to meet your
requirements.

Branding System Pages

Just as you can change the appearance of SharePoint site pages, you can also change the look of the
pages used by the system. The option to view and change the CSS used by the system and applica-
tions is also available within the master page settings for the site in the System Master Page section.
You are offered the same options as for the site master.

Themes

A discussion of branding would not be complete without a few words about SharePoint themes,
which also enable you to change the look and feel of a site. You may have already noticed the
Change Site Theme link on the team site homepage, which will open the Theme Settings page.
Themes are generally an end-user tool, and with SharePoint 2010 a fair amount of customization
can be achieved by site owners using the built-in themes.

Themes are available in the Look and Feel category of your Site Settings and here you can inherit the
theme used by the parent site, select an existing theme, or create your own custom theme. You cre-
ate custom themes using an Office client, either Microsoft Word or PowerPoint. You can apply your
custom theme to the site you are currently working on and include the subsites if you want. Themes
differ from master pages in that they mainly deal with cosmetic options like link color. Master
pages, on the other hand, give you total control over virtually everything on the page. Changing a
theme is straightforward thanks to the Site Settings menu. To view themes, perform these steps:

1.  Click Site Actions.
2.  Click Site Settings.
3. In the Look and Feel section, click Site Theme.

In the Site Theme form you can view the current theme being used and select any of the other
themes supplied. A nice feature is the ability to preview the selected theme before applying it to the
site. Simply click the Preview button at the bottom of the screen to see how your changes would look
within the site. You can also create new themes using Microsoft PowerPoint 2010 and upload them
to the Themes Gallery. A new tool for creating themes that is still in beta is available at http://
connect.microsoft.com/themebuilder.

TRY IT

In this exercise, you apply a custom master page and style sheet, set inheritance options, and set
master pages for system pages.
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Lesson Requirements

To complete this Try It exercise, you need the following;:

>

Y Y VY VY Y

Custom master page

Custom style sheet

SharePoint Designer 2010

Site collection administrator permissions
SharePoint publishing site

Starter master pages downloaded from http://startermasterpages.codeplex.com/
(This set of pages can be used to replace the minimal master pages available with SharePoint
2007, and has been made available by Randy Drisgill. Save the extracted master pages to a
local folder on your PC.)

Step-by-Step

To begin the process you need to add the downloaded starter master pages to the master page
gallery. To upload the files, follow these steps:

1.

N O O hRWwN

10.
1".
12.
13.

Click Site Actions.

Click Site Settings.

In the Galleries category click Master Pages and Page Layouts.
Click Documents tab on the Ribbon.

Click Upload Document.

Select the first starter master page you would like to upload.

Click OK to upload.

At this point, you are required to complete some details before the upload can complete.
This is because the master page gallery is under source control and you will have to check
in, publish, and approve any files placed into this area. Figure 21-4 shows the Upload
dialog.

Use the drop-down menu to change the content type to Publishing Master Page.

Remove the underscores from the master page name so that it is starterpublishing

.master.

Accept the remaining defaults and click the Check In button.

Locate the new master page in the gallery and open its context menu.
Select Publish a Major Version.

Click OK.
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14.
15.
16.
17.

Master Page Gallery - _starter_publishing.master

""E -’ Y Cut
e - 53 Copy

Cr;eck Cancel Paste
n

Commit Clipboard

Actions

Content Type

Name *
Title

Description

Compatible UI Version(s)

Contact

Preview Image

o The document was uploaded successfully and is checked out to you. Check that the fields below are correct and that
all required fields are filled out. The file wil not be accessible to other users until you check in.

o Items on this list require content approval. Your submission will not appear in public views until approved by someone
with proper rights. More information on content approval.

Publishing Master PageEl

Master Page is a system content type template created by the
Publishing Resources feature. All master pages will have the column
templates from Master Page added.

m

_starter_publishing -.master

<asp:ContentPlaceHolder id="PlaceHolderPageTitle" runat="server"

-

FE3
T4
| | & @

Type the Web address: (Click here to test)

http:/f o

FIGURE 21-4

Return to the file and reopen the context menu.

Select Approve/Reject.

Click the Approved radio button.

Click OK to approve the master page.

After the master page has been uploaded, checked in, and approved, it is ready for use on the site. To
use the master page on the site, continue as follows:

1.

oA WwN

Click Site Actions.
Click Site Settings.

Click Master Page in the Look and Feel category.

Use the drop-down list to change the site master page to starterpublishing.master.

Scroll to the bottom of the screen and click OK.

Figure 21-5 shows the effect of this change on the homepage of your publishing site. The same site is
displayed in the background using the original master page; notice the broken image displayed in the
upper left-hand corner of the new page.
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FIGURE 21-5

To edit the master page, return to the master page gallery and do the following:

1.
2.
3.
4,

5.

Select the starterpublishing.master file.
Select Edit in Microsoft SharePoint Designer from the context menu.
Click OK to check the file out.

Click OK in response to the Open Document dialog. The master page should now open
within SharePoint Designer for editing.

Click the missing logo placeholder. In the page code, view the following fragment of code
should be highlighted:

<SharePoint:SPLinkButton runat="server"

NavigateUrl="~sitecollection/">

<SharePoint:SiteLogoImage

LogoImageUrl="/Style Library/sitename/logo.png" runat="server"/>
</SharePoint:SPLinkButton>

Note the line LogoImageUrl="/Style Library/sitename/logo.png" runat="server"/>.
This is a placeholder for an image named logo.png located within the style library of your
site. At the moment this image doesn’t exist.

Select any image file and upload it to your site’s style library. For this example I down-
loaded the cover image for this book from wrox.com and renamed it trainer.jpg. Replace
the preceding line with the following line, replacing the image file name with your own
image’s name:

LogoImageUrl="/Sites/Lesson 21/Style Library/Images/trainer.jpg"
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10.
1.
12.
13.
14.

Save the changes to the master page and return to the master page gallery, where you will
find the master page marked as a draft.

Use the file’s context menu to check the file in as a major version (publish).

Use the context menu again to approve the file for use. This will change the file status from
Draft to Approved.

Click Site Actions.
Click Site Settings.
Click Master Page.
Change the site’s master page to starterpublishing.master.

Click OK to save the changes.

Figure 21-6 shows the site’s homepage using the new custom master page.

-

e'-_ '| http://dev/sites/Lesson%2021/Pages/defar O + €& X || Home

x (B snagit B g

SharcPoint Foundation
2010 Administration
Q) 24-Hour Traieer

e o e

Search this site... P
Press Releases
Libraries < B

Site Pages

Press Releases

devimwpreid -

m

< |

Lo

FIGURE 21-6

Bear in mind that this is a very crude example used to demonstrate a single change. Branding a

full SharePoint site is complex and involves a number of different web authoring skills including
SharePoint administration. On a large scale it is not something to be undertaken lightly. The next
CSS example makes use of the ability to use an alternate CSS file, and again makes a major change
to the SharePoint site. Again this is to demonstrate the ability of CSS to change the site, so it is a
simple example. You are going to change the background color of the title bar on the page, or rather
you are going to add the CSS instruction that will do it for you.
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This is a simple change of background color to reset the title bar to orange. Before continuing, you
need to make a few changes to SharePoint Designer to enable yourself to look at a master page and
see which CSS styles are applied to any given element. Changes to SharePoint Designer 2010 make
this process fairly easy. To continue with the vdmaster.master page open, do the following:

1.  Click the View tab.

2.  Click the task panes.

3. Select CSS Properties, and close all other task panes.
4

. In the CSS Properties task pane click the Summary button. This shows all active CSS
properties.

o

To check the CSS applied to a particular element on the screen, click the element on the page.
CSS properties will dynamically change to show the individual CSS code for each of the
elements you select.

6. Click the blue header on the master page. The control name appears in the top-left corner of
the element: SharePoint:SPRibbon. To get the correct element that has been styled, click
the solid line at the top of the blue title row.

7.  In the CSS Property task pane, note the CSS properties displayed, including the background
color, #21374c. Click in the background color cell, and use the drop-down list to select a
new color.

Your title background row should reflect the new color chosen. Behind the scenes, SharePoint
Designer 2010 has rewritten the CSS style for you. The new style is shown in the following code; in
this case, the background color is yellow:

body #s4-ribbonrow{
min-height: 43px;

/* [ReplaceColor (themeColor: "Dark2", themeShade:"0.9")] */;
background-color: #FFFFO0O0;
overflow-y: hidden;

}

There are also some fairly simple ways to change areas of your site without using master pages or
CSS. For example, in Site Settings you can change the title, icon, and description used in your site.
This is a common approach for sites that require their own logos; the main drawback is that you
have to make the changes on all your sites if you are storing the image file locally in the site struc-
ture. In the earlier example in which you added an image to the master page, you could also have
uploaded it to the style library for your site and referenced it in the Site Settings area if a logo is
required for a single site. However, it is possible to save the image to each of your front-end web
servers — in the _Layouts folder, for example. It is then available to each site using the correct
image file URL.

Please select Lesson 21 on the DVD or visit www .wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Using Content Approval
in Publishing Sites

In many cases you will not want every page on your SharePoint site to be immediately avail-
able to your users. For example, a page outlining your company’s absence policy would need
to be checked and approved before you make it visible to staff. Fortunately SharePoint pro-
vides you with several tools to help you keep pages hidden until they’re ready. A Pages Library
within SharePoint can be used to create additional SharePoint pages for use within your site,
or used as part of a publishing portal for external access. Each page created can of course be
immediately published to the site, but they can also be “held up” while waiting on approval
for publishing. In order to create a Pages Library you must have publishing enabled both at the
site collection and individual site level or create a new site collection using the Publishing tem-
plate. It’s worth noting that you can only have one Pages Library within the publishing site. To
view the Pages Library in a publishing site, follow these steps:

1. Click Site Settings.
2. Click View all site content.
3.  Click the Pages link to open the Pages Library.
To continue to the actual settings screen for the versioning options, do the following:
1.  Click the Library tab.
2. Click Library Settings.
3. Select the Versioning Settings link.
Figure 22-1 shows the versioning settings page for the library.
The settings found in Figure 22-1 are discussed next:

> Content Approval: This is the main setting for content approval. In this case the default
setting for the publishing portal is Content Approval is enabled by default.

> Document Version History: Enable version history for your pages. This can be a useful
setting if you need to roll back to earlier versions of pages. Just be aware that version his-
tory can have a high storage overhead if you are saving multiple versions of every page.
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> Draft Item Security: This is an important section when you are enabling approval of content.
If you leave it at the default setting, any user who can read items will be able to view all con-
tent within the library, including content that has not been approved. This is not what you
want; just think of a draft security policy placed into the library being read by all staff before
its approval! When you set Require Content Approval for Submitted Items to Yes, the default
for this option will automatically change to Only Users Who Can Approve Items will be able
to see documents pending approval.

> Require Check Out: Checkout can be enforced for those working with pages (and other docu-
ments) in SharePoint. The default is No, but for Pages it is perhaps useful to change this to
Yes: this should help to ensure documents are not overwritten while they are being worked on.

Content Approval
Specify whether new items or changes to existing items should remain in a Require content approval for submitted

draft state unti they have been approved. Leamn about requiring approval. items?
@ Yes @ MNo

Document Version History ) : ) )
Create a version each time you edit a file

Specify whether a version is created each time you edit a file in this document in this document library?

library. Learn about versions. © Mo versioning

@ Create major versions
Example: 1,2, 3, 4
-, Create major and minor (draft)
~ versions
Example: 1.0, 1.1, 1.2, 2.0

Optionally limit the number of versions to

retain:
Keep the following number of major
versions:
Draft Item Security
Drafts are minor versions or iterns which have not been approved. Specify Who should see draft items in this
which users should be able to view drafts in this document library. Learn about document library?
specifying who can view and edit drafts. @ Any user who can read items
Require Check Out
Specify whether users must check out documents before making changes in Require documents to be checked out

this document library. Learn about requiring check out.

re they can be edited?
Yes © No

I oK I [ Cancel

FIGURE 22-1

SharePoint also provides workflows to assist you with the management of the approval process.
Many of us who spend all day in SharePoint tend to think that everyone else does as well. This is
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not the case, and workflows will be very useful in managing the approval process. A workflow will
automate and track the approval process for content by tracing its progress in the SharePoint Tasks
lists and by using e-mail to manage communication to approvers. Setting up an approval work-

flow requires you to adjust the setting for the Pages Library. From within the Pages Library, do the

following:
1. Click the Library Tools tab.
2. Click Library.
3. Click Library Settings.
4. Click Workflow Settings in the Permissions and Management category.

This will open the Add a Workflow screen, where you can choose and configure the appropriate
workflow for the library. There is also another, quicker way to reach this screen. Figure 22-2 shows
the Workflow icon on the Library ribbon group. This gives you quick access to the workflow man-
agement forms. Using the management form you can do any of the following;:

Y VY VY

Go to Workflow Settings for existing workflows.
Add a workflow.
Create a workflow in SharePoint Designer.

Create a reusable workflow in SharePoint Designer.

ess Releases

Recycle Bin

All Site Content

E — [y Modify View - Current View: Q & (] Connect to Outlook L,Tl 7= . @ g‘ i]
D) | 21| YO g creste conmn [ AnDocuments (= (] Export to Excel 7 —~ e «
Standard| Datasheet  Hew Create Emaila RSS  Syncto SharePoint Connectto FormWeb Edit NewQuick Library _ Library  Workflow,

View | View Row View [ Mavigate Up Current Page Link ~ Feed Workspace Office~ [ Openwith Explorer ~ Parts~  Library  Step  Setfings Permissions Settings »

View Format Datasheet Manage Views Share & Track Connect & Export Customize Libf Workflow Settings
raries [F] Type Name Modified Modified By Approval Status  Scheduling Start Date  Scheduling End Date Checke Add a Workflow
sson 22 &  defout U — Create a Workflow in SharePoint Designer
e Create a Reusable Workflow in SharePoint Designer

&) lesson2z  4/21/20118:50PM  devimworeid  Draft devimwpreid dev\mwpreid Bedy only
T hew

4k Add new item

Cr

FIGURE 22-2
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When you create a workflow within a list or library using the SharePoint inter-
face, the interface is bound to that list or library and is not available to others.
A reusable workflow, on the other hand, can be associated with other lists and
libraries within the site collection.

When a workflow is used to approve content you must of course identify the person or people who
will do the approval. SharePoint 2010 also enables you to create a serial workflow, for example by
entering multiple approvers. In this case the approval will be routed to each approver in the in the
order in which the user name is added to the workflow. When a workflow is created it is assigned to
those who can approve it, and a task is created either in the default Workflow Tasks list or in a new
task list you create for the workflow. As the person creating the workflow, you will receive an e-mail
once it starts, and the first potential approver will also receive an e-mail. If this person approves the
content the second potential approver, if there is one, will then be assigned his or her task. This pro-
cess is repeated for each person who can approve the serial workflow. An approver can also reassign
his or her workflow task, for example to a more knowledgeable staff member.

SharePoint contains several workflows out of the box and depending on your site you may find there
are additional workflows available:

> Disposition Workflow: Used to manage document expiration and retention; users can also
decide whether to keep or delete expired documents.

> Collect Feedback: Enables you to collect feedback on documents from others. The feedback
is compiled and returned to the workflow creator.

> Collect Signatures: Collects signatures used for Office documents.
Approval Workflow: Used to approve content. This is one of the more popular workflows.

You can also create workflows using Microsoft Office SharePoint Designer 2010, Microsoft Visual
Studio 2010, and Microsoft Visio 2010. Each of these packages enables you to extend workflows to
enhance even the most complex business process. SharePoint Designer can also be used to extend
workflows you create within your lists and libraries.

TRY IT

In this section you will be setting up an approval workflow for a Pages Library. You will enter an
approver for a page to see the operation of the approval process from an administrator’s point of view.

Lesson Requirements

You will need a Pages Library in a publishing site and of course some sample pages. To see the full
effect of the approval workflow you should have a test user or colleague to whom you can assign the
approval.

Hint
Ensure you have created a publishing portal containing a Pages Library before beginning the
step-by-step.
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Step-by-Step

To begin the workflow process you need to enable content approval within the Pages library. From
within the Pages Library, do the following:

1.
2.
3.
4

5.
6.

Click the Page tab within the Page Library.
Click the Library Settings icon.
In the General Settings category click the Versioning Settings link.

Change the Content Approval setting to Yes. The Draft Item Security setting should change
to Only Users Who Can Approve Items (and the Author of the Item).

Set Require Check Out to Yes.
Click OK to save the changes.

This process enables content approval for the library and enables check-in and checkout. In addition
you have ensured that only potential approvers and the content authors can see content that has not
been approved. Also note the addition of new metadata columns to the library including, Approval
Status and Checked Out To. To continue you will of course need some content within the library, so
add a new page:

1.
2.
3.

10.

1.

12.

Click the Library tab within the Library Tools group on the ribbon.
Click the Library Settings icon.

Click Workflow Settings and select Add a Workflow to open the Add a Workflow form. This
form requires you to make several choices.

Select Page from the Content Type drop-down list. We want our approval workflow to exe-
cute only for pages.

Select Approval SharePoint 2010 from the Select a Workflow drop-down list.

Enter a meaningful name for the workflow in the Name field, such as Content Page
Approval.

Accept the Task List default of Workflow Tasks. You can also select New History List, in
which case a new list will be created.

You want the workflow to start automatically, so under Start Options choose Start This
Workflow When a New Item Is Created. However, you also want edits approved, so also
check the box labeled Start This Workflow When an Item is Changed.

Click OK to save the initial configuration and go to the second stage of the process, the
actual assignment of the workflow task.

In the Assign To text box enter the name or names of your potential approvers. You can add
multiple approvers by clicking the Add a New Stage link immediately below the Assign text
box.

In the Request text box enter a message for them, for example Please approve the page
content.

Enter today’s date in the Due Date field.
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13.  Enter 1 as the value for Duration of Task. This number can represent days, weeks,
or months.

14. Leave the CC field blank.
15. Check Enable Content Approval.
16. Click Save.
Step 15 will automatically change the status of the content to Approved if the workflow receives
approval by the individuals responsible. To check out the workflow add a new page to the library.
This should automatically trigger the approval workflow created and your approvers should receive
an immediate e-mail notifying them of the approval task. You can check that the workflow is actu-
ally running by:
1.  Click the library settings icon.
2. Clicking Workflow settings.
3.  You can then see the Workflow in Progress notification to the right of the workflow name.

More detailed information about the workflow and its progress is also available from the properties
of the page within the library itself. To view the properties of the page from the Pages Library:

1. Click the page name to select it.

2. On the Ribbon click View Properties.

3.  On the View table in the properties form click Workflows.

4. Click a workflow name to review detailed information about the workflow.
Once the page or document is approved its Approval Status within the library will be changed from
Pending to Approved and the document will then be available to your users. Figure 22-3 shows this

screen with details of a simple test workflow available. Also note that in this case the workflow was
canceled before completion and this information is also provided in this form.

In addition to an approval workflow you can also manually approve pages within the library. To
manually approve a page form within the library the page must be checked in before it can be
approved or indeed rejected.

1. Select the page required
2. Open the page context menu

3. Click the Approve/Reject link

Figure 22-4 shows the Approve/Reject form where you can approve the page, reject the page, or set
the page to continue to be pending.
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Workflow Information
Initiator: devimwpreid Document: test
Started: 9/15/2011 Status: Canceled

Last run: 9/15/2011

Tasks

The following tasks have been assigned to the participants in this workflow. Click a task to edit it. You can also view these tasks in
the list Workflow Tasks.

B Assigned To Title Due Date Status Related Content Outcome
There are no items to show in this view of the "Workflow Tasks" list. To add a new item, click "New".

‘Workflow History

The following events have occurred in this workflow.

[F] Date Occurred Event Type User ID Description Outcome
9/15/2011 Workflow devimwpreid Workflow content approval was
Cancelled canceled by devimwpreid.
LI [
FIGURE 22-3

Approval Status

Approved. This item will become visible to all

Approve, reject, or leave
the status as Pending for users.
Ei?t:rpse\'rvrlnﬂi;i; T:Zigﬁmte ™) Rejected. This item will be returned to its
the item. creator and only be visible to its creator and all
users who can see draft items.
(@) Pending. This item will remain visible to its
creator and all users whe can see draft items.

Comment

Use this field to enter any

comments about why the

item was approved or

rejected. -

FIGURE 22-4

view the video that accompanies this lesson.

Please select Lesson 22 on the DV D or visit www .wrox .com/go/sp2010-24 to
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Using Variations in Publishing
Sites

In some cases you may want to publish pages or indeed entire sites in multiple languages. Or
perhaps you want to give your users the option to view a site in a particular language. With
SharePoint 2010 you can do these things using variations. SharePoint of course cannot trans-
late content for you; what it can do is help you organize the content to allow your users to
choose the language they prefer once the content has been translated. For completeness, the
variations process is not restricted to different languages. It can be used to provide many dif-
ferent types of content to a variety of audiences or, for that matter, to different devices such as
different types of smartphones.

VARIATIONS

Variations enable you to configure multiple sites within a SharePoint publishing portal, speci-
fying one as the core content site and automatically or manually copying content to other
specified sites, where it can be translated into the language or languages required. In order to
use variations,you must enable the SharePoint publishing features for the site collection.

Variations are not available with standard SharePoint 2010 Team Sites. You can, however, use
another feature of SharePoint 2010 to give users access to content in other languages: this is
the Multilingual User Interface (MUI), which was introduced with SharePoint 2010. The MUI
will enable you to change the display language used by sites, but it has no effect on content.
You can change the display language for the following:

> Site title and description
»  SharePoint standard menus

»  Standard SharePoint columns
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»  Custom columns (list or site)
> Navigation bar links
>  Managed Metadata services
Figure 23-1 shows a SharePoint site that has been changed from the default language of English to

French within the browser. The language picker is also shown. You can of course use the MUI for
the user interface and variations for the actual content.

Actions dusite v B B WS

English Sélectionnez la langue
Anglais d’affichage 3 -

ot : L ctuelle : Francai
Variations Slte » Page d’accueil Sl et R e

L ; ;
E::gg:i Mes paramétres &
G Mettre a jour vos informations
Accueil - utilisateur, vos paramétres o
régionaux et vos alertes.
Bibliothéques Se connecter en tant £
i ‘utilisateur différent T
e Welcome to your site! Se connecter avec un autre

Documents partagés compte.

Se déconnecter
Add a new image, change this welcome text or add new Se déconnecter du site.
Listes lists to this page by clicking the edit button above. You can

click on Shared Documents to add files or on the calendar

Calendeicr to create new team events. Use the links in the getting | 4
Taches started section to share your site and customize its look.
Discussions

Documents partagés
Discussion d'équipe

[ Type Nom Modifié Modifié par
= . Aucun €lément & afficher dans cet affichage de Iz bibliothéque de
4/ Corbeille documents « Documents partagés ». Pour ajouter un éément,
g T A diquez sur «Nouveau *» ou sur « Télécharger »,

4 [ [} | F

FIGURE 23-1

In order to use the MUI you are required to download the specific language packs available

for SharePoint. Language packs can be downloaded for both SharePoint Server and SharePoint
Foundation. Language packs can be downloaded from http://www.microsoft.com/download/
en/details.aspx?displaylang=en&id=3411. After downloading you must run the language pack
executable and then run the SharePoint Products Configuration wizard to complete the process.
Once the pack is installed and configured you will find a language setting has been added to the Site
Settings category under Site Administration. Language Settings enable you to select the additional
languages you require for the site collection. The selected languages are in addition to the default
language used when the site was created. For example, if your install language is US English and you
add the French Language Pack the end result is the ability to switch between US English, the default
language used when installing SharePoint, and French.

Variation Settings

Once you have created a publishing site or publishing portal you will find the variations features
located within the Site Collection Administration category of the Site Settings at the top level of
your site collection. The settings available are as follows:
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> Variation Home: This is the URL to the core variation site from which content will be copied
down into the variation subsite.

> Automatic Creation: In this section you can choose to publish variations either manually or
automatically to the target site or sites.

> Recreate Deleted Target Page: If a source page is republished and the copy has been deleted
this option will let you recreate it. This could happen, for example, if an end user deleted a
page in the target site. You can also choose not to recreate deleted content.

>  Update Target Page Web Parts: Specify how to update target Web Parts when the source is
updated.

> Notification: Choose whether or not to be notified by email when a new page is created or
updated by the variation system.

> Resources: Resources used by the source page can be copied into the target site or left
in the main site. If left in the main site links to them would be used in the target site
content.

Setting Variation Labels

Variation labels are used to identify each language you would like to use within a given variation
hierarchy. For each language you would like to use you are required to create a variation label. A
specific SharePoint site will then be created for each of the variation labels defined. The options
available are:

> Label name and description: Text describing the label

> Display Name: The name for the navigation menu. For example, if the secondary site is using
German you would create a display name of German.

Language: The language that will be used for the user interface for the variation site.
Locale: The location determining date, time, and currency data within the site.

Hierarchy Creation: Allows you to select what area of the SharePoint site you would like to
publish to other sites.

> Source Variation: This sets up the source variation for your variations and cannot be changed
once created.

Setting Translatable Columns

The Translatable Columns option enables you to specify which columns in your site collec-
tion will require translation. This is a setting available at the top level of the site collection
within the Site Collection Administration category. Once chosen this option you will be able to
pick which of the available site collection columns are allowed to be translated into the target
language.
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Set Variation Logs

Variations are managed and organized by SharePoint timer jobs. Variation logs enable you to view
the jobs that have been executed and any associated errors. Again this option is available from

the root of the site collection in the Site Collection Administration category. Logs are limited and
are read-only on screen. For example, unlike many of the SharePoint system logs they cannot be
exported to Excel for analysis. You can view the timer jobs used from Central Administration by
clicking the Monitoring link and then selecting Check job status. From the status page you can
review all timer jobs on the server including those related to variations.

TRY IT

In this Try It exercise you are going to configure your SharePoint site for multiple languages, in this
case French and English. You will do the following:

>

>
>
>

Enable the MUI for SharePoint 2010
Configure variation settings for a multilingual interface
Set labels for a second language

View sites in browser

Lesson Requirements

To complete this exercise, you need the following:

>

The SharePoint 2010 Server language packs, which can be downloaded from http: //www.
microsoft.com/. Simply search for the language pack you require. You will also require a
site collection with the publishing infrastructure activated.

The Step-by-Step section that follows assumes that a language pack has been installed and is
fully functioning.

Step-by-Step

From the home page of your site collection you will first enable the MUI, which will allow your
users to change the language used by the site menus and other SharePoint features. This will have no
effect on the site content. To allow a user to select a language, follow these steps:

1.

2.
3.
4

Click the Site Actions button
Click Site Settings
Click Language Settings in the Site Administration category.

Click the checkbox in the Alternative Language section to choose the alternative language
for the site. In my case, because I installed only the French language pack, the only option is
French.
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Click OK to save the changes.

Click Home to return to the home page of the site collection

Click your username, located at the top right of the screen, to open the context menu.
Click Select Display Language.

From the resulting submenu select the alternative language (in this case French).

Your page should now refresh in the browser and your SharePoint menus and other system items
should be displayed in your chosen language. Refer to Figure 23-1, which shows the effect of the
change from the sites default language. To return to the site’s default language simply repeat Steps 7
through 9. Remember, the MUI deals only with the interface to SharePoint. If you require content in
multiple languages you will have to use variations.

Configuring Variation Settings for a Multilingual Interface

To configure your site for variations, make sure that the publishing infrastructure has been activated
for the site collection and that the publishing features have been activated for the individual site.
Once the publishing infrastructure has been enabled the following options will become available:

>

>
>
>

Variations
Variation labels
Translatable columns

Variation logs

To continue with the example follow these steps:

1.

2.
3.
4.

Click Site Actions.
Click Site Settings.
Click Variations in the Site Collection Administration category.

Type “/” in the Variation Home text box.

Accept the following default settings, which will be set to Available:

>

>
>
>

\/

Automatically create site and page variations
Recreate a new target page when the source page is republished
Update Web Part changes to target pages when variation source page update is propagated

Send email notification to site and page contacts when a new site or page is created or a page
is updated by the variation system

Reference existing resources

Click OK to save the changes.
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The next step is to create the variation labels, one for each language you will be using. Here we are
using English (default language) and French, and we will create a label for each language. To pro-
ceed from your Site Settings page and the Site Collection Administration category, do the following:

1. Click Variation Labels.

2. Click New Label.
3.  Enter “English” as the Label Name.
4. Enter “English language site” as the Description.
5.  Enter “English” as the Display Name.
6.  Select English as the site template language using the Site Template drop-down list.
7.  Select English (United States) as the locale using the Locale drop-down list.
8.  Accept the default of Publishing Sites and All Pages in the Hierarchy Creation section.
9.  Check the box labeled Set This Variation to be the Source Variation.
10.  Select Publishing as the site template you would like to use.
11.  Click OK to create the first label. We have set this as the source variation, and this setting
cannot be changed once you click OK.
12.  Repeat this process to create a label for the second language, in this case French. Make the
following changes and click OK to create the additional variation label.
> Label Name: French
> Display Name: French
> Site Template Language: French
»  Locale: French (France)

13.  Click the Create Hierarchies on the Variation Labels Page link to trigger the creation of your
variation timer job. The following message will be displayed: “A variation hierarchy will be
created. The timer job ‘Variations Create Hierarchies Job Definition’ will be run based on the
following schedule: ‘daily between 00:00:00 and 03:00:00°.”

14. Click OK to complete the process.

At this point in the process you will have to wait until the variation hierarchy is created by the timer
job. (You could, of course, ask your SharePoint administrator to run the job for you immediately
from SharePoint Central Administration.) Once the timer job has been executed and completed,

the status of the hierarchy will be displayed on the Label Management page. Figure 23-2 shows the
screen once a successful timer job has completed.

If you return to the home page of your site collection you should see the effect. In my case |

have enabled the display of subsites in the site collection navigation (Site Actions, Site Settings,
Navigation) to see the effect of the previous series of steps. In this case there are two subsites,
English and French. The English site is the source site, from which content is copied into the French
site for translation. In the case of the French site we have set the locale to French so that the user
interface is already in that language. When you edit or add a page to your English site it will be
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copied into the French site by a timer job running on the server. Figure 23-3 shows the results when
a page is edited within the English site. The same page can be seen in the corresponding French site
and all that is required is its translation to the source language.

Site Actions ~ g

. - — - - - -
Site Collection Administration » Variation Labels o I
Lad Use this page to configure variation labels. ILikelt  Tags &
Motes
Variations Slte Search this site... el (7]
Libraries ariation Labels
Site Pages
Shared Documents =i New Label ,%Create Hierarchies
Lists Label Display Name Language Locale Is Source Description Hierarchy Is Created
Calendar
English English English English Yes English Yes
Tasks (United (United language
States) States) site
. . French French frangais frangais No Yes
Discussions (France) (France)
Team Discussion
E Recycle Bin Ei|
[ Al site Content -
4| 1 | »

FIGURE 23-2

w

] http://dev/sites/variations/English/Pages|

x @Snag»t E =)

¥ (B Snagit E =

Adions dusite - §f B TGS Fage Publier

3 French » Accueil
] English » Home Lyl

\ariations Slte | English French Variations Slte English French Rechercher &

Etat: Archivée et visible par les utilisateurs autorisés.

This page is on the english site
This page is on the english site

m

4 1N 3

FIGURE 23-3
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It is important when working with multiple sites and languages that you have some sort of idea of
what has been copied into your target (French) site. Within the French site it is possible to view the
edits that have taken place on a given page: Figure 23-4 shows our example page, which has been

edited to contain a small amount of French (thanks Grace).

Actions du site -

i & e -
French » default » Diff. de version & v
| : :
=% Comparaison de la version 0.5  la version 0.4 Jaime ¢a Balises &
Motes
Variations Slte English French Rechercher sur ce site... yel 0
Versions ¥ Supprimer I'élément B3 Gérer les autorisations [ jqArchiver  y]Historique

0.5 08/06/2011 21:18
Comparer a la version
0.4[=]

0.4 08/06/2011 21:06 Modifié & 08,06/2011 21:18 par devimwpreid Supprimé  Ajouté

0.3 08/06/2011 20:53

0.2 08/06/2011 20:30

0.1 08/06/2011 20:29 Fei-Cette bseseseslee slemede fo e s mddad ee cbs Dnllak Sleeat en Francais.

Cette page n'affiche pas les modifications dans les composants WebPart, les images ou la mise en forme
HTML.

Contenu de la page

French

‘5‘ Corbeille

.ﬁ Tout le contenu du
site

e 1 3

FIGURE 23-4

You can see the page history by clicking the Page tab when editing a page and selecting Page
History. From the History page you can view all edits that have taken place within the page over
specific time periods.

@ Please select Lesson 23 on the DV D or visit www .wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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SECTION VI
Configuring Users and Permissions

» LESSON 24: SharePoint Security Groups

» LESSON 25: Permission Levels
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SharePoint Security Groups

Security in SharePoint is something that many people new to the software can find confusing,
especially those who are not used to managing sites and security. At a basic level SharePoint
security is fairly straightforward to set up and manage; at a more complex level it has broken
the heart of many a SharePoint administrator as security and users got out of control. One

of the major problems with SharePoint is that it does not enable you to quickly see who has
access to what within your site collection. SharePoint 2010 addresses this problem, but not
completely, as you will see in this lesson.

Out of the box SharePoint security is based on permission inheritance when you create a site.
Initially your users will have access to all objects based on their permissions to the site itself,
including for example the Shared Documents library and calendar. Users who have access to
the site will have access to these libraries and lists.

INHERITANCE

People and groups are given access to a SharePoint site; as a result they will have access to doc-
ument libraries, individual documents, and lists. When you create new objects, those objects
also inherit the permissions of the site and users of your site have access to them. This process
also applies to subsites. When you create a subsite, users with permissions to the main site col-
lection (the parent site) will also by default have access to the subsite and its objects. In many
cases this is not what you want. Fortunately, SharePoint provides you with a way to break this
inheritance, enabling individual permissions to be set for objects down to the individual docu-
ment level. This is where new problems can begin, however, as the more you break inheritance
the more you have to manage, and the fewer tools you have to manage security with.

SharePoint and Active Directory Groups

Groups are the basic tools used to organize and manage user security within your site collection.
SharePoint will create groups, you can create groups, and you can reuse Active Directory groups
if they are available. A group within SharePoint is assigned a permission level that controls how
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the group and thus its users interact with the environment. (Permission levels are discussed in
Lesson 25.) Groups provide you with a basic tool for managing security on your site collection.

Active Directory groups are usually managed outside the SharePoint environment and populated
from business systems for example, for example human resources data. In addition, AD groups
are normally based on business groups. For example, you could have AD groups called Finance,
Purchasing, and IT. Each of the preceding groups contains employees working in the designated
area. This should make managing SharePoint security easy.

However, many organizations simply use AD as an authentication tool and do not use it to its full
potential by creating and managing users in groups. In such cases you are left with no alternative
but to use both built-in and custom SharePoint groups for site and content management. In this les-
son you will look at AD groups, built-in SharePoint groups, and creating custom groups.

As previously stated, a group is assigned a permission level that specifies the rights it has to
SharePoint objects and functionality. This gives you an easy way to manage users and their access to
business areas and sites. Once a user is added to a group and the group is given permission to a site
or object, the user immediately receives the same permissions. Similarly, when you revoke permis-
sion for a group, all members of that group will have their permissions revoked. This is a much eas-
ier system than managing the permissions of individual users. However, on occasion this is exactly
what you need to do, as at times fine-grained user permissions are required to meet business needs.

An AD group is treated like a built-in SharePoint group in that it is given a permission level within
the site environment. One difference is that you have no direct control over the membership of

the AD group. Membership is normally handled by your system’s management team and is gener-
ally automatic that is populated into the AD based on employment role or business area. Another
difference between AD groups and built-in SharePoint groups is that you cannot see inside AD
groups — that is, you cannot view the individual memberships from within SharePoint. With
SharePoint groups you have total control and can view, add, edit, and delete memberships as
required. Unfortunately, you cannot add a SharePoint group to an AD group; you can, however, add
an AD group to a SharePoint group, which can be useful.

Default SharePoint Groups

What happens when you create a new team site depends on the options you choose. By default the
new site will automatically inherit its permissions from its parent site. If you need to break this
inheritance you can do so later using the Site Actions menu. It is also possible to break inheritance at
the point of site creation and create unique SharePoint groups to manage security. In this case your
subsite will have its own unique set of users and associated permissions. Figure 24-1 shows the secu-
rity options available: Use Unique Permissions and Use Same Permissions as Parent Site.

In general, when you are using SharePoint groups three groups are created for you by the system.
They are normally named after the site in which they are created, as follows:

> Sitename Owners: This group has all permissions on the site. It contains the site owners and
administrators.

> Sitename Members: This group normally contains all other members of the site’s user com-
munity who have contribute permissions.

> Sitename Visitors: This site contains visitors to your site who do not require extensive
permissions.
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Permissions
You can give permission to access your new User Permissions:
site to the same users who have access to this

parent site, or you can give permission to a ) )
unigue set of users. (=) Use same permissions as parent site

() Use unique permissions

Note: If you select "Use same permissions as
parent site”, one set of user permissions is
shared by both sites. Consequently, you cannot
change user permissions on your new site
unless you are an administrator of this parent
site.

FIGURE 24-1

In addition to these groups you could use an AD group within, for example, your site’s Owners or
Members group. This AD group will already contain members who automatically have access to the site.

A useful practice is to include all your users in the site’s Members group. This is to ensure that the
membership Web Part in SharePoint My Site picks up all site memberships. If you are in the Owners
group but not in the Members group the site will not be listed in your site memberships.

TRY IT

In this exercise you are going to do the following:
> Create a new team site and break permission inheritance.
> Add a SharePoint group to an existing site.
> Add an Active Directory group to a SharePoint group.
>

Create a new group.

Lesson Requirements
> Site collection administrator permissions.
> Access to an Active Directory account.

> A test user account.

Step-by-Step

To begin the process you will create a new team site, break permission inheritance, and create cus-
tom security groups. To continue from the home page of your site collection, follow these steps:

1.  Click Site Actions.

Select New Site.

Select Team Site from the options.

Enter Lesson 24 Groups as the site’s title.

Enter Lesson 24 Groups as the URL.

O U AWN

Click the More Options button to open the Detailed Options form. It is from here that you
will break security inheritance.

www.it-ebooks.info


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

192 |

LESSON 24 SHAREPOINT SECURITY GROUPS

10.

In the Permissions section click the radio button labeled Use Unique Permissions. This will
result in the screen’s changing to allow you to create the custom groups. The existing group’s
drop-down list will be removed.

Accept the remaining default selections and click the Create button.
Figure 24-2 shows the Set Up Groups for This Site screen. At this point note that two cus-

tom groups for the site have been made available: Members and Owners. Also note that the
default visitors group has been used.

Site Actions ~ g

Lesson 24 Groups » Set Up Groups for this Site < =
&) Use this page to specify who can access your site. You can create new SharePoint groups or re-use Ilikel  Tags &
existing SharePoint groups. Motes
Home e

Visitors to this Site

Libraries (©) Create a new group

@ Use an existing group
Visitors can read content in the Web
site, Create a group of visitors or re-use

an existing SharePaint group.

Site Pages

Shared Documents Demo Visiters [ ]

Lists Members of this Site ’
@ Create a new group @) Use an existing group
Members can contribute content to the

Web site. Create a group of site

Calendar

Tasks members or re-use an existing Lesson 24 Groups Members
SharePoint group.
. . devimwpreid ;
Discussions
Team Discussion 3
&,
'5 Recycle Bin
B . Owners of this Site
J All Site Content @ Create a new group @) Use an existing group
Owners have full control over the Web
site. Create a group of owners or re-use
an existing SharePoint group. EessoniZ4iSnps Ownes;
devimwpreid ;
8 @

FIGURE 24-2

Change the default visitors group to a custom group by clicking the radio button labeled Create a
New Group. The name will default to Lesson 24 Visitors and have no members. You can if you
wish overwrite the group names. You do not need to add a member to this group at the moment.

Accept the two additional new groups, Members and Owners (in which you will automati-
cally be given membership to both groups), and click OK to create the site using the custom
security groups.
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Figure 24-3 shows the Site Permissions screen once the site with the unique groups has been
created. The ribbon contains a message confirming that the site is using unique permissions.

wpreid -
Site Actions ~| Browse
[ o] 3 @\ ‘$Permission Levels
& & @ *
Inherit Grant Create Edit User Remove User Check
Permissions Permissions Group Permissions Permissions Permissions
Inheritance Grant Modify Chedk Manage
This web site has unigque permissions. =
Libraries |} Name Type Permission Levels
Site Pages = Lesson 24 Groups Members SharePoint Contribute
Group
Shared Documents .
El Lesson 24 Groups Owners SharePoint Full Control
Group
Lists B Lesson 24 Groups Visitors SharePoint Read
Group
Calendar
Tasks 1
Discussions
Team Discussion
;_*? Recycle Bin
3 an site content =
<) i | ¢

FIGURE 24-3

If you find that you have made an error you can at any time reset the site to inherit permissions from
the parent by clicking the Inherit Permissions icon on the ribbon.

Of course at this point you are the only user in the groups. The next stage is usually adding another
user. To add a user to the group called Lesson 24 Groups Members, from the Site Actions menu
select Site Permissions.

1. Click the Grant Permissions icon on the ribbon to open the Grant Permissions form.
Figure 24-4 shows the Grant Permissions form before user selection. The Browse (book) icon
enables you to search for users while the Check Names (person) icon will check that a user
entered directly into the User/Groups box is valid.

2.  Enter the name of the user or group (remember you can place an AD group within a
SharePoint Group) you wish to add, or click the Browse icon to begin searching for users
and groups.

3. Once you have entered or selected a user or group, the name will appear in the Users/Groups
box. If a user or group is not valid, a red wavy line will be placed below the name to indicate
there is an problem. You can remove the name and enter the correct information.
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Grant Permissions

Select Users

Users/Groups:
‘You can enter user names, |
group names, or e-mail
addresses. Separate them
with semicolons.

Grant Permissions 5
Grant Permissions
Select the permissions you

@ -
o i ey @ Add users to a SharePoint group (recommended)

You can add users to a | Lesson 24 Groups Membg.rs. [C_unf:r_ibute] [=]

SharePoint group that has View permissions this group has on sites, lists, and items...
aready been granted the
appropriate permission levels,
or you can grant the users
spedfic permission levels,

© Grant users permission directly

Adding users to a SharePaint
group is recommended, as this
makes managing permissions
easier across multiple sites,

FIGURE 24-4

The Grant Permissions form enables you to assign permissions directly to individual users or groups.
If, for example, you want to grant an AD group direct permissions on your team either search for or
enter the name of the group. You add an AD group just as you would a standard SharePoint group.
To enter an Active Directory group by searching the directory, proceed as follows:

1.
2.
3.

Click the Grant Permissions icon.
Click the Browse (book) icon to search for an AD group.

Enter the name of an AD group. In this case I entered Finance Department.

You may be required to add the AD domain if you are using Active Directory. For example,
in the preceding case I would have entered dev\Finance Group using dev\ to indicate the AD
domain. Figure 24-5 shows the Grant Permissions dialog.

The Finance Department AD group will be added to the site’s default Members group with
contribute permissions. To continue click OK. This will add the AD group to the Members
group. As a result the members of the AD group Finance Department will now have access to
the SharePoint site.

As previously stated, you can create your own groups to help with site permissions. To create a cus-
tom group, from the Site Permissions screen proceed as follows:

1.
2.

Click Create Group.

Enter a name for the group into the Name text box, for example Personnel Managers.

www.it-ebooks.info


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

Trylt | 195

Grant Permissions

Select Users
Users/Groups:
‘fou can enter user names, dev\finance department ;

group names, or e-mail
addresses, Separate them
with semicolons.

Y
Grant Permissions -
Grant Permissions
iﬂﬁﬁiﬂ:;ﬁ;@?s@nﬁa{? @ Add users to a SharePo?nt group (recommended)
You can add users to a Demo Members [Contribute] E|
SharePoint group that has View permissions this group has on sites, lists, and items...

already been granted the
appropriate permission levels,
or you can grant the users
spedific permission levels,

(@) Grant users permission directly

Adding users to a SharePoint
group is recommended, as this
makes managing permissions
easier across multiple sites.

oK ] [ Cancel

FIGURE 24-5

3.  Enter a short description for the group into the About Me Description text box such as,
Managers from HR who will manage areas of the site.

4. You own username will be added as the default site owner. You may change this if
required for example if you are handing a site over to someone else and they become the
site owner.

5. In the Group Settings section accept the default settings.

Group Settings enable you to manage who can view the membership of the group, group
members only, or everyone, and who can edit the membership of the group, the group
owner, or all members. It is usually better to allow only the owner to manage membership,
as this simplifies things.

6.  Accept the default for membership requests. The Membership Request section enables you to
manage how people request access to the group. You can permit requests to join or leave the
group, or have requests automatically sent to the e-mail address entered in the Email Address
text box. The group owner’s e-mail address should probably be the one entered here; e-mail
must be configured on your SharePoint server if you want to use this feature.

7.  Click the Full Control checkbox in the Give Group Permission to this Site section. This sec-
tion enables you to set the explicit permissions this group has on your site.

8.  Click the Create button to finish the process and create the group. You will be taken to
the People and Groups page for the new group, where you can then add new members as
required.

Figure 24-6 shows the People and Groups screen for the new group, which has a single member.
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| Home| Lesson 25

Lesson 24 Groups

Lesson 24 All Sites lz‘ P 0

Groups

Demo Members
Viewers

Demo Visitors
Demo Owners
Personnel Managers

More...

Libraries
Site Pages
Shared Documents

Lesson 11 Search

Actions - Settings -

View: | Detail View ~ | |7

Picture Name About me Title Department

devimwpreid

2 -

http://dev/sites/Adminbook/Lesson %2011 %205earch/Forms/Allltems.aspx h

FIGURE 24-6

Please select Lesson 24 on the DV D or visit www .wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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One of the most important areas you will manage as a SharePoint site administrator is that

of permissions. In many companies and businesses the use of file shares usually means that
permissions to data and information are controlled centrally by the I'T team. With SharePoint
this central control is delegated to site collection administrators and site owners. Site collection
administrators manage the security for the site collection as a whole, while site owners usually
manage security for a team site or collection of subsites.

As you saw in Lesson 24, SharePoint security is built around security groups, both SharePoint
and Active Directory groups. When you use a security group you assign a permission level to
that group, such as contributor or owner. The group can then interact with SharePoint accord-
ing to the permission level assigned to the group and the rights available within that level.

However, SharePoint is also flexible enough to enable you to edit the permission levels and in
fact create your own. (Remember that permissions can be given only as part of a level; indi-
vidual permissions contained within a permission level cannot be assigned individually to one
user.) This ability to create your own permission levels and associated rights can be useful
when you find certain permissions do not meet your requirements. The core permission levels
provided out of the box for a team site include the following:

> Full Control: All available rights are granted to this level.

> Design: All permissions on lists and restricted rights on the site itself. This permission is
usually restricted to design rights, for example the ability to change themes and styles.

Contribute: Standard permission containing rights given to the majority of site users.
Read: Read-only rights to the site and its content.

Limited Access: Permission to access certain lists and libraries within the site structure.

Y Y VY VY

View Only: Rights to view list and library content.
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Additional permission levels can be available depending on the features that your sites may have, for
example with a publishing site additional levels related to publishing will be available.

Permission level defaults are usually broken down into three categories, each covering a particular
area of SharePoint object management. Each category contains a specific set of rights that are made
available to users via their permission levels.

> List Permissions: Permissions relating to SharePoint lists and libraries, such as permission to
add, edit, view and delete list items.

> Site Permissions: Permissions relating to the site itself, for example the ability to create sub-
sites or change a site’s theme or style.

> Personal Permissions: Permissions that enable users you to personalize areas of SharePoint,

for example by creating personal views of lists and working with personal Web Parts.

Figure 25-1 shows the list management permissions available for the full control permission level
within a team site collection.

List Permissions
Manage Lists - Create and delete lists, add or remove
columns in a list, and add or remove public views of a list.

Override Check Out - Discard or check in a document
which is checked out to another user.

Add Items - Add items to lists and add documents to
document libraries.

Edit Items - Edit items in lists, edit documents in
document libraries, and customize Web Part Pages in

document libraries.

Delete Items - Delete items from a list and documents
from a document library.

View Items - View items in lists and documents in
document libraries.

Approve Items - Approve a minor version of a list item
or document.

Open Items - View the source of documents with server-
side file handlers.

View Versions - View past versions of a list item or
document.

Delete Versions - Delete past versions of a list item or
document.

Create Alerts - Create alerts.

View Application Pages - View forms, views, and
application pages. Enumerate lists.

FIGURE 25-1

It is also possible to create your own permission levels as required: for example, you may want a
user to have a limited subset of permissions rather than all permissions for a particular level. On one
large SharePoint site, I manage a specific group of high-level users who need very specific permis-
sions. None of the built-in permission levels contained what was needed, so I created a specific level
just for this group. This new custom level granted a subset of the permissions for an existing level.
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Permissions and permission levels can also be managed at the web application
level. For example, if there is a specific permission level right that you do not
want users to have, you can remove it at the web application level as opposed to
manually within each site collection. However, remember that your changes will
apply to all site collections created for that web application.

SETTING NEW PERMISSION LEVELS

New permission levels can be based on existing categories or created from scratch. You should never
change the out-of-the-box levels. Doing so can cause problems: if you do change a default permis-
sion level, every group using that level will find its permissions changed. It can also make your site
difficult to manage, especially for others, who will expect the default permission levels to remain
unchanged. When creating permission levels, either copy an existing permission that gets you up and
running or create a completely new level yourself. Once you have created a new custom level it will
be available within your site and can be used to give permissions to groups and users.

Adding Rights Levels to a Permission Level

When a permission level is created it is assigned rights to carry out actions on SharePoint objects.
If you choose to copy a permission level it will contain the existing permission rights for that level
and you can then add or remove rights as required.

You will also find that certain rights can be dependent: that is, when you assign one right to a level,
other rights are enabled as a consequence. For example, if you assign the right to add list items,

the right to view list items will also be enabled. If you enable the right to approve content, the view
and edit item rights will also be enabled. Always be careful because dependency does not work in
reverse: removing the approve right will not automatically remove the view and edit items right.
Double-check all permission rights before saving, to ensure that you are giving only those you wish
to give.

Best Practice

There are some things you can do to make working with custom permission levels easier for yourself
as a site administrator, including:

> Do not customize existing permission levels. Create new levels either by copying an existing
permission level or by creating your own.

> Always double-check before saving the level to make sure that the rights you are assigning
are correct.

> Don’t get carried away and create multiple custom levels. This only makes security harder to
manage and (of course) to document.

> Document all changes to permission levels and custom levels.
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> Create permission levels infrequently. Out-of-the-box permissions should meet most of
your requirements.

> Always test a new level by logging in as a user with that level, to ensure that it behaves
as expected.

TRY IT

In this exercise you are going to create a new SharePoint permission level that will allow users to
edit list content. You will then save the new permission level and assign it to a SharePoint user group
called Lesson 25 Users.

You will then copy an existing permission level, add the right to create subsites, and make the new
custom level available for use within your site collection.

Requirements
> SharePoint site collection administrator permissions.

> Asite group named Lesson 25 Users, or an equivalent group.

Step-by-Step

You are going to create a new permission level to allow users to view and edit lists. As this is a site
collection configuration, to begin the process you must be on the home page of your site collection.
The permission levels of a subsite that inherits permissions from its parent are managed at the site
collection level. If you are using a subsite with its own unique permissions, the process is just the
same as in the following steps, but you can work from within the subsite itself.

1.  Click Site Actions.

2. Click Site Settings.

3. In the Users and Permissions category, click Site Permissions.
Figure 25-2 shows the Site Permissions screen and the Permissions ribbon. Note that the default
groups and users with permission to the site are displayed.

4. Click the Permission Levels icon on the ribbon to open the Permission Levels screen, where
you can add, edit, and delete existing permission levels.

o

Click the Add a Permission Level hyperlink to open the Add Permission Level screen.

o

Enter a name for your permission level, in this case enter Lesson 25.

7. Check the box entitled Edit Items — Edit Items in Lists, Edit Documents in Document
Libraries, and Customize Web Part Pages in Document Libraries. Checking this option will
also enable the view right, and if you scroll down through the form you’ll see that the view
pages and open rights are also checked.
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FIGURE 25-2

8. Leave all the other options blank and click Create to save the new permission level.

Figure 25-3 shows the newly created permission level in the Permission Level screen.

=lAdd a Permission Level }( Delete Selected Permission Levels
Permission Level Description
Full Control Has full control.
I} Design Can view, add, update, delete, approve, and customize.
ontribute an view, add, update, and delete list items and documents.
[ contribut C dd, update, and delete list it dd t
[ Read Can view pages and list items and download documents.
Limited Access Can view specific lists, document libraries, list items, folders, or documents when
given permissions.
iew Only an view pages, list items, and documents. Document types with server-side file
E  view onl c; list it dd ts. D t b th de fil
handlers can be viewed in the browser but not downloaded.
(] Lesson 25 Lesson 25 Example Permission Level
FIGURE 25-3

Now that the permission is available, you can assign it to a user group or to individual users. To
P s Y g group
grant a group permissions to your site collection and use the new Lesson 25 permission level from

the home page of the site collection, do the following:
1. Click Site Actions.
2. Click Site Permissions.
3. Click the Grant Permissions icon on the ribbon.
4

. Enter the user group name Lesson 25 Users into the Users/Groups text box.
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5.  Click the Check Names icon (which looks like a disembodied head) to confirm that the group
is valid.

6. In the Grant Permissions settings, click the Grant User Permissions Directly radio button.

7. Check the Lesson 25 permission level, which should now appear in the list of available per-
missions. Figure 25-4 shows the screen at this point.

Select Users

Users/Groups:
‘You can enter user names, Lesson 25 Users ;
group names, or e-mail
addresses. Separate them
with semicolons.

&

Grant Permissions .
Grant Permissions
Select the permissions you
want these users to have.
You can add users to a
SharePoint group that has
already been granted the
appropriate permission levels,
or you can grant the users [F] Full Control - Has full control.
spedfic permission levels.

@) Add users to a SharePoint group (recommended)
@ Grant users permission directly

m Design - Can view, add, update, delete, approve, and

Adding users to a SharePoint customize.

group is recommended, as this m Contribute - Can view, add, update, and delete list items

makes managing permissions and documents.

easier across multiple sites. m Read - Can view pages and list items and download
documents.

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

Lesson 25 - Example custom permission level for Lesson
25

0K ] [ Cancel

FIGURE 25-4

8. Click OK to save the changes.

Your new permission level has been created and you have assigned it to a group within SharePoint.
You can try out the effect of the permission level by logging in as a member of the group to see how
it works.

The process for copying and customizing a permission level is very similar. The main difference on
this occasion is that you will be working with the full set of rights already available and copied into
the new level for your use. For example, to copy and change the contributor permission level and
add the right to create subsites, do the following;:

1. Click Site Settings.
2. Click Site Permissions.

3. Click Permission Levels.
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4. Click the Contribute permission level to open the Edit Permission screen. This screen shows
all the rights associated with the selected permissions.

5.  Scroll to the bottom of the screen and click the Copy Permission button shown in
Figure 25-5. This will copy all the current rights associated with the permission into your
new custom level.

[ Copy Permission Level ] [ Submit ] [ Cancel

FIGURE 25-5

6. Enter a name for the permission level. In this case use the name Lesson 25
Contributor — Add Sites.

7.  Enter a description, in this case Customized contribute permission level with add subsite
rights.

8.  Scroll to the Site Permissions section and check the Create Subsites permission level.
9.  Scroll to the bottom of the screen and click Create to copy and create your custom permis-

sion level.

Your new custom permission level will now be available for use within the site collection. You can
use the new level as you did in the previous example, by assigning it to groups or individual users.

Please select Lesson 25 on the DVD or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Configuring Access Services

Microsoft Access is without rival when it comes to working with desktop databases and is a
favorite development tool for millions of database developers the world over. But one feature
has long been missing from this popular solution: the ability to manage an Access database
from a web browser. Many attempts have been made to do this over the years, and Microsoft
Access 2010 with SharePoint is perhaps the best solution for many of the less complex Access
databases in use today.

ACCESS SERVICES

SharePoint contains a service application to manage the process of converting and running
your Access database in browser. Access Services is created and maintained at the SharePoint
server level. However, as a site collection administrator, you will also be involved in working
with Access on the Web or, in the world of SharePoint and Access, with Access web databases.
Figure 26-1 shows an Access web database.

The combination of SharePoint and Access is one of the nicest new features available, and it
can all be set up with a couple of mouse clicks. Access Services still has some limitations, but
if you are careful when creating web databases you won’t go wrong. Databases can be created
whether templates are available in SharePoint or offline in the Access client. You can also cre-
ate web databases yourself using the Access client and move existing databases to SharePoint.
However, not all databases are suitable to move to the Web; databases that use a lot of Visual
Basic code or are complex in structure will not convert to the web format without a lot of
rewriting.
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. assets ¢+ Options ~ ' ‘ . devimwpreid ~
A AssetDetails x
Assets Database
entA L Save & New [ Save & Close P
= N& Search...
Asset
ID Item “ quired Date Curre
Lol Owner Location Model Attachments
‘ = ‘ | | | | No Attachments
Manufacturer Condition Acquired Date
| | e -] | |
Category Current Value Retired Date
‘General Office - ‘ | 90.00| | |
Comments
{ Record 1|of1 ¥ =
I
FIGURE 26-1

Sometimes when running Access Services, the reports don’t work in your web
database. This is because Access Services relies on SQL Server Reporting tools,
which must be installed and configured for reporting to work with Access. You
will also need to speak to your server administrator to ensure that session state
is configured and available. You can download the Reporting Services add-in for
SharePoint from http: //www.microsoft.com/ and install it on your server.

)

Figure 26-2 shows the reporting screen on SharePoint for the Charitable Contributions web
database.

Once you create web database sites you will lose all the familiar SharePoint site management tools;
in fact, the Site Actions and Site Settings menus will totally disappear, to be replaced with screens
that enable you to manage the Access web database lists. Permissions to the web database site itself
are the only remaining management tool that is directly related to SharePoint. But once you access
the permissions screen, you will find links back to all the familiar SharePoint site settings, proving
that this is actually a SharePoint site hosting an Access web database.

In addition to creating web databases from within the Access 2010 client, you can create them using
the site templates available within SharePoint. The following web database site templates are available:

> Assets Web Database: For managing company assets.
> Charitable Contributions: For managing financial contributions received.

> Contacts Web Database: For managing company contacts.
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> Issues Web Database: For tracking issues (problems) and tasks.

> Projects Web Database: For managing company projects.

. contributions » Options - & W @ dev\mwpreid -

Charitable Contributions

Dashboard Campaigns Donaors Users Report Center Getting Started

{5 Open in New Tab

Select a Campaign -

Select a Report

Attendees At Events

Active Tasks
e = Sunday, May 08, 2011
Donation Receipts Campaign Details

m

Campaign Donations
Patricia Reid

- Donation Receipts
Campaign Latest Collection

Amount $40.00 Donations Per Donot

Donation Type Cash Donor List

Donation Date 5/8/2011 Donor Phone Book
Event Details

Donor Labels

FIGURE 26-2

Using a template within SharePoint does not create the client application in Access 2010. You need
to do that yourself using the Options menu for the Web Database once it has opened. This menu
offers you the following choices:

> Open in Access: Opens the current web database in the client program.

> Manage Site Permissions: Opens the standard SharePoint site permissions form. Also gives
you access to the standard SharePoint site settings menus.

> Settings: Gives you access to all the database objects in the web database: tables, queries,
forms, reports, and macros. Selecting an object will open a new Access client database con-
taining all objects with the selected object open for editing.

You need to be careful with databases: for example, your users could execute queries that return large
numbers of records, and this in turn can affect your servers’ performance. For this reason, several options
can be set at the Access Services level related to the performance of your web database, including:

»  Maximum Columns Per Query: The maximum number of columns one can reference in a
database query. The value can range from 1 to 255. The default value on my install was 40,
while the published default is 32.

> Maximum Rows Per Query: The number of rows a list based on a query can have. The value can
range from 1 to 200000. The default on my install was 25000. The published default is 5000.
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Maximum Sources Per Query: The maximum number of lists a query can reference. The
value can range from 1 to 20. The default on my install was 12. The published default is 8.

Templates: The maximum size of database templates in megabytes. The value can range from
-1 to any positive integer. The default is 30.

There are a number of other configuration settings which will be discussed in this lesson’s video.

When you are creating a web database there are a number of things you can do to assist Access and
SharePoint to make the process of moving to the browser that much easier. Some of the things you
need to do include:

>

TRY IT

Use Access Data Macros when possible to automatic processes instead of Visual Basic code
to provide logic in your Access forms.

Create table relationships using Lookups columns.
Use single field primary keys for your tables adding an Autonumber Primary to each table.

Save Access files using the ACCDB database format.

In this exercise, you will create a new Access Service, configure the Access Services options, and cre-
ate an Access Services-based site.

Lesson Requirements

>

To complete this Try It exercise, you need the following: Access to SharePoint 2010 Central
Administration and permissions to create the Access Service.

Site collection permissions.
A Microsoft Access 2010 client to create the web database.

A managed account to run the Access Services.

Step-by-Step

The first part of the process of getting your Access 2010 databases to the Web is creating and con-
figuring the Access Services. In Central Administration, follow these steps:

1.

2.
3.
4,
5

Click Manage Service Applications in the Application Management category.
On the ribbon, click New.

Click Access Services.

Enter Lesson26 as the service name.

Click the Create New Application Pool radio button and enter Less26AppPool as the new
application pool name.
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6.  Select the managed account to use for the service. In this case, it is Lesson26AccessAcc.

7.  Accept the Add to Default Proxy List setting to make the service available to all web applica-
tions. You can also configure the service to be associated with individual web applications if

you like.
8. Click OK to save the initial configuration.

9. Click the Access Services name Lesson26 to review the options available. In this case, accept
the defaults, as they meet the requirements for this exercise. The options are discussed earlier
in the lesson and are also further examined in the Lesson 26 video.

It is worthwhile reviewing any existing Access applications you may be considering moving
to Access Services to ensure that the settings will enable the most efficient use of the
database.

At this point, you have configured the Access Services and accepted the default configurations.
The next step in the process is to create a web database using the Access 2010 client. Follow these

steps:
1. Open the client and click File.
2.  Sclect New.
3.  Click Sample Templates.
4. Click the Projects Web Database to select it.

5. Leave the default name and click Create.

At this point you may be informed that there are no users in the database. If that is the case, do the
following:

1.  Click New User in the Users dialog.

2.  Enter a user’s full name. In this case I entered Martin Reid.

3.  Enter an e-mail address for the user.

4. Enter a domain account. In this case I entered my own account, dev\mwpreid.

5. Click Save & Close to continue.

6.  Select a user and click Login.

7. Click the Enable Content button on the ribbon if required (you may also be required to log in

again)
Now that the database is created, you can publish it to Access Services. Follow these steps:

1. Click File.
2. Click Publish to Access Services.

Figure 26-3 shows the Publish screen.
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-

Help

™
@9 - Projects [E=EE] ]
Home Create External Data Database Tools @ e

= save

File Types Access Services Overview
Save Object As
@ Share your database with your team, friends, or organization with Access

(@] save Database As T _‘]i Save Database As Services and SharePoint.

L5 Open = . Use this if you want to:

£ Close Database & Saue Objectaz Make your database available through a Web browser and Access.

Store tables in a central SharePoint location.
@ Projects Web Datab... Publish Round trip queries, forms, reports, code, and linked tables that are not
‘Web compatible.
(@] assetsweb on dev.a... ) i
@I Publish to Access Services Click here to watch a video demo
Info
Recent | Check Web Compatibility
3’ You can check your database application for Web
New Run Compatibility compatibility to identify items and settings that
Checker are not supported on the Web.
Print

Publish to Access Services
A
¥

Full URL: Projects

Server URL: ||
|1 Options Site Name: | Projects
B9 Exit ——
- J
FIGURE 26-3

At this point, you can also check the database for compatibility with Access Services. This is a good
idea if you are not using a template and want to ensure your database will publish with no problems.
In the Publish to Access Services section, follow these steps:

1.
2.
3.

Enter the URL of your SharePoint site.
Accept the default site name of Projects.

Click the Publish to Access Services button.

A synchronization dialog opens and keeps you informed of the process. Figure 26-4 shows
the confirmation screen that opens when the move is complete.

g N
Publish Access Application - [

Publish Succeeded

http://dev/sites/Adminbook/Projects

| The server may still need some time to process your application before
it is available for use on the server.

L == =

FIGURE 26-4
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6. Click OK to finish the process.

In this case, the database tables will be moved to a new SharePoint site called Projects as
SharePoint lists, and a link will be created back to the Access client database, which remains
open on screen. Figure 26-5 shows the Access backend application and the SharePoint web
database open in the browser. It is important to remember that the data will not be held in
Access but inside SharePoint as list data.

@lﬂl‘]-pﬂ-l; [=]@E] =| |
Home Create Exterr e http://dev/sites/Adminbook/Proje O ~ & X ‘L@Mﬁn | ng_ . ﬁNew... E H.X i ﬁ E:‘?}.
5 E 5 EF g ErEH
Saved LinkedTable Excel Access Ol =
Imports Manager Dat| i
Import & Link Projects Database =
j “ I - -
allifccessobicds e Open Projects Closed Projects Report Ce
[search. »
Tables 2 -
Customers
[@] ProjectHistory = D First Name Last Name Email Address Job Title Company
Projects 14 & New'
Tasks
Users
Queries *
ﬂ CustomersExtended =
ﬂ ProjectsExtended
ﬂ ProjectsHistoryReparting
ﬂ ProjectsSorted
ﬂ ProjectTasksReporting
ﬂ TasksActive -
f@ TasksClosed = ~
Ready §8 oniine with sharepaint

FIGURE 26-5

Please select Lesson 26 on the DVD or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.

www.it-ebooks.info


http://www.wrox.com/go/sp2010-24
http://www.it-ebooks.info/

www.it-ebooks.info


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

Configuring Excel Services

Excel Services is an application service configured at the farm level and then made available to
sites in the SharePoint environment. Excel Services enables you to interact with Excel work-
books in the browser. There are three main components to Excel Services:

> Excel Calculation Services: Responsible for carrying out calculations on the workbook.
> Excel Web Access: Displays your Excel workbooks within the browser.

> Excel Web Services: Provides access to the Excel Services application via code and web
services.

Note that even if you are using Excel Services, your workbook will not be fully
editable nor will you be able to create new workbooks using the browser. If you
require these features, you have to install Office Web Applications in addition to
SharePoint.

Before you can take advantage of Excel Services, you need to get your Excel documents to

the SharePoint server. Publishing to Excel Services is as simple as saving your workbook to

a document library and then opening it in the browser. Generally, with documents like this,
you should set the default behavior for opening documents in the library to open web-enabled
applications in the browser using the document context menu. The user can then, if required,
continue working on the document by opening it in the Excel client.

One of the differences between SharePoint 2007 and SharePoint 2010 is that in order to pub-
lish a workbook to SharePoint 2007, you have to define a trusted location in SharePoint Server
Central Administration; while you can still define trusted locations in SharePoint 2010, it is
made easier as, out of the box, every site is trusted for Excel Services.
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CONFIGURING A TRUSTED LOCATION

In SharePoint Central Administration, the default trusted location for Excel Services workbooks

is set to all SharePoint Foundation site locations. Figure 27-1 shows the default settings for Excel
Services. Here you’ll want to identify the SharePoint Foundation trusted location, set the location
type to SharePoint Foundation, and declare that child locations should be trusted. This is every
location on your SharePoint farm, which might not be what you require and this can be changed to
enable Excel Services for locations specific to your requirements.

mwpreid -

Site Actions ~ g

Sﬁ*rePomtzom Central Administration » Excel Services Application

Edit Trusted File Location llike R Tags& L
Motes |
Central
Administration oK ] [ Cancel ]
Application Management
System Settings
Monitoring = Location
Backup and Restore A Microsoft SharePoint Foundation
location, network file share, or Web Address

Security
Upgrade and Migration

General Application
Settings

Configuration Wizards Storage type of this trusted location:

folder from which a server running
Excel Services Application is permitted
to access workbooks.

The full Microsoft SharePoint Foundation location, network
file share or Web folder address of this trusted location.

http:/f

Location Type

@ Microsoft SharePoint Foundation
) UNC
%) HTTP

Trust Children

Trust child libraries or directories.
[#] Children trusted -

FIGURE 27-1

Although you might not have access to Central Administration, it is always useful to understand the
options available. The following settings are available in Central Administration when configuring a
trusted location (the details are beyond the scope of this lesson):

>

Location: The location for a workbook can be a SharePoint document library, a network file
share, or a web folder. The server running the Excel Services application must have access to
the location. For the location the additional settings are available:

> Location Type: SharePoint, UNC (file share), or HTTP (web folder).

»  Trust Children: Allow workbooks in child sites or, in the case of a file server,
subfolders.

Session Management: This section deals with Excel Services calculations services and timing
for different aspects of the service. For example, it determines the length of time before a user
session is ended by inactivity.

Workbook Properties: Sets the maximum size of workbooks and chart images allowed.

Calculation Behavior: Manages the behavior of functions that change frequently.
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> External Data: Manages the interaction of the service with any external data used in your
workbooks. You can use this setting to prohibit the use of any external data on the servers.

> User-Defined Functions: Turn on or off the ability to use user-defined functions.

As you can see, the server administrator has a lot of control over how your Excel workbooks inter-
act with the SharePoint environment, and a little knowledge of what is available will benefit you if
you use Excel in your site collections. Later in this lesson, you create a new Excel Services applica-
tion and configure it for use.

USING YOUR WORKBOOK

After you have the Excel Services application created and configured, you can begin to save your work-
books to SharePoint and work with them within the browser. The easy way to get your workbooks to
SharePoint is to use the Office backstage view and simply publish the workbooks to SharePoint Server.
Figure 27-2 shows the backstage view of Excel 2010 when a workbook is being published.

Marketing budget plan [Compatibility Mede] - Microsoft Excel =|E ES
Home Insert Page Layout Formulas Data Review View e -
Save & Send Save to SharePoint -

Save As
|5 Open

' Close

Save to a SharePoint site to collaborate with other people on this workbook.

U; i Send Using E-mail

Q Save to Web

Info l - Excel

[ e http://dev/sites/Adminbook/Excel

_‘_’—Elpubhsh Options

Current Location

Recent Recent Locations

New File Types Excel

J http://dev/sites/Adminbook/Excel/
Print H Change File Type

Create PDF/XPS Document

J Shared Documents
= http://dev/sites/Adminbook/Shared Do...

Locations

Demo - Lesson 11 Search

Help J http://dev:80/sites/Adminbook/Lesson ...
[ Bntins J Demo - Shared Documents
: = hitp://dev:80/sites/Adminbook/Shared ...
(9 Bt J Lesson 24 Groups
= hitp://dev:80/sites/Adminbook/Lesson...
J My Site
= hitp://dev:80/my/personal/mwpreid/
1 Browse for a location 3
(=]
FIGURE 27-2

When saving to a SharePoint document library from within Excel 2010, you also have the following

options:

> Publish entire workbooks, selected sheets, or individual items (named ranges). If you are pub-

lishing named ranges, please note that the workbook is saved to SharePoint; only the named
range is viewable in the browser.

Set Parameters: Parameters enable you to pass values to a workbook when it is displayed in
the browser. For example, you can create a What If analysis workbook that you can change
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based on values entered into named parameter cells. To use parameters, you must name the
parameter cells in the workbook before saving to SharePoint.

Figure 27-3 shows an Excel 2010 workbook using a single parameter in the browser. In this case,
a parameter is entered into the Branding text box displayed in the Parameters pane. Branding is a
named cell in the displayed workbook and the parameter entered would appear in this specific cell.
If the parameter cell is used in a calculation, it too would be updated to reflect the new value.

] Demo » Excel » Marketing budget plan.xlsx € W 2 devimwpreid -
File @Open in Excel ﬁ Data = 34 Find
A B c D E | Parameters >
Marketing Budget Plan |é| The following parameters are used in this workbook:

i

2 Last updated: <enter date of last update here> Branding

3

&) Jan Feb Mar

5

6 Personnel

7 Salaries, wages 20

8 Benefits 10

9 Payroll taxes 10

10 Commissions and bonuses

11 Personnel Total $20 $10 $1(

12

13 Market Research

14 Primary research

15 Secondary research 30 10 1«

16 Library management

17 Market Research Total $30 $10 $11

18

19 Marketing Communications =)

* | o e Appl Clear

H 4 ¥ K| Marketing Budget Plan pply ] [
FIGURE 27-3

Although the examples used here are a little trivial, they do demonstrate the power of the Services
application, particularly for workbooks that need to carry out calculations based on input from the
end user.

In addition to working with a workbook in the browser, you can also display the information using
the Excel Services Web Part. This is one of the first steps you can take toward building dashboards
and business intelligence Web Parts. Figure 27-4 shows the same workbook as the previous figure,
this time displayed within the Excel Services Web Part.

Many people use Excel to display and manipulate data held in corporate systems, for example data
cubes in SQL Server 2008. Excel Services and SharePoint have features that enable you to view
workbooks connected to external systems. If you need to do this, you need to work with both

Excel Services and external data connections. Your SharePoint server administrators and database
managers will control access and security for such files on SharePoint. Figure 27-5 shows an Excel
workbook displaying data contained within SQL Server. This is a simple example to demonstrate
the concept. In this case, data is stored on an SQL Server running on the SharePoint system, which
is an unlikely setup in the real world. A real deployment would have more complex requirements for
security and performance.

www.it-ebooks.info


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

Using Your Workbook | 219

Site Actions ~ @  Browse
[ EINiuv F LXLE b
= Ilikelt  Tags &
Notes
Demo | Lesson 25 test Lesson 24 Business Data [+] Fe e
Lesson 24 Groups BCS Lesson 34
Libraries (=] Excel Web Access - Marketing budget plan
Site Pages @Open in Excel -2] Data - éﬁFind
Shared Documents A B & # E E G
Lesson 11 Search 5 o
6 Personnel
L eS0Tz 2 Abnioyal 7 Salaries, wages 20
pages lib 8 Benefits 10 10
Excel 9 Payroll taxes 10 10 =
10 Commissions and bonuses
11 Personnel Total $20 $10 $10 $10 $10
Lists S
Calendar 13 Market Research
Tasks 14 Primary research 10
15 Secondary research 30 10 10 10
Customer External Data 16 Library management
17 Market Research Total $30 $10 $10 $10 $10
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i . 19 Marketing Communications
Team Discussion %
20 Branding
21 Advertising i
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jj All Site Content < | [ 3
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FIGURE 27-4

devimwpreid -

File @Open in Excel .QJData . éﬁFmd
0 Unsupported Features  This workbook may not display as intended. Detail x
M 1D pd First Name §g E-mail Address g Job Title Business Phone §d Home Phogg
2 1 Company A Bedecs Martin Owner (123)555-0100
3 2 Company B Gratacos Solsona Antonio owner (123)555-0100
4 3 CompanyC  Axen Thomas Purchasing Representative (123)555-0100
5 4 CompanyD Lee Christina Purchasing Manager (123)555-0100 =
6 5 CompanyE  O'Donnell Martin Owner (123)555-0100
7 6 Company F  Pérez-Olaeta Francisco Purchasing Manager (123)555-0100
8 7 Company G Xie Ming-Yang Owner (123)555-0100
) 8 CompanyH Andersen Elizabeth Purchasing Representative (123)555-0100 =
10 9 Companyl Mortensen Sven Purchasing Manager (123)555-0100
11 10 CompanyJ  Wacker Roland Purchasing Manager (123)555-0100
12| 11 CompanyK Krschne Peter Purchasing Manager (123)555-0100
13 12 Company L Edwards John Purchasing Manager (123)555-0100
14 13 Company M Ludick Andre Purchasing Representative (123)555-0100
15 14 Company N Grilo Carlos Purchasing Representative (123)555-0100
16 15 Company O Kupkova Helena Purchasing Manager (123)555-0100
17| 16 Company P Goldschmidt Daniel Purchasing Representative (123)555-0100
18 17 CompanyQ Bagel Jean Philippe Owner (123)555-0100
19 18 Company R Autier Miconi Catherine Purchasing Representative (123)555-0100
20 19 Company 5  Eggerer Alexander Accounting Assistant (123)555-0100
1 20 Company T Li George Purchasing Manager (123)555-0100
73 — |71 f‘.nml‘)an\r [} Trnam Rp‘rnﬁrd Accountine Manarer {1231555-0100 : i
4 4 » K| Sheetl Sheet2 Sheet3
FIGURE 27-5

www.it-ebooks.info


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

220 | LESSON 27 CONFIGURING EXCEL SERVICES

You might have noticed the warning in Figure 27-5 about unsupported features within the work-
book. While Excel Services does display many features of the Excel client software, some Excel
functionality remains unsupported. However, rather than not display the workbook, Excel Services
in SharePoint 2010 will try and ignore such features and provide the warning showing in

Figure 27-5. Excel Services does not currently support Visual Basic for Applications code, chart
visual effects supported by the client, and of course you will be unable to create a new workbook
using Excel Services. The following Microsoft blog covers feature support in some detail: http: //

msdn.microsoft.com/en-us/library/ms496823.aspx.

TRY IT

In this Try It exercise, you will do the following:
> Create a new Excel Services application.

Set the global settings.

Define a trusted file location.

View the trusted data providers.

Y VYV VY

Publish an Excel workbook to SharePoint.

Lesson Requirements
To perform this lesson, you need the following:
> Access to SharePoint Central Administration to create the Excel Services application.
> Site collection administration permissions.
> An Excel 2010 workbook (we will create an example for this section).
> A managed account called ExcelServicesAcc.
>

A data connection library called excelconnections which connects to a an SQL Server con-
taining a sample data set.

Step-by-Step

We’ll start by creating a new Excel Services application to set up the environment for the rest of the
example. To continue from SharePoint Central Administration, do the following:

1. Click Manage Service Applications in the Application group.
2. Click the New icon.

3. Select Excel Services Application.

4. Enter Lesson27App as the Excel Services application name.
5

. Enter ExcelServicesAppPool as the new Application Pool name. For this example I created
this as a new managed account.

6.  Select excelservicesacc as the security account for the application pool.
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Figure 27-6 shows the screen at this point in the process.

ervices Application

=___;| Spedfy the name, application pool, and default for this Application.

Lesson27App

Application Pool o .
() Use existing application pool

Choose the Application Pool to use for this Service Application. This

defines the account and credentials that will be used by this web

service.
@) Create new application pool

‘fou can choose an existing application poal or create a new one. Application pool name
Excel ServicesAppPool
Select a security account for this application pool

(@) Predefined

(@ Configurable
dev\excelservicesacc -
Register new managed account

Add to default proxy list

The setting makes this service application available for use by default
for web applications in this farm. Do not check this setting if you wish to
spedfy manually which web applications should use this service
application.

Add this service application's proxy to the farm's default proxy list.

0K ] l Cancel

FIGURE 27-6

7. Click OK to save the changes.

Once the services application has been set up it must be configured. To configure the service do the
following:

1.  Click the Excel Services application you just created, Lesson27App. This will open the
Manage Excel Services Application screen to enable you to configure the service. To continue
and configure the global settings:

2.  Click the Global Settings link which provides options related to the general performance and
security context of the service.

> Security: File access method. How will Excel Services get the actual workbooks from
SharePoint locations? You can choose either Impersonation or Process Account. This
setting has no effect on workbooks that are stored within SharePoint itself. Accept
the default here as you will be accessing workbooks only on SharePoint.

> Connection Encryption: Accept the default, Not Required. If you require encryption
you will have to configure SSL.

> Allow Cross Domain Access: Again, accept the default which prohibits the options.
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3.

The Manage Excel Service Application page displays again. To proceed, add a trusted location in
which to display your Excel workbooks. As a side effect of the following instructions you will be
unable to open Excel Services workbooks on any other location on your server.

1.

oo, wN

N

©

9.

Load Balancing: Accept the default of Workbook URL.

Session Management: Accept the default of 25 sessions per user.

Memory Utilization: Accept the defaults.

Workbook Cache: Accept the default of 40960 MB for your workbook cache.

Y VYV VY Y Y

External Data: Accept the default of 1800 seconds which is the time a connection is
allowed to remain open.

Click OK to save the changes.

Click Trusted File Locations.

Click the default location, http://, and open the drop-down list.
Select Delete to remove this location.

Click OK in response to the warning.

Click the Add Trusted File Location link.

In the Address text box, type or paste the URL to the document library for this example. In
this case, it is http: //dev/sites/Adminbook/Excel/. Please amend the URL to match your
own development server URL.

Accept the default location type, Microsoft SharePoint Foundation.

Click the Trust Child Libraries or Directories checkbox. You will add as trusted locations for
Excel Services all locations below the SharePoint site you enter as the location address.

Accept the remaining defaults and scroll to the end of the screen and click OK to close the
form and save the changes.

Up to this point, you have created and configured the Excel Services application and set up your
trusted locations. You could save a workbook to SharePoint and view it in the browser. Before doing
that, you need to configure the other settings available to you for the service application.

Trusted data connection libraries are libraries in SharePoint in which you can save the connection
files for your external connections. For example, to add a document connection library called excel-
connections, do the following:

1.

R wN

.

o

Click Manage Service Applications in Central Administration.
Click the Excel Services application Lesson27App.

Click Trusted Data Connection Libraries.

Click the Add Trusted Data Connection Library link.

Enter the URL to your data connection library. In this case, it is http: //dev/sites/

Adminbook/excelconnections/.

Click OK to save and close the form.
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You can now view the data connection link in Central Administration. Any existing connections
are also displayed on the page. The final area of configuration for the Excel Services application is
the most technical-sounding: user-defined function assemblies register managed code assemblies
that can be used by spreadsheets which can write customer functions that can be called and used by
Excel Services. In this case, we will not be looking at this area!

So that’s it! Excel Services are configured for the example. Now the big moment has arrived: put-
ting a workbook onto SharePoint and viewing it in the browser. For this final exercise, begin in
Microsoft Excel 2010 and then follow these steps:

1. Click File.

2. Click New.

3.  From the Office.com templates, select Budgets.

4. Double-click Business Budgets to open the folder.

5.  Select the Small Business Expenses Budget template to open the file.

6.  Click the File menu and select Save & Send.

7.  Click Save to SharePoint.

8. Click the link to your site. In this case, the URL is http: //dev/sites/Adminbook/Excel/.

9.  Accept the default file names and click Save.

Figure 27-7 shows the workbook as viewed in the browser.

G (X open in Bcel | [Z)pata v @A Find
A B c ] E F G [ [ F N T [
2 Month » o o L o 2
3 Jan 100.00 200.00 300.00 400.00 500.00 Expense Trends by Month
4 Feb 200.00 200.00 300.00 400.00 50000 || | 0000 o
5 Mar 300.00 200.00 200.00 400.00 500.00
s Apr 400.00 200.00 200.00 400.00 500.00 | | 1.200.00
7 May 500.00 200.00 300.00 400.00 500.00 3
8 Jun 600.00 200.00 300.00 400.00 500.00 || 1.000.00
9 Jul 700.00 200.00 200.00 400.00 500.00 b
10 Aug 800.00 200.00 300.00 400.00 s00.00 || 0%
i1 Sep 900.00 200.00 300.00 400.00 50000 || o000 |
12 Oct 1,000.00 200.00 300.00 400.00 500.00
13 Nov 1,100.00 200.00 300.00 400.00 500.00 || 40000
12 Dec 1,200.00 200.00 200.00 400.00 500.00
15 Total 7,800.00 2,400.00 3,600.00 4,800.00 6,000.00 | 20000
e S NARRHANHNOAMAMNMMNRAN - - -~~~ -
17 -
< T | r
M4 b M| YearTrends | Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Mov | Dec
FIGURE 27-7

Q Please select Lesson 27 on the DV D or visit www .wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Configuring Visio Services

Microsoft Visio 2010 is not available as part of Microsoft Office and must be

purchased separately if you want to use the diagramming tool. Visio Premium or
Professional 2010 enables you to create interactive data-driven diagrams and can also be
used to visualize SharePoint workflows. Integration between SharePoint and Visio 2010
has been improved with the release of the 2010 product versions and SharePoint can now
work directly with Visio using the browser and the Visio Graphics Service. If you are
going to create a workflow, you will eventually need SharePoint Designer, but a picture is
worth a thousand words and Visio is a great tool for visualizing workflows for many non-
SharePoint users.

This lesson provides a broad overview of the Visio service and how you can enable it and
begin to use its features to work with SharePoint and in particular SharePoint Workflows.

THE VISIO GRAPHICS SERVICE

For existing Visio users, the Visio Graphics Service offers a way to expose diagrams in the
browser without having to worry if the user has the client or viewer installed. Figure 28-1
shows a sample Visio 2010 web diagram in a SharePoint document library.

When you simply store a Visio file in SharePoint, it is saved as a web drawing which is the

file that you actually view in the browser. It is rendered using the Visio Graphics Service. In
addition to displaying the web drawings directly in the browser, Visio can also show them
using the Visio Web Part. Figure 28-2 shows this Web Part in action. Web drawings are sup-
ported by Visio Graphics Service and SharePoint 2010, and the end user does not need to have
the Visio client or viewer to see them.
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Many features of Visio are available to you when you view the document in the browser, and work-
ing with the Visio Web Part does give you some control over how the document is presented and the
functionality available. Using the Web Part properties, you can do the following:

>

Y VYV VY

Enable or disable data refresh

Allow the user to open the diagram in Visio
Display page navigation

Show shape information

Show a diagram’s background

Visio Process Repository

A specific document library for storing Visio process documents is available in SharePoint. This library
contains all the standard document library features in SharePoint, and some Visio-specific columns
and content types. The process used to create a Visio Process Repository library is exactly the same as

creating a standard Document Library, and you can give it any meaningful name. Figure 28-3 shows
the document templates available in the document library that can be used to create documents in
Visio 2010.

Library Tools

_] New Document « E-mail a Link j @
*_] Upload Document » G -
Edit View Edit Copies Workflows Ilike Tags &
(L4 Mew Folder Document Properties Properties X = = It Notes
New Open & Check Qut Manage Share & Track Tags and Notes
-
Libraries E  Type Name = Modified Modified By Keywords Version Apr—

Documentation

Process Diagrams

Lists
Tasks

Discussions

Team Discussion

Sites

People and Groups

There are no items to show in this view of the "Process Diagrams" list. To add a new item, click "New".

gk Add new item

m

< |

m »

FIGURE 28-3

The following document templates are available within the Visio library:

>

>

Basic Flowchart (metric)

BPMN Diagram (metric)
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>

>

>

Cross Functional Flowchart (metric)
BPMN Diagram (US Units)

Cross Functional Flowchart (US units)

Selecting a template can open the particular file in Microsoft Visio 2010, and make it ready for you
to begin the design process.

DATA-DRIVEN DIAGRAMS

In addition to static Visio drawings, data-driven drawings are also supported by the
Graphics Service. The following data sources are supported on SharePoint:

>  Excel (the workbook must also be stored in the same site)
> SQL Server tables and views

> SharePoint lists
>

Recent OLE DB/ODBC drivers

Visio Graphics Application

The graphics application is configured within Central Administration under Manage Service
Applications. A limited number of configuration settings are required:

>

Global Setting: Settings that deal with performance, security, and how data connections are
refreshed. Within this category you can set the maximum drawing size allowed, the length of
time a web drawing is cached in memory, and the length of time before the cache is cleared.
In terms of controlling data connections you can set the number of seconds before a data
refresh times out and set an unattended service account for the service.

Trusted Data Providers: Provides a listing of all data providers trusted by default and enables
you to add providers to this list. You will find SQL Server, Oracle, SharePoint Lists, and
Excel Web Services already listed.

As you can see, not many configuration options are available to you at this time, but as you might
guess, more will become available as developments in SharePoint and Visio continue.

SHAREPOINT DESIGNER AND VISIO 2010

Visio 2010 enables you to visualize a SharePoint workflow and take that visualization into
SharePoint designer to add the “smarts” to it. Visio 2010 Premium now contains a set of SharePoint
workflow templates that can be used to create visualizations of workflows. In addition, three sets of
SharePoint-related shapes are available, which you can drag onto the design surface to create work-
flows. Once created, the workflow visualization can be exported from Visio and opened for more
work within SharePoint Designer 2010.
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TRY IT

In this exercise, you will create a new Visio Graphics Service, configure the service, and view a
visual workflow status page in the browser.

Lesson Requirements
To complete this Try It exercise, you need the following:
> Access to SharePoint Central Administration to create the Visio Graphic Application
> Access to a SharePoint site collection

»  Microsoft Visio Premium 2010

Step-by-Step

From within SharePoint Central Administration you are going to create a new Visio Graphics
Service. To continue do the following:

1.  In the Application Management category, click Manage Service Applications.

2. Click New.

3.  Select Visio Graphics Service.

4. Enter Visio Graphics Service Lesson 28 in the Visio Graphics Service Application Name
text box.

5. Enter VisioAppPool in the Application Pool text box Create a New Application Pool.

6.  Select the account to be used for the Application Pool.

7. Click OK to create the service.

8. In the Manage the Visio Graphics Service page, click Global Settings.

The global settings enable you to configure the Visio Graphics Service to your own specific busi-
ness and system requirements, and for the purposes of this example, you can accept the available
default settings. In the real world, the Visio Service global settings are specific to your environment
and infrastructure. The same is true for the trusted data providers. The more common providers are
already listed, and additions to this list will depend on the systems you need to access within your
own environment. The default settings are as follows:

>  Maximum Web Drawing Size: 5 MB.
> Minimum Cache Age: 5 minutes.

>  Maximum Cache Age: 60 minutes.

> Maximum Recalc Duration: 60 seconds.

> External Data: This value is blank by default, but you must set it to access external data.
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After the service has been configured, Visio web drawings can be rendered in the browser from
SharePoint 2010. To continue with the exercise, start Microsoft Visio Premium or Professional
2010. Then, follow these steps to render the drawings:

1.

-
©CVW®WNOoUhAWN

1".

Click File in the Visio menu.

Click the Sample Diagrams icon at the bottom of the screen.
Select the Project Management diagram.

Click Open to open the diagram in Visio.

Click File.

Click Save and Send.

Click Save to SharePoint.

Select your SharePoint site from the Available Sites listing.
Enter Project Management as the filename.

Select Web Drawing from the Save as Type drop-down.
Click Save.

Your diagram opens in the SharePoint document library in the web browser. Figure 28-4 shows the
controls available in the browser view of the Visio drawing.

> Open in Visio link, which enables you to open the drawing for edit directly in Microsoft
Visio 2010.
> Refresh Data Sources link. This enables you refresh the data used by Visio diagrams con-
nected to external data stores for example Excel or SQL Server.
> Drop-down list to choose the page for viewing in multipage documents.
> Slider to increase and decrease the scale of documents in the browser.
> Zoom tool which allows you to quickly zoom the page to fit the available screen resolution.
> Icon to open data shapes data details which can enable you to view the data points associ-
ated with a particular Visio Shape if they are available. For example, a sales image may have
underlying data associated with it, and clicking this icon displays the underlying data.
Visio Web Access »
@ Open in Visio ._'[ Refresh Unfilled lz‘ 50% _'"'“I } &) |':'i Iﬂ
FIGURE 28-4

Please select Lesson 28 on the DVD or visit www.wrox .com/go/sp2010-24 to
view the video that accompanies this lesson.
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Configuring PowerPoint
Services

PowerPoint 2010 has a new feature called Broadcast Slideshow. This feature enables you,
with SharePoint’s and Office Web Apps’ help, to push your Microsoft Office 2010 PowerPoint
presentations out to invited users (50 or fewer simultaneous users for best results) via a
SharePoint 2010 site collection. If you don’t have SharePoint or Office Web Apps, you can still
use this feature with Windows Live ID and Microsoft broadcast servers. It removes the need
for third-party providers when remote access to PowerPoint presentations is required.

POWERPOINT SERVICE APPLICATION

To run the PowerPoint broadcast operation on your own SharePoint servers, you need to
install Office Web Apps. After this software is installed, the PowerPoint Service Application
is started on the SharePoint server. A new site collection template and a default PowerPoint
broadcast site collection are also installed. Figure 29-1 shows the PowerPoint Service
Application configuration screen in SharePoint Central Administration, following an installa-
tion of Office Web Apps. The PowerPoint Service Application configuration enables you to do
the following:

> Specify the File Formats Supported: You can choose the newer PowerPoint file format
of PPTX and/or PowerPoint 97-2003 file format using the PPT extension.

> Broadcast Site: You specify the default PowerPoint broadcast site or create a new
broadcast site collection.

> PowerPoint 97-2003 Presentation Scanning: SharePoint scans older format files for
malicious content. You can disable the behavior in this section.

www.it-ebooks.info


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

232 | LESSON29 CONFIGURING POWERPOINT SERVICES

Martin Reid ~

Central Supported File Formats
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PowerPoint 97-2003 Presentation Scanning
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FIGURE 29-1

When the PowerPoint service application has been configured on SharePoint, you can use
PowerPoint broadcasting. You will use the default server broadcast site or create a specific site
collection to host the broadcast.

TRY IT

In this exercise, you will set up a broadcast site collection and broadcast a PowerPoint slideshow.

Lesson Requirements
To complete this Try It exercise, you need the following;:
> PowerPoint presentation saved as a PPTX file.

> If you do not have Office Web Apps installed, you also need a Windows Live ID (required to
use the Microsoft broadcast service).

> Office Web Apps and a default broadcast site created.

Step-by-Step

To begin the exercise, you need to create a new broadcast site collection from SharePoint Central
Administration. To do this, follow these steps:

1. Click Application Management.

2. Click Create Site Collections.
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3.  Enter a title for the site collection, and name it Lesson 29.

4. Enter a URL: /sites/lesson29.

5. Click the Enterprise tab in Template Selection.

6.  Select PowerPoint Broadcast Site.

7.  Enter your user details as the site collection administrator.

8. Click OK to save the changes and create the broadcast site collection.

Figure 29-2 shows the new site collection in the browser. As you can see, it is slightly different
from other site collections, because its sole purpose is to host PowerPoint broadcasts and not to
store content.

Martin Reid =
Site Actions ~ [l Browse
- ~
F S
Lesson 29 ' N
ILike It Tags
Note|
Home
People and Groups This site enables you to broadcast a slide show by using at least Microsoft PowerPoint 2010. =
To give a presentation by using this site, do the following in PowerPoint: On the Slide Show tab, click
= Broadcast Slide Show, select this site, and then click Create Broadcast. If this site is not in the list of
& Recycle Bin services, add a new service and enter the site address, http://martinreidpc/sites/lesson29.
j_] All Site Content You will receive a temporary link that you can share with others. If they have access to this site, they
can use that link to see a synchronized view of your slide show while you present. ]
Administrators
Add people to the Broadcast Presenters group to give permissions to create broadcasts on this site. Ad
people to the Broadcast Attendees group to give permissions to view broadcasts on this site.
4 ‘ m 3
FIGURE 29-2

Permissions are the same. People and Groups in the site collection provides your users permissions
to create or to attend PowerPoint broadcasts. Three default groups are available:

> Broadcast Administrators: Full control on the site.

> Broadcast Presenters: Broadcast permissions on the site collection; these users can only
add items.

> Broadcast Attendees: Ability to attend PowerPoint broadcasts; read-only permissions.

To continue the exercise, follow these steps:
1. Open Microsoft PowerPoint 2010 (keep the new site collection open).
2. Click File.
3.  Select New.
4. Click Sample Templates.
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Select the Project Status report template.
Click Create.
Return to the File menu.

Click Save and Send.

© 0 NOow

Click Broadcast Slide Show in the Save and Send category.
10.  Click the Broadcast Slide Show icon to open the Broadcast Slide Show dialog.

At this point, the Broadcast Slide Show dialog opens. If you already have a site set up, you
might have to substitute the new site you just created. If this is the first time you have used
this option, proceed as follows:

11.  Click Change Broadcast Service.

12. Click Add a New Service.

13.  Enter the URL of the site collection you just created.
14. Click Add.

15.  Click Start Broadcast.

The service connects to your SharePoint site and provides a URL to use in your invitations to

the broadcast. You can copy the link and paste it into an email, or create an email to invite users
directly from within PowerPoint by clicking Send in Email to open Microsoft Outlook. When you
are ready to begin the broadcast, click the Start Slide Show button. To end the broadcast, you can
click the End Broadcast button below the PowerPoint Ribbon.

Figure 29-3 shows a broadcast in an attendee’s browser before the presentation begins.

If you do not install Office Web Apps, you can still make use of the PowerPoint 2010 broadcast
feature by using a Microsoft server to host the broadcast. You do this by choosing PowerPoint
Broadcast Service in the Broadcast Slide Show dialog. To use this service, you must have a Windows
Live ID. The running of a broadcast and the process of inviting attendees is the same as with using
your own SharePoint server and the Office web apps.
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FIGURE 29-3

Q Please select Lesson 29 on the DV D or visit www .wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Creating Metadata Services

The Metadata Service enables you to tag content with notes, keywords, or brief canned phrases
such as “I like it.” It also enables you to apply ratings to items in lists or libraries according

to a five-star system. And it enables you to create content types that span site collections. (See
Lesson 12 for more details.) Most people associate this service with the ability to create hier-
archies of tags made up of things like sales division names or product line titles and then apply
those tags to categorize data. You can use the data to enable better search and navigation.

This lesson departs slightly from the overall theme of this book. Most of the lessons deal with
administrative elements of SharePoint that do not involve the Central Administration site or
anything that requires farm level access. Because of the nature of the Metadata Service, we are
making an exception for this lesson. SharePoint 2010 is a series of services. If you want to per-
form a search, you activate a service. If you want My Sites, you activate a service. And if you
want to be able to tag your content, you activate the Metadata Service.

With all these services, it is possible to make an individual user an administrator for just one.
Practically speaking, the average business user who is not a SharePoint expert or farm admin-
istrator isn’t going to be put in charge of configuring search or the business intelligence fea-
tures, for example. With the Metadata Service, however, it is generally much more appropriate
for an everyday user to be an administrator. This is because the role of the administrator (and
of some other permission levels as well) is to manage the collection of terms used for tagging
content. This is an activity more suited to the people creating the content than to the IT people
running the SharePoint farm. For this reason, it is not uncommon to see non-IT types with
administrative control of this service.

ACTIVATING THE SERVICE

This is an activity that needs to be performed by a farm-level administrator. We have included
a brief discussion of it here only because if you are a business user or a site collection adminis-
trator you might want to use a Metadata Service. This section tells you what needs to be done
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to make that happen. If you go to the Central Administration main
page you will see a link called Manage Service Applications under
the Application Management heading, as shown in Figure 30-1.

On the following page you can start a new managed Metadata

| ;‘0

Application Management
Manage web applications
Create site collections

| Manage service applications |
Manage content databases

Service by clicking the New toolbar button and selecting the FIGURE 30-1

Managed Metadata Service option. It is possible to create more

than one, so make sure one hasn’t been created already (unless you = =
. i€

want a second one). See Figure 30-2.

You will be asked to name the service when you create it. (Usually

it is named something like Managed Metadata Service.) After it has
been created, you will see it in the list on the right of the screen.
There are usually two items for each service: the service itself and its
connection. In the case of this service, you can click either one and
the Term Store Management Tool page will open.

Make sure the service has been started on the Services on Server

New | Connect Delete Manage Admini

3}. Access Services
3}. Business Data Connectivity Service
3}. Excel Services Application

3}. Managed Metadata Service

2}. PerformancePoint Service Application
2}. PowerPoint Service Application

2}. Search Service Application

3}. Secure Store Service

3}. User Profile Service Application

3}. Visio Graphics Service

3}. Web Analytics Service Application
3}. Word Automation Services

2}. Word Viewing Service

page. This link is located on the Central Administration main page
under the System Settings heading. See Figure 30-3, which shows the
line item on the Services on Server page indicating that the service is
stopped or started.

FIGURE 30-2

l Managed Metadata Web Service Started Stop

FIGURE 30-3

Now the service has been created and you can set up groups, term sets, and terms. Setting these up
will be the focus of the Try It exercise and video lesson. In the next lesson you will see how to use
the metadata on the site.

GROUPS, SETS, AND TERMS

Metadata is organized in terms of groups, term sets, and terms. Here is the difference at each level:

> Groups: This is the highest level of organization for creating a structure for tagging. There
are two levels of permissions for groups: administrator and contributor. Administrators and
contributors in groups have the same privileges, except that administrators can add contribu-
tors to the group. Contributors can only add new term sets. Both administrators and con-
tributors can create new term sets. Think of a term group as a division or department within
a company. Within that department, perhaps there are an administrator and a couple of con-
tributors. They can add new term sets. A term set is used to create a logical category under
which to place terms used to tag documents.

> Term set: This is another abstract layer of organization. These are used for logical group-
ings of actual terms to be used for tagging documents and other items. For example, an HR
department may create a term set for benefit documents. The terms in that set may be words
like “401K,” “paid time off,” “insurance,” and so forth. These terms are then used to tag
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items in the SharePoint portal that relate to these terms. If you find a useful link on company
401K plans, you may tag it with the term “401K.” This makes it easier for other people to
find this article later. Therefore, it is important for people in control of term sets to create a
compelling and comprehensive list of terms for everyday uses such as this. Continuing with
our HR example, imagine the group contributors creating a term set for benefit documents,
another for legal compliance, and a third for company policies. Each term set has an owner
who has full rights to modify that list of terms in that set. It has a contact e-mail for sugges-
tions for items to be added to the term set. Finally, it has a stakeholder list of people who
should be notified if the terms change.

>  Metadata terms: These are the actual terms, arranged in a hierarchy, that will be used in the
application for tagging, search, navigation, and so on. They can be added, deleted, and edited
by term group contributors, admins, and term set owners.

TRY IT

In this exercise, you will create a term group, a term set, and some terms, and you will set some
users with permissions.

Lesson Requirements
To complete this Try It exercise, you need the following:

> A SharePoint site with SharePoint Server and access to the Central Administration applica-
tion on the server.

Hints

This exercise assumes the Metadata Service application has already been created, as detailed earlier.

Step-by-Step
1. Go to the Central Administration page. Click the Manage Service Applications link under the
Application Management heading.

2.  Click the link for the managed metadata service application. The actual name of this link is
the name given to the service when it was created. This opens the Term Store Management
Tool page.

. . . . TAXONOMY TERM STORE
3. On the left side of the screen, the top-level item in the hierar- English =

chy is the name of the service: it will have a “home” icon. By
clicking it you will get a drop-down option to create a new
group. See Figure 30-4.

4 f?) Managed Metadata Service
New Group

> [ Entit

4.  Set the settings for the term group: FIGURE 30-4

> Group Name: The name as it will appear in the User Interface.

> Description: A description to help users understand the purpose of this term set.
> Group Managers: Users who can add term sets and contributors.
>

Contributors: Users who can add term sets.
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Figure 30-5 shows this page and options.

Sample Metadata

Group Name

Type a name for this group as you want it to appear in the Sample Metadata
hierarchy.

Description

Type descriptive text to help users better organize and use term ;I
sets in this group.

Group Managers

Enter user names, group names, or e-mail addresses in order to SPDEMO\administrator;
grant group manager permissions. Separate multiple users with
semicolons. These users wil have contributor permissions and will
also able to add users to the contributor role.
g
Contributors
Enter user names, group names, or e-mail addresses. Separate SPDEMO\administrator;
them with semicolons. These users will have full permissions to edit
terms and term set hierarchies within this group.
g @

FIGURE 30-5

Click on the new term group. The drop-down menu gives you several P

options. You can create a term group, the option we will select. You [ (3 New Term et
can also import a term set from a specially formatted Excel file. Finally, NI s
you can delete a term group. Figure 30-6 shows the drop down inter- Belotc Croun

face. Select the option to add a new term set. A blank text box will
appear with an orange background. Enter the name of the term set
here. Notice the different icon for the term set as well.

FIGURE 30-6

After you name your new term set, the term set options page displays. Figure 30-7 and
Figure 30-8 show the term set user interface.

Term Set Name

Type a new name for this term set as you want it to appear in the |Sample Term Set
hierarchy.

Description

Type descriptive text to help users understand the intended use ;I
of this term set.

[
Owner
Identify the primary user or group of this term set. | SPDEMO\administrator; | 8, [
Contact

Type an e-mail address for term suggestion and feedback. If this |
field is left blank, the suggestion feature will be disabled.

Stakeholders

This information is used to track people and groups in the
organization that should be notified before major changes are
made to the term set. You can enter multiple users or groups.

& m

FIGURE 30-7

www.it-ebooks.info


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

Trylt | 244

7.

Submission Policy

When a term set is dosed, only metadata managers can add terms {+ Closed (" Open
to this term set. When it is open, users can add terms from a

tagging application.

Available for Tagging

Select whether this term set is available to be used by end users I~
for tagging. When the checkbox is unselected, this term set wil

not be visible to most users.

Save Cance!

FIGURE 30-8

Set the options for the term set as follows:

>

>
>
>

\

Term Set Name: The name as it will appear in the User Interface.
Term Set Description: A description of the term set.
Term Set Owner: The user with administrative rights over the term set.

Contact: Enter an e-mail address to which users can send suggestions about content
of the term set.

Stakeholders: Users who should be notified before major changes are made to the
term set.

Submission Policy: When adding metadata columns to lists or libraries, you can assign
an option for users to add terms ad hoc. If you select a closed policy here, that option
is not available at the list/library level and only terms already in the list can be used.

Available for Tagging: If this box is selected, only administrators can use the term set
for tagging.

Click the Save button when finished.

Once you have configured the term set, right click on the term set name

¥ Sample Term Set
Create Term

and choose Create Term from the drop-down menu. This will let you 28 Copy Term Set
create the actual terms used for tagging items in SharePoint. After add- @3 Reuse Terms

ing the first term, you can either use the right click drop-down menu
(Figure 30-9) from the term set each time to add a new term or simply

'ﬁ__-‘; Move Term Set

¥ Delete Term Set

hit enter after each term to automatically begin a new term. Set a few FIGURE 30-9
metadata terms.

You can create terms quickly by typing them and pressing Enter. There is one more drop-
down menu for each individual term as well, offering you the following options:

>

>

Create Term: Add a new term to the term set.
Copy Term: Copy a term to use somewhere else in another term set.

Reuse Terms: This will open a browser of all other terms that you can place into this
term set to avoid retyping.

Merge Terms: This will open a browser of all other terms and allow you to select any
of them, which will be removed from their current locations and be replaced by the
currently highlighted term.
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> Deprecate Term: The term will still be visible, but additional tags may not use it.
>  Move Term: Move the term to another set.
»  Delete Term: Remove the term from the term set.

10. In addition to the drop down menu for each term, other options are available on the main
portion of the page. To access these options, highlight the term in the term set by clicking on
it. The options on the page are shown in Figure 30-10, and defined in the list which follows.

Term 2

Available for Tagging

Select whether this term is available to be used by end users for =2

tagging. When unselected this term will be visible but not enabled

in tagging tools.

Language

Select a language of the labels for the term you would ke to edit. | English ;I

Description

Descriptions will help users know when to use this term, and to ;I
disambiguate amongst similar terms.

Default Label
Enter one label as the default for this language. ITerm 2

Other Labels

Enter synonyms and abbreviations for this term. (You can enter a |.3:|:| new label
word or phrase per line.)

Member Of

Term Set Name Term Set Description Parent Term Source Term Owner
Sample Term Set Sample Term Set ® spdemo’administrator

FIGURE 30-10

> Available for Tagging: When checked, this checkbox makes individual terms avail-
able for tagging by general users. If the box is unchecked, these terms are available
only to administrators.

> Language: Select a language for this term from all language packs that have been
installed on the server.

> Description: Describes the use of the term.

> Default Label: This is the label you set when you initially created the term. You can
modify it here.

>  Other Labels: Synonyms for the term. This is where other names are placed when
you do a merge terms operation. You can also manually set your own synonyms.
Synonyms are useful for anticipating other terms that users may want use to tag
items in the portal which are similar to the term suggested in the term set. You may
think of the term “helpdesk” for example, and add synonyms such as “desktop sup-
port” so that either term is related to the same tag. This helps to avoid redundancy in
terms used for tagging.
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»  Member Of: An informational table that describes where the term is located in the
term set hierarchy and who is the owner of the term set.

@ Please select Lesson 30 on the DVD or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Using Metadata

In Lesson 30 you learned how to create a Metadata Service. In this lesson we will examine the
various places in SharePoint where metadata is useful and how it is used in SharePoint.

> Metadata in Lists: To use metadata and enable tagging of content in a SharePoint list
or library, you can create a Metadata field type as a list column. This is a new column
type in SharePoint 2010. You can assign this column type directly to a list or library or
to a content type that is used in the list or library. Figure 31-1 shows an edit screen for
a list that contains a metadata column.

3 Announcement 1
Authors: Spdemo’\Administrator Date: 5/14/2011

Author http:/fwin-14iaimikrm4/sites/Wrox/Lists/Metadata Annoucnement List/DispForm.aspx?ID=1
Any Author
Spdemo’\Administra... & Announcement 2
Term 2 ...
Authors: Spdemo\Administrator Date: 5/14/2011
Modified Date http:/fwin-14iaimikrma/sites/Wrox/Lists/Metadata Annoucnement List/DispForm.aspx?ID=2

Any Modified Dat Y
Ry uas &4 Announcement 3

Past Week Term:2 ..
Authors: Spdemol\administrator Date: 5/14/2011
http:/fwin-14iaimikrmd/sites/Wrox/Lists/Metadata Annoucnement List/DispForm.aspx?I1D=3
Custom terms

Any Custom terms & Announcement 4
Term 1 ...
Term 1 Authors: Spdemo\Administrator Date: 5/14/2011

Term 2 http://win-14iaimikrm4/sites/Wrox/Lists/Metadata Annoucnement List/DispForm.aspx?ID=4

3 Announcement 5
Term 1 ..
Authors: Spdemo\Administrator Date: 5/14/2011
http:/fwin-14iaimikrm4/sites/Wrox/Lists/Metadata Annoucnement List/DispForm.aspx?ID=5

Refiners to limit
search results
based on tag
column values

FIGURE 31-1
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> Metadata in Search: When you use SharePoint search or FAST search (an upgraded version
of search) in 2010, you will be presented with a series of refiners that can be based on meta-
data fields. In other words, you can limit the results you want to see from the search to only
those items tagged with a metadata value that you select from the list of metadata values
presented. FAST search gives you more advanced refiner functionality than the SharePoint
Enterprise Search product that is part of a Standard or Enterprise License. Refiners are not
included in SharePoint Foundation search. Figure 31-2 shows a list of results from a search
query on an announcement list. On the left-hand side you can see the refiners, which you can
use to limit the results of the search. By selecting one of the refiners, you will further limit the
set of search results to only those items whose properties contain the selected refiner.

Metadata Announcement List - Announcement 2

Save Cancel Paste

Commit Clipboard

a4 oCut
H 8 O;.,

xXh ¥

Delete Attach
Item F

: Spelling
ile -

Actions Spelling

Title *

Body

Expires
Custom terms

Enterprise Keywords

[Announcement 2

| =

Term z;t |

Suggestions
Term 1 [Sample Term Set]

FIGURE 31-2

> Metadata in Navigation: When looking at a list or a view of a list (or library), you can
use metadata values in order to drill down into lists based on the values of metadata
columns. Figure 31-3 shows the navigation options available to a list using values from a
metadata field.
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Wrox » Metadata Announcement List » All items

Wrox Wrox Sub-Site

4 f) | Metadata Announcement List [ @ Tite
B :g Custom terms Announcement 2
Announcement 3
Announcement 4
Announcement 5

Announcement 1

g Add new announcement

Key Filters Applyl Clearl

All Tags

FIGURE 31-3

TRY IT

In this lesson, you will create a new list, and add a metadata column to the list. In addition, you
will see how to use the column to tag a document with keywords. This lesson does not cover the
administrative task of setting up a Metadata Service, which is a prerequisite step discussed in
Chapter 30.

Lesson Requirements

To complete this Try It exercise, you need the following:

» A SharePoint site with SharePoint Server.

Hints

This Try It assumes the Metadata Service application has already been created and some term sets
created, as covered in Lesson 30. It also assumes you can perform some minor tasks such as creating
lists and libraries.
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Step-by-Step

1.

2.

Create a list on a SharePoint site. It can be any type of list. For this example we will use an
announcements list.

In the List Settings for the list, add a column of type Managed Metadata. If you do not see
this type listed, make sure you have started the service and activated the features as demon-
strated in Lesson 30. Once you have selected this column, you will see some options specific
to this field type.

In the Display Format section (see Figure 31-4) you can choose to display the tag alone in the col-
umn or the entire hierarchy and path from the top-level term down to the term you have selected.

Display format Display Value:

The value SE|EChEF| from the = Display term label in the field
term set can be displayed
either as a single value or
with the full hierarchical
path.

" Display the entire path to the term in the field

Example:

Single value - Gity
Full hierarchical path -
Location, Continent,
CountryRegion, Gty

FIGURE 31-4

In the Term Set Settings section (see Figure 31-5) you can select one term set that will be the
basis for the values you can use in this column. The search box allows you to easily find the
terms you need if you are dealing with a large term store with many term sets.

Term Set Settings
se a managed term set:
Enter one or more terms,
separated by semicolons,
and select Find to filter the |
options to only indude those
which contain the desired
values.

|»

4 ﬁi\’) Managed Metadata Service

After finding the term set )

that contains the list of [ L\j Entity Organization
values to display options for 5

this column, dick on a term 4 [ Sample Metadata

to select the first level of

the hierarchy to show in the 4 ,J Sample Term Set

column. All levels below the

term you select will be seen ~ Term 1
when users choose a value. 7 Term 2 —
a L\j Site Collection - win-14iaimikrm4-sites-Wrox -

' Customize your term set:

A custom term set will be available to other users in the site
collection, ho er its terms will not be offered as suggestions in
Enterprise Keywords columns

Description

FIGURE 31-5

You can also customize your term set. This allows you to make a term set on the fly that will
be useable only within the current site collection. Such a term set will not offer suggestions in
other columns based on typing, as term sets with managed keywords do.
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Optionally, opt to allow additions to the term set to be made by letting users add their own
terms if they cannot find the one they need in the list.

Allowing users to add their own terms is useful if you want to be able to capture
the terms people actually use in their day-to-day work, which can differ from the
official terms set by some faraway I'T committee. On the downside, it may lead
to more inconsistent tagging of information, which can frustrate attempts to
create easier navigation and search strategies. Note that according to the options
you chose when creating the term set in the Metadata Service, this option may
not be available for users.

Finally, choose a default tag value for the column. Click OK when finished.

Back at the List Items View page, you can edit an item and add terms to the column you
just created. Notice how it will give you type-ahead suggestions. You can hit the Tab key
at any time, click the suggestions with your mouse, or continue typing to place a value in

the field.

In the list settings you can opt to add an enterprise keyword column to the list. The two
options, as shown in Figure 31-6, enable you to add a field to a list or library to tag content
with keywords, and to report on the use of and display the tags onto a user’s individual
MySite if they are activated.

Add Enterprise Keywords

An enterprise keywords column allows users to enter one or more text values that will be shared
with other users and applications to allow for ease of search and filtering, as well as metadata
consistency and reuse.

Adding an Enterprise Keywords column also provides synchronization between existing legacy

keyword fields and the managed metadata infrastructure. (Document tags will be copied into the
Enterprize Keywords on upload.)

Metadata Publishing

Values added to Managed Metadata and Enterprise Keywords columns can be shared as sodal tags
on My Sites to appear in newsfeeds, profile pages, tag douds, and tag profile pages.

Enterprise Keywords

[T Add an Enterprise Keywords column to this list and enable
Keyword synchronization

Save metadata on this list as social tags

[ Add values in Managed Metadata and Enterprise Keywords
fields to My Site profiles as social tags.

FIGURE 31-6

10.

After selecting this option, edit one of the list items and you will see the keyword field has
been added. The options for this field derive from the Enterprise keyword list that you set
up as part of the Managed Metadata Service. (Refer to lesson 30 for more details on this
feature.)

Optionally, you can select the Metadata Navigation Settings link, shown in Figure 31-7, to
set up the options for this navigation. The list settings page enables you to set up a special
navigation option for your list or library that enables you to filter your view of the list based
on a variety of items such as metadata fields, content types, and choice columns.
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‘Configure Navigation Hierarchies

Auvailable Hierarchy Fields: Selected Hierarchy Fields:
Select from the list of available fields to use them as navigation hierarchies for this list. Selected
felds will appear under this list in the Site Hierarchy tree view. You can expand these fields and Cetamitemes
select one of their values to filter your current view to show only items matching that value, Folders
Fields that are available for use as navigation hierarchies indude columns on this list that are one
of the following types:
- Content Type

- Single-value Choice Field < Remove
- Managed Metadzta Field

Description:
Content Type Id - No Description

FIGURE 31-7

On this same page you can also use manually typed filter values based on selected columns,
as shown in Figure 31-8. The navigation options at the beginning of this lesson (refer to
Figure 31-3) result from the selections you make here on the List Settings page.

Configure Key Filters

Available Key Filter Fields: Selected Key Filter Fields:
Select from the list of available fields to use them as key filters for this list. Selected fields will

appear underneath the Site Hierarchy tree when viewing items in this list. You can use these fields All Tags
to filter your current view to show only items matching that value. Created
Created By
Fields that are available for use as navigation hierarchies include columns on this list that are one Custom terms F
of the following types: Expires
- Content Type Madified

- Choice Field Modinei By, < Remoyve
- Managed Metadata Field

- Person or Group Field

- Date and Time Field

- Number Field

Description:
Content Type Id - No Description

FIGURE 31-8

‘ Please select Lesson 31 on the DV D or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Configuring PerformancePoint
Services

In Lesson 33 you will get an introduction to how PerformancePoint works from a SharePoint
perspective. In this lesson you learn how to set up and configure the PerformancePoint
Services application. At one time PerformancePoint was a distinct product, but with this new
version it is an integral part of SharePoint 2010 and enables you to build highly informative
and interactive Business Intelligence (BI) SharePoint sites.

ACTIVATING BUSINESS INTELLIGENCE FEATURES

Before you can use PerformancePoint there are several configuration steps that must be
completed:

> Set up and configure the Secure Store Service if you haven’t already done so.

> Create the PerformancePoint Services application.

> Start PerformancePoint Services on the application server that will host the service.
> Enable PerformancePoint on your site collection.

You will find that this lesson is mostly “hands-on,” as several stages of the configuration are
easier to understand with a demonstration.

Secure Store and Unattended Service Account

The unattended service account is an Active Directory domain account used by
PerformancePoint to access external data sources such as SQL Server 2008. This account
works in conjunction with the Secure Store Service, which must also be configured in order for
PerformancePoint to use the unattended service account. In fact, if you add an account and the
store is not configured you will be notified that it needs to be set up.
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The Secure Store Service (like the single sign-on service in SharePoint 2007) is used to store cre-
dentials for systems and users. For example, if you log into SharePoint with one account but access
another system using a different account, the second account can be placed into the Secure Store
and matched with your SharePoint credentials. When you require access to the second system from
SharePoint, your Secure Store credentials are used. This gives you the seamless access to external
systems that you had with SharePoint 2007 Single Sign-On. The Secure Store credentials can then be
used to allow external content types to access external data.

When setting up the Secure Store Service in Central Administration you will be required to enter a
passphrase, which is used to create the encryption key for the stored credentials. Once this is done
you can configure a target application, for example an SQL Server that maps the Secure Store
credentials to the external system. When creating a Secure Store Service you are required to provide
the following:

> Name for the Secure Store Service.

> Database details, including authentication method.
> Failover server name (if applicable).

> Application pool details.
>

Name of an existing managed account (you can also create a new account for this service).

PerformancePoint Services Application

Once the Secure Store Service has been created and configured you can then proceed to create the
PerformancePoint Services application and complete the configuration. As part of the configuration
process you will be required to select the Unattended Service Account and associate the application with
the Secure Store Service.

In the Try It example that follows we will look at many of the detailed features required to get
PerformancePoint up and running.

TRY IT

In this exercise you will do the following:
> Create the Secure Store Service application.
Add a passphrase.
Create a target application.
Create a new PerformancePoint application.

Enable the PerformancePoint service for the farm.

Y VYV VY Y Y

Set the unattended service account.
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Y Y VY Y

Set miscellaneous settings.
Associate the new service with a web application.
Enable PerformancePoint on a site collection.

Create a Business intelligence site.

Lesson Requirements

To complete this Try It exercise, you need the following;:

>

>

Access to Central Administration with appropriate permissions to create the required
services.

Site collection administration permissions.

Step-by-Step

To create the Secure Store Service application you need to open SharePoint Central Administration. To
proceed from Central Administration, do the following:

1.

w N

N O ok

ad

10.
1.
12.
13.
14.

Click Manage Service Applications in the Application Management category.
Click New.

Click Secure Store Service.

Enter PerformancePointSecureStore as the Service Application Name.

Accept the default Database Server and Database Name.

Accept the default database authentication of Windows.

Click the Create New Application Pool radio button and enter perpointapppool as the appli-
cation pool name.

Select the account to use for the application pool.

Accept the defaults for audit logs (30 Days and Enabled).

Click OK.

Click OK in response to the dialog box.

Locate the new Secure Store Service application and click to highlight the name.
Click Manage on the ribbon.

Click the Generate New Key icon on the ribbon in response to the onscreen message, before
creating a new Secure Store target application, you must generate a new key for this Secure
Store Service application from the ribbon.
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15.  Enter a passphrase of MARTIN123!%$ (make sure you write this down and store it safely).
The passphrase must be a combination of letters in both uppercase and lowercase, digits, and
symbols or it will be rejected.

16. Reenter the passphrase as confirmation.
17. Click OK to generate the encryption key.

Figure 32-1 shows the Create New Secure Store Service Application form.

vice Application

Flease spedify the settings for the Secure Store Service Application. The settings you spedfy here can be changed later at the Manage Help
Service Applications page.

»

Name Service Application Name —

Enter the name of the Secure Store Service Application. The
name entered here will be used in the list of Service Applications
displayed in the Manage Service Applications page.

PerformancePointSecureStore

Database Database Server

Use of the default database server and datsbase name is MARTINREIDPC\SharePaint

recommended for most cases. Refer to the administrator's guide

for advanced scenarios where specifying database information Database Name E
is required.

Secure_Store_Service_DB_b3bfe3b4-4¢
Use of Windows authentication is strongly recommended. To use
5QL authentication, spedfy the credentials which will be used to
connect to the database.

Database authentication

@ Windows authentication (recommended)

© 0L authentication
Account

Password

Failover Server Failover Database Server
‘You can choose to assodate a database with a spedfic failover

server thatis used in conjuction with SQL Server database

mirroring.

Application Pool

©) Use existing application poal
Choose the Apolication Pool to use for this Service Apolication.

oK ] [ Cancel

FIGURE 32-1

Once the Secure Store Service and encryption key have been created you can proceed to create the
target application and select the authentication method. To continue, follow these steps:

1. Click New.

2. Enter a Target Application ID, such as CompanySQL. This cannot be changed once the
application has been created.

W

Enter a Display Name, for example Company Data.

P

Enter a Contact E-mail address. This is the primary contact for the target application.

5.  Select the target application type using the drop-down. There are two basic options, Group
and Individual. Choose Individual here: this option is for mapping individual user credentials
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N O

©

10.
1.
12.

to distinct credentials on the data. Choose Group when you want to associate a group or
groups with a single credential on the external data. For both Group and Individual you
can choose Restricted or Ticket. Choosing Restricted and Ticket, respectively, allows you to
work with data stores that support claims-based authentication. Choosing neither (selecting
Individual or Group) enables standard authentication communication.

Select the Target Application Page URL: accept the default of Use Default Page.
Click Next.

Enter the name of the Windows user for the SQL Server database.

Enter the Windows password for the user entered in the previous step.

Click Next.

Enter your own credentials as the application administrator.

Click OK.

Figure 32-2 shows the Target Application Settings form.

Site Actions ~ g

Central Administration » Create New Secure Store Target g
2 . Application (
- SharePoint 2010 “PP! o _ N
& Specify the settings for the new Secure Store Target Application. The settings ILi

that you specify here can be changed later at Secure Store Target Application

page.
Central Target Application Settings -
Administration Target Application ID
Application Management ~ The Secure Store Target Application ID CompanySQL

. is a unique identifier. You cannot Display Name
System Settings change this property after you create
o the Target Application. Company Data
Monitoring i
2 Contact E-
Backup and Restore The display name is used for display o 2 m_a'
purposes only. martinreid@here.com
Security &
o The contact e-mail should be a valid e- Target Application Type
Upgrade and Migration mail address of the primary contact for Individual
. this Target Application.

General Application Target Application Page URL
Settings The Target Application page URL can

Configuration Wizards

be used to set the values for the @ Use default page
credential fields for the Target -

B u it
Application by individual users. Sl
The Target Application type determines
whether this application uses a group
mapping or individual mapping.
Ticketing indicates whether tickets are
used for this Target Application. You
cannot change this property after you
create the Target Application.

) None

( Next ][ c

hll

[ 3

FIGURE 32-2

www.it-ebooks.info


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

256 | CHAPTER 32 CONFIGURING PERFORMANCEPOINT SERVICES

Once we have the Secure Store and target application created we can proceed to create the service
application itself. To create the service application from within Central Administration, do the
following:

1.  Click Manage Service Applications in the Application Management group.
2. Click New.

3.  Click PerformancePoint Service Application.

4. Type Lesson 32 PerformancePoint as the name.

5

. Check the box entitled Add This Service Application’s Proxy to the Farm’s Default Proxy
List. This will associate the service with existing web applications. If you do not check this
box you will be required to manually associate the service with specific web applications.

6. Enter PerformPointApppool as the application pool name.
7.  Select the managed account for the application pool using the drop-down.
8. Click Create.

Now that the PerformancePoint Services application has been created it must be configured. To
proceed:

1. Click the service application name, Lesson 32 PerformancePoint.
2. Click PerformancePoint Services Application Settings.

3.  Enter the domain user name and password for the Unattended Service account for the service
application.

4.  Accept the remaining defaults for the following options:
> Cache

Data Sources

Filters

Select Measure Control

Show Details

Y VYV VY Y Y

Decomposition Tree

5. Click OK.

Figure 32-3 shows the initial section of the PerformancePoint Settings form at this stage in
the process.

You can now specify the trusted locations used by SharePoint to store data sources. These trusted
locations can be every site within SharePoint, or you can choose to allow only particular sites. To
configure this setting click Trusted Data Source Locations. If you select Specific Locations the screen
will refresh and you can then enter the URLs of your preferred sites. The default is All SharePoint
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Locations, which may not be appropriate for your circumstances. For this example accept the
default of All SharePoint Locations.

Site Actions ~ g

Settings

Configuration Wizards

SOUrces.

Comments

Users who have appropriate
permissions can annotate
scorecard cells {in
Dashboard Designer and on
a deployed SharePoint site).
Multiple comments can be
made per annotation.

Cache

Temporarily storing
Franan:

cnthiarracead itame

Password:

[¥] Enable comments
Maximum number of annotated cells per scorecard:
1000 cells

[ Delete Comments by Date... ]

KPI icon cache:
10 seconds

|

m

2 . Central Administration » PerformancePoint Service Application (4
& SharePoint 2010 : PR 7 7
Settings Iliket  Tags &
Notes
Central
Administration OK ] I Cancel A
Application Management 1
System Settings
Monitoring Secure Store and
Unattended Service i FemEras
Bockup sod Ressors i Secure Store Service Appllc?otlon.
Security Configure the Secure Store T
Service which is used to Unattended S A e
Upgrade and Migration store the Unattended e EN‘CE_ sealliLE |
. Service Account used for User Name: (Domain‘\Username)
General Application authenticating with data | g @

FIGURE 32-3

Trusted Content Locations

The options for trusted locations for your PerformancePoint content are the same as for SharePoint
data sources: all SharePoint locations or specific SharePoint sites. For this example follow these steps:

1. Click Only Specific Locations.
2. Click Apply.

3. Click Add Trusted Content Location.
4

. Enter the full URL of your SharePoint site collection. This should be the URL of the site col-
lection home and not of an individual document library.

o un
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Now that you have configured the PerformancePoint Services application you are required to enable
the PerformancePoint features on your site collection. To continue from the home page of your site
collection do the following:

1.
2.
3.
4.

5.
6.

Click Site Actions.
Click Site Settings.
Click Site Collection Features.

Click the Activate button for PerformancePoint Services Site Collection Features. This will
also activate the publishing infrastructure if it is not already activated.

Return to the settings page and click Manage Site Features.

Click the Activate button for PerformancePoint Services Site Features.

At this point you are ready to create your first BI SharePoint site and make use of its
PerformancePoint features. From the home page of your site collection do the following:

1.

N O Ok WwN

Click Site Actions.

Click New Site.

Click Data.

Click Business Intelligence Center.
Enter My BI Site as the title.
Enter BlSite as the URL.

Click Create.

Lesson 33 continues with this example and focuses on using the features of PerformancePoint.

@ Please select Lesson 32 on the DVD or visit www.wrox .com/go/sp2010-24 to

view the video that accompanies this lesson.
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Creating a PerformancePoint Site

With SharePoint 2007, PerformancePoint was a distinct product used to provide business intel-
ligence (BI) features and reporting dashboards. PerformancePoint is now an integral feature of
SharePoint 2010 and is built into the product as a service application. The PerformancePoint
service application is configured at the server level and can be consumed by site collections.
Your SharePoint administrative team will need to configure the service application for you, as
there are several levels of settings that must be specified before it is functional.

Bl SITES AND FEATURES

Given the breadth of PerformancePoint and BI tools in general, one lesson can only skim

the surface. This lesson shows you how to use the PerformancePoint template, activate
PerformancePoint features, and create a basic dashboard using the design tools. Each of these
topics could make up a book on its own and a lot of what you will do with PerformancePoint
depends on your business need. This lesson looks at a new site collection based on the BI tem-
plate. Figure 33-1 shows a BI site.

To use PerformancePoint you create a business intelligence site collection using Central
Administration, create a BI site from the homepage of a site collection that has the
PerformancePoint features activated, or activate the features for an existing team site.

For an existing site, you first activate the publishing infrastructure and then activate
PerformancePoint features at the site-collection level. You can then activate PerformancePoint
features at the individual site level. If you already have PerformancePoint data from SharePoint
2007, it can be imported into the SharePoint 2010 version using the tools provided as part of
the PerformancePoint Service Application in Central Administration.

The PerformancePoint site shown in Figure 33-1 shows many of the features of Bl in
SharePoint and contains multiple links to help you get started. It also includes tips and
instructions to help you build BI sites based on PerformancePoint. Areas of the screen are
dynamic and if you move the mouse over the text “Monitor Key Performance” they will
change, displaying additional information about the chosen topic. Notice the link on the
homepage to View SharePoint Samples, which, if clicked, will open a new page to demon-
strate some of the features in PerformancePoint. The examples are shown in Figure 33-2.

www.it-ebooks.info


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

260 | LESSON 33 CREATING A PERFORMANCEPOINT SITE

= [ E [t |
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[ http://dev/sites/lesson33/bisite/Pages/Default.aspx
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FIGURE 33-1
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In this case, a status list and SharePoint chart are displayed. Several other examples are included in
the site, including Excel Services demonstrations; you will also find links to useful websites for more
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information. The BI site contains several objects used by SharePoint that are not usually available in
a standard team site, including libraries for the following:

> PerformancePoint Content: PerformancePoint items, including scorecards, KPIs, reports,
filters, indicators, and dashboards.

Sample Indicators: Some sample indicator data for the site.

Dashboards: Web Part pages, Web Part pages with status lists and PerformancePoint-
deployed dashboards.

> Data Connections: Connections used by PerformancePoint to access external data.

One of the other major changes from team Sites, you will find when using the PerformancePoint

site template, is the Dashboard Designer. Figure 33-3 shows the Designer when opened. The
Designer is, as you probably have already guessed, used to build dashboards. It is available in your
PerformancePoint site. This is a powerful tool and it enables you to gather data from various sources
to build BI dashboards and publish them to your SharePoint site. Using the Dashboard Designer,
you can connect and return data from the following:

SQL Server database tables
Analysis Services
Excel Services

Data imported from Excel workbooks

Y Y VY VY Y

SharePoint lists

This gives you a wide range of information to choose from when working with BI and
PerformancePoint in your site.

A basic component of a PerformancePoint site is the status list. An example status indicator list is
provided with the site template. A sample status indicators list enables you to set a goal and measure
your progress toward it. A set of icons is used to highlight targets and issues, for example, targets
that are not currently being met. At this stage, you can simply enter the information manually. For
example, you can set a goal for travel expenses in a department of $500 per month. You can then
manually enter a monthly value of $600. The status indicator list reflects this by using a “danger”
icon to show that you are over budget. Of course, at another level, this data can be pulled out of

a financial system and automatically populate your list. Figure 33-4 shows the travel expenses
example in a status indicator list. You can see that the value for expenses exceeds the goal; this is
indicated by the red diamond-shaped icon.

The status list can also be populated from values held within another SharePoint list, which can be
centrally maintained or created using the Dashboard Designer. You do of course need permissions to
use different aspects of the Dashboard Designer. The following permissions are required:

> To open the Designer: Any authenticated user can open the designer.
> To create dashboard items: Contribute permissions are required.

>  To view and use dashboard items: Read permissions are required.
>

To add or edit permissions: Full control permissions are required.

www.it-ebooks.info


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

262 | LESSON 33 CREATING A PERFORMANCEPOINT SITE

m‘,‘ Untitled - Dashboard Designer _ = x
\
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| — = - L=
Pas_te! 53 Copy agg 1} Remove o Permissions il validate Item =
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FIGURE 33-3
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FIGURE 33-4

Keep in mind that if you access external data sources, you need at least read permissions on those
sources. These are in addition to whatever permissions you have in SharePoint.
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Running the Dashboard Designer requires only a simple button click within the BI site and it is
downloaded and opened, ready for you to start. The Designer can also be opened to add specific
content to PerformancePoint lists using the list Ribbon. If you take this approach, the following
items can be added once the Designer opens:

>

Y VYV VY Y Y

PerformancePoint KPI
PerformancePoint Score Card
PerformancePoint Indicator
PerformancePoint Report
PerformancePoint Filter

PerformancePoint Dashboard

After the Designer is open, you can begin to add data sources and other objects to your site and
amaze your users with interactive dashboards.

Microsoft’s website technet .microsoft .com provides you with more informa-
tion on PerformancePoint, SharePoint, and instructions for their use.

TRY IT

In this exercise, you will do the following:

>

>
>
>

Activate the publishing infrastructure at the site collection level.
Activate the PerformancePoint features on a standard team site.
Create a business intelligence site.

Open the Dashboard Designer and add a data connection to SQL Server and an Excel
Services workbook stored in SharePoint.

Lesson Requirements

To complete this Try It exercise, you need the following:

>

A sample data set in SQL Server. You can download sample SQL Server 2008 data from
codeplex.com if you would like to create the same data connection used in this example.

A new team site collection in which to enable the various features.

A workbook stored in a SharePoint document library.

www.it-ebooks.info


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

264 | LESSON 33 CREATING A PERFORMANCEPOINT SITE

Step-by-Step

To start, you activate the PerformancePoint features on a SharePoint team site. To proceed from
within a team site, do the following:

1.
2.
3.
4

5.

6.
7.

Click Site Actions.
Click Site Settings.
Click Site Collection Features within the site collection administration group.

Scroll down through the Features screen and click the Activate button for the SharePoint
Server publishing infrastructure.

Scroll down through the Features screen and click the Activate button for the
PerformancePoint Services site collection features.

Return to Site Settings and click Manage Site Features under the Site Actions category.

Click Activate for the PerformancePoint Services site features.

You configured the SharePoint environment to support PerformancePoint features and sites. To con-
tinue with the process, do the following;:

8.

9.
10.
1".
12.
13.
14.

Click Site Actions.

Click New Site.

In the Data category select Data.

Click the Business Intelligence Center to select it.
Enter Business Intelligence as the title.

Enter bisite as the URL.

Click Create.

The BI site should open. Figure 33-5 shows the new site open in the browser. Click around to exam-
ine the various examples and tutorial links available in the new site.

You can also open the Dashboard Designer to begin learning how this additional tool works. To
continue and open the Designer, do the following:

1.

N O Uk WwN

Click Monitor Key Performance.

Click the Start Using PerformancePoint Service link that appears.

Click the Run Dashboard Designer button to download and open the Designer.
In the Designer windows, right-click Data Connections.

Select New Data Source from the menu.

Select SQL Server Table.

Click OK.

www.it-ebooks.info


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

Trylt | 265

Figure 33-6 shows the new window that opens to enable you to configure the SQL Server

connection.
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FIGURE 33-6
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©

10.
1".

Enter the name of your SQL Server into the Server text box.
Using the Database drop-down, select the database required.
Using the Table drop-down, select the table you require from the list presented.

Click the Properties tab and enter a name for your connection. In this case, as [ am using the
AdventureWorks example database, I entered AdventureWorksDW. You can download the
database from codeplex.com.

At this point you have seen how to enable PerformancePoint on an existing team site, open the
Dashboard Designer, and create a connection to SQL Server.

As I said at the start of this lesson, PerformancePoint is a topic for a book of
its own, and it is impossible to cover in any detail bere. For further informa-
tion on this complex tool and to continue your training with BI, I recommend
SharePoint 2010 Business Intelligence 24-Hour Trainer by Adam Jorgensen,
Mark Stacey, Devin Knight, Patrick LeBlanc, and Brad Schacht, also published
by Wiley.

@ Please select Lesson 33 on the DVD or visit www.wrox.com/go/sp2010-24 to

view the video that accompanies this lesson.
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Creating a Business
Connectivity Service

The Business Connectivity Service (BCS) is one of the features in SharePoint that can take
business-centric data out of the hands of the IT professional and put it into the hands of the
user. BCS enables you to connect to business data stores, for example SQL Server and Oracle
databases, in a secure manner. For the first time, SharePoint 2010 puts features in the reach of
non-IT users through the external content type.

BCS is a server-level service that needs to be made available on your SharePoint farm by being
enabled and configured by your SharePoint Administrators. It is normally set up and config-
ured by a server administrator and it provides all the services required to connect with and
use line-of-business data. A similar service was available with SharePoint 2007 but was com-
plex and confusing to use and normally required a programmer to make any sense of it at all.
Several third-party tools became available to simplify its use but with SharePoint 2010, these
are no longer needed. If you find you are unable to use external content types, notify your
SharePoint administrator to ensure that BCS has been enabled on the farm.

EXTERNAL CONTENT TYPES

External content types (ECTs) are used to work with and expose data held outside the
SharePoint system, such as SQL Server or Microsoft Access 2010 data stores. An external
list enables you to expose that data within SharePoint. For this lesson, you work with both
SharePoint Designer 2010 and a team site. SharePoint Designer 2010 is required to create the
ECTs and for the examples in this lesson, data held within an SQL Server 2008 database
system is used. External lists are discussed in Lesson 35, where we extend the example ECT
used here.

ECTs are likely to be provided for you by your SharePoint administrators, and you can use
them to expose company data in team sites as SharePoint lists. If you are using another
data source, such as a SQL Server database, remember to change the options to suit your
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information. However, you as a site collection administrator may be required to create your own
ECTs, and even if that’s not the case, an understanding of how they are constructed can prove useful.

ECTs are created and managed using SharePoint Designer 2010. It’s a tool that creates dread for
administrators, as in the hands of a user it can create chaos in SharePoint. SharePoint Designer 2010
is available as a free download from the Microsoft Download Center located at Microsoft.com.

ECTs are a powerful feature of SharePoint 2010, and in this lesson, we take only an introductory
look at their configuration. It is possible to connect ECTs based on relationships in the database.

A basic understanding of databases, particularly of how relationships are created and enforced, is
required. For example, provided access to data held in a corporate database, you could display a list
of customers and, when a customer name is clicked, show the orders he or she has placed. You set
all of this up within a secure SharePoint site and build using SharePoint Designer 2010, including
help from its configuration wizards. The one major drawback to the use of Designer in this scenario
is that if two or more tables are required for the relationship then it is not supported, and Visual
Studio 2010 is required. In the preceding example, if you wanted to display product data in addition
to orders you would need to use Visual Studio 2010 to create the associations. In database-speak
this particular relationship is normally referred to as many-to-many relationships.

TRY IT

In this exercise, you use SharePoint Designer 2010 to create the external content type connected to a
Microsoft SQL Server database.

Lesson Requirements
To complete this Try It exercise, you need the following;:
> SharePoint Designer 2010.

> Access to your site collection enabled for SharePoint Designer 2010.

> A SQL Server database containing at a minimum a Customer table. I simply copied the table
from the Northwind Microsoft Access 2010 example database.

»  SharePoint team site.
Hint

If you have access to an instance of SQL Server, in either a test or a development environment,
you can create a simple database quickly by upsizing the Northwind Access 2010 database to
SQL Server. In the following exercise, that’s exactly the tool used to move the Access Northwind
Customer table to SQL Server.

Step-by-Step
To begin the process you will need to use Microsoft SharePoint Designer 2010.
1. Open SharePoint Designer 2010.
2. Click Open Site.
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Enter the URL to your team site.
Click Open.

If you have not used Designer before you can carry out a quick search for SharePoint
Designer 2010 tutorials to reach the designer portal containing tutorials and overviews of
the software.

Figure 34-1 shows the initial screen of Designer. If ECTs are already available in your site
collection, they will be displayed in SharePoint Designer when you click External Content
Types in the Navigation tab.
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5. Click External Content Types in the site navigation. If ECTs are already defined, SharePoint

6.

Designer will return them from the BCS as defined on the server.

On the Ribbon, click External Content Type to open the configuration page. Figure 34-2
shows the ECT design window.

You must set multiple configuration settings when defining the ECT. This section assumes you are
using an SQL Server customer table. If you are not, please adjust the lesson instructions to match
your server and database names. The configuration settings available include:

>

Name: Click the Name hyperlink and enter a name for the new ECT. In this case, use
Customers.
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> Display Name: Enter Customers as the Display Name by clicking the hyperlink Display
Name.
> Identifiers: These are used to uniquely identify items returned by the ECT. For this example,
they are not required.
> Office Item Type: This drop-down list enables you to select how your ECT will interact with
offline clients, for example Microsoft Outlook 2010 and SharePoint Workspace. For this
example, accept the default of generic list. However, you can map your ECT to an Outlook
appointment, contact, task, or post.
> Offline Sync for External List: Enables you to synchronize the list with offline clients. The
default is enabled; leave it there for this example. If you disable it you will be unable to sync
the list with Outlook or SharePoint Workspace. The ability to take line-of-business data
offline and sync later is a powerful feature of external content types.
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Views Connection Properties Operation Field Lists & Forms Profile Page
Navigation ./ [E] Mew external content type * j N x
Site Objects ~ + = ﬁLessun 34 p External Content Types b New external content type b l”;:]
7 Lesson34 = : 7 i | =
t] T E se this page to view and manage settings for this external content type.
Q/) Workflows
HEl T External Content Type Information “ Permissions “
[&] site Assets - - -
E e Key information about this external content type. Permissions for this external content type.
I:l Site Columns Mame MNew external content type Mame Permissions
\_:l External Content Types Display Name Mew external content type
[ Data sources Mamespace http://dev/sites/ect el ~
|E8 Master Pages Version 1000 - - -
$ Sl G Identifiers There are no identifiers defined. View and navigate to external lists bound to this external con...
&, Subsites MRS o 1 El Name URL 3
E3 Al Files Offline Sync for external list | Epapled El
External Content Types A~ External System Click here to discover external ... Fields )
Alist of the fields that were defined in the operations of this ...
External Content Type Operations -~
Field Name Type
Use this part to manage the operations of this external conte...
| A e S e o / i You cannot save this external content type without
view. ¢/ s % defining at least one operation, Start with creating a
‘Read Item’ operation from the Operations Design
View. The external content type must have a ‘Read Item’
and a 'Read List’ operation to create an external list.
Name Type Data Source Object Ti
Click here to discover external data sources and define operat... -
4| 1 2
8 |
FIGURE 34-2

At this point, you have set up some of the minor features of the content type. Next, you need to

either

connect it to an existing data source or create a new data source to a corporate system, for

example SQL Server databases. You will do one or the other depending on the permissions you have
for such systems and how the BCS application is made available to you. For this example, assume
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you have access to the data held on SQL Server and can go ahead and create the data source to
return the required information. To create a new connection, proceed as follows:

External Content Type Operations: This area will enable you to reus

e an existing data source, create

a new data source, and define how the user will interact with the data set returned. You can define
standard data operations using the ECT, add, edit, delete, and of course read. Click the hyperlink
Click Here to Discover External Data Sources and Define Operations. This will open the Operations

Designer shown in Figure 34-3. The main options in the designer are

-

as follows:

External Content Types

Property Value
There are no items to show in this

view.

Bl c b ot [~ http://dev/sites/ECT - Microsoft SharePoint Designer ‘ = | = é]
External Content Types & e
2 4 . S — —
® @A
Create Lists G Create
& Form List Profile Page
Views Connection Properties Operation Field Lists & Forms Profile Page
Navigation < | / [E customers = ) X
Site Objects - +- = ﬁ Lesson34 p External Content Types b Customers b Operation Designer
fa} Lesson34
= 5 M Use this page to manage connections to external data sources and the operations for this external content type. Add a connection
ﬁ Hehs qot Licnies T right-click on tables, views, stored procedures or methods in the data source explorer to add new operations.
E/, ‘Workflows
[y Site Pages .
G Site Assets £, Add Connection ¥ Remove Conl | Refresh All External Content Type Operations
E T T SenrchExteinal DalaSoaites @E@ Use this part to manage the operations of this external con
D Site Columns 7. You cannot save this external content type without
Data Source Explorer | Search Results /&% defining at least one operation. Start with creating|
[5] Bxemal Content Types ‘Read ltem' operation from the Operations Design
() Data Sources View. The external content type must have a ‘Read
= and a 'Read List' operation to create an external lis
EX _Ei b Mame Type Data Source Ol
ﬁ S There are no operations defined for this external content
L= Subsites
3 Al Files

i,

. 2 ‘
FIGURE 34-3
> Add Connection: This button enables you to create a new connection to a data store.
> Refresh All: Refreshes all existing data connections.
>  Remove Connection: Deletes the selected connection.
> Data Source Explorer: This tab displays existing connections that can be used when available.
> Search Results: This tab displays the results of data source searches.
>

External Content Type Operations: Displays the allowed operations (read, write, update,

delete) for the ECT which you have created, or will display operations set on an already
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existing ECT. Note that initially it will contain a warning message that you must define at
least one operation, which will be a read operation.

Define a data source by following these steps:

=

oo s wN

N

Click the Add Connection button.

Select SQL Server from the External Data Source Type Connection drop-down list.
Click OK.

Enter the name of your SQL Server instance into the Database Server text box.
Enter the database name into the Database Name text box.

Accept the default security account. Connect with the user’s identity.

Click OK to validate the accounts and create the connection to your database.

Figure 34-4 shows the Data Source Explorer tab after a valid connection has been added to
the ECT.

10.

1".
12.

Diata Source Explorer | Search Results

2] MorthwindSQL

Property Value

FIGURE 34-4

To view the tables and views in the connection, click the plus symbol beside the data-
base name. This expands the view to display tables, views, and routines.

Expand the Tables sub-folder by clicking its plus symbol. In this case I have a single
table called Customers. If you have multiple tables they will be shown in the Designer
window.

Expand the Columns item by clicking the plus symbol. This will display the individual
columns available within the database table.

Click on the table named Customers.

Right-click Customers to open the Operations shortcut menu. This menu is used to
define the database operations that are allowed on the Customers table. For this
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example you are going to allow all operations (read, add, edit, and delete records) on
the external content type. Figure 34-5 shows the menu for the Customers table.

Data Source Explorer | search Results |
B[] NorthwindsQL
E [i5 Tables
HE] Custoras=
ECg Views Create All Operations
E [ Routines Mew Read ltem Operation
Mew Read List Operation
Mew Create Operation
Mew Update Operation
Mew Delete Operation
piieiy Mew Association
Refresh
FIGURE 34-5

13. Select Create All Operations from the shortcut menu to open the wizard, which will
walk you through the process of creating an operation.

14. Click Next on the first page of the wizard.

15. Deselect all fields other than ID, Company, LastName, FirstName, and EmailAddress.
For this example, you do not need all fields available in the Customers table.

16. Click Next.

17. We do not require a filter, so simply click Finish to move ahead. However, it is worth
remembering that when you are working with large data sets a filter may be required to
restrict the number of records retrieved from the database to SharePoint.

18. Select File = Save All to save all changes, including the new content type.

In Lesson 335, you use the external content type to display data within SharePoint.

@ Please select Lesson 34 on the DV D or visit www .wrox .com/go/sp2010-24 to
view the video that accompanies this lesson.
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Creating an External List

In Lesson 34 we looked at creating an external content type that connected to an SQL Server
customer table and returned a small set of data. In this lesson we are going to expose that data
within SharePoint as a list and have a look at creating a custom Web Part page, again exposing
the data to users. Creating the external list is perhaps one of the easier exercises you will do in
this book.

This ability to allow users access to external content within SharePoint cannot be underes-
timated, as among other advantages it gives you a way to expose data held outside the main
SharePoint system. In this way some of the pressure is removed from IT staff to provide
information from central systems. Many users welcome such access and with this release of
SharePoint and SharePoint Designer 2010 it is now possible for such access to be given in a
secure controlled way.

There are currently a couple of limitations when using External Lists in SharePoint including:
1.  Workflows cannot be associated with the External List.
2. No versioning or version history exists for list items.
3. Users cannot export list data to client programs, including Excel.
4. Unable to add attachments to list items.
5. Dataview features are not available.
This appearance of external data as a standard Sharepoint list can be confusing to users who
expect the full range of list functionality to be available. Perhaps the best way to view the

External List is as a version one technology whose use and integration with SharePoint will
improve over time.
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TRY IT

In this exercise you are going to do the following:
> Create an external list.
> Configure the list to use external data.
> View the list in the browser.
>

Modify the list data.

Lesson Requirements
To complete this Try It exercise, you need the following;:

> An external content type called Customers, as was created in Lesson 34.

Step-by-Step

To create an external list and configure it to expose SQL Server data, do the following from within a
SharePoint team site:

1.  Click Site Actions.

2. Click More Options.

3.  Click the Data category.

4. Click External List.

5.  Click Create.

6. Enter Customer External Data as the name.

7.  In the Description field enter Data from external SQL Server.

8.  Accept the default navigation, Display This List on the Quick Launch? (This option is set to

Yes.)

9. In the Data Source Configuration section click the second data source icon, which is high-
lighted in Figure 35-1.

10. The External Data Type Picker will open, enabling you to search for or select external con-
tent types. Select the content type created in Lesson 34 and click OK.

11.  Click Create to save the configuration and create the external list. The list will open within
SharePoint, as shown in Figure 35-2.
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0 http:/

% & snagit E =

Site Actions ~ g

i i S Display this list on the Quick =
Discussions Launch?
Team Discussion Yes # No
.z Recyele i Data source configuration
j All Site Content Choo_se the External Content Type to use as the data source for External Content Type
this list. | E EL
Create ] [ Cancel ]
e m | »
g
FIGURE 35-1
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View View - View [} Current Page Export » List » -
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FIGURE 35-2
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As you can see, from the site perspective the list simply looks like any other SharePoint list. For most
situations you can treat it as such. Operations available of the list and its data such as editing items
will depend on the operations configured when the external content type was created in SharePoint
Designer 2010.

Working directly with the data in the external list is just like working with a standard list. For
example, to edit a list item do the following:

1. Select the first record in the external list.
2.  Select the record by checking the Selector checkbox.
3. Click Edit Item on the ribbon. The standard SharePoint Edit Item form will open.
4. Make a change to the item and click the Save button.
You have just edited a database record and saved it back to the database via the external content

type and list. Depending on the permissions you have you should be able to carry out any of the
standard functions on the external list and write those changes back to the database system.

Recall that in Lesson 34 you disabled the ability to connect this data to offline clients such as
Outlook, by setting the external content type to be a generic list. Figure 35-3 shows the error that
appears when you try to connect the list to Outlook using the SharePoint ribbon. You would get a
similar message if you attempted to connect to the list using SharePoint Workspace 2010.

0 Error

This list canneot be connected to Cutlock because the underlying External
Content Type d pport thi ior. This behavior can be enabled
by an administrator o designer onfiguring the External Content
Type with mappings to a supported Office Item type in SharePoint Designer.

Troubleshoot issues with Microsoft SharePeint Foundation.
Correlation ID: ba3bd38e-7e9c-44e5-3ad9-9688a07b60c5

Date and Time: 5/1/2011 9:03:40 PM

+ Go back to site

FIGURE 35-3

External content types can also be used within the BDC Web Parts available in your site. To see how
this works you must first create a new Web Part page. To continue:

1. Click Site Actions.
. Click More Options.
Click the Page link.

Click the Web Part Page icon in the page types.
Click Create.

O U A WN

Enter ECT as the page name.
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7.  Select the default layout template for the page: a header, a footer, and three columns.

8.  Accept the default save location, the Site Assets library.

9. Click Create. You will be returned to the Web Part page in edit mode.

Click the Add a Web Part link in the middle column.

Click Business Data in the Web Part Category section.

Click the Business Data list in the list of available of Web Parts in this category.
Click the Add button to add the selected Web Part to the page.

Click the Open the Tool Pane link in the Web Part. This will open the tools used to configure
this Web Part. Figure 35-4 shows the screen at this point.

Page Tools Web Part Tools
Site Actions ~ ¥  Browse nse
= Versions ) =1 [
B ¢ e (=2 B © & & <
z $PEI’I’I’IISSIOI’15 et L !
Stop Editing Edit E-maila Alert Approve Reject Workflows Edit Mobile Make Title Bar
= Properties « )( Delete Page Link e - Page - Homepage Properties
Edit Manage Share & Track Approval Workflow Page Actions
4 Business Data List =
Header
Business Data List
Add a Web Part Type b,
| &
View
[=]
Left Column Middle Column Right Column
Display toolbar
Add a Add a Web Part Add a
\‘.erb \‘.IrEb == e oo et L A%
4| 1 r
FIGURE 35-4
15.  Click the Select External Content Type icon in the Tool pane, next to the Type text box.
16. In the External Type Picker select the External Content Type created in Lesson 34.
17. Click OK.
18. At the bottom of the Tool pane click OK to save the changes and view the data within the

Web Part.

This simple process gives you a quick convenient way to display corporate data using either a stan-
dard SharePoint list or Web Parts. If you are using multiple external content types with associations
between them, Web Parts are the way to go.

Please select Lesson 35 on the DV D or visit www .wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Using the Form Template Library

Many Microsoft Office users know about Microsoft’s InfoPath product, but few

know what it can actually be used to do. InfoPath is a tool that can be used to create
electronic forms. Forms can be simple, such as a company feedback form on a website, or
more complex, such as a form that is connected to and displays information from a
corporate database. Every InfoPath form starts as an InfoPath template that is used to cre-
ate the form you eventually use. The template is then published to SharePoint forms
libraries for use.

The form library gives you a place to publish forms; using InfoPath Forms Services, users can
work with forms in a browser without needing the InfoPath client application. If a user does
have InfoPath installed, the form opens in the client.

InfoPath can also be used to customize SharePoint list forms. Figure 36-1 shows a SharePoint
tasks form that has been slightly customized with InfoPath Designer 2010.

Default SharePoint list forms can also be customized in InfoPath without the use of SharePoint
Designer. InfoPath is sprinkled throughout SharePoint before you even get to use it to build
electronic forms for your users. One of the benefits of using InfoPath for forms is that control
validation is available via InfoPath. For example, you can set the control background color to
change to red if a valid entry is missing.

OVERVIEW OF FORMS SERVICES

SharePoint 2010 uses Forms Services to provide you with the infrastructure to open

and use InfoPath forms in the browser. Forms Services is a service application that is

set up and configured within SharePoint 2010 Central Administration. It is different

from other service applications in that it is configured and managed from the General
Application Settings page in Central Administration, as opposed to under Manage Service
Applications. Several categories of information are available to you on this page, including
the following:
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>  Manage Form Templates: Manage existing InfoPath templates already stored on the server.
You will find a number of templates already listed. SharePoint workflows usually use these
templates, and you can upload additional form templates to the server.

> Configure InfoPath Forms Services: Does just what it says on the tin. This is the area in
which you configure the services and the following settings are available:
Use Browser-Enabled Form Templates: Enable the use of InfoPath in the browser.
Data Connection Timeouts: Set the timeout values for data connections.

> Data Connection Response Size: Set the maximum size of responses for data
connections.

»  HTTP Data Connections: Enable SSL connections.

Embedded SQL Authentication: Enable the use of embedded user name/password
pairs in connection strings used with SQL Server.

> Authentication to Data Sources (User Form Templates): Allow form templates to use
embedded user name/password pairs in connections to external data stores.

Thresholds: Set limits for user sessions and post-backs.

User Sessions: Specify time and data limits for user sessions. User session data is
stored by the Microsoft SharePoint Server State Service.

> Upload Form Template: Upload a new InfoPath forms template to the server.

> Manage Data Connection Files: Manage database connection files that contain con-
nection information for reuse by your users.

> Configure InfoPath Forms Services Web Service Proxy: Pass credentials to other systems
using Web Services.

PUBLISHING TEMPLATES

After a template has been created, it can be published to your SharePoint site. Publishing is a fairly
straightforward process that requires only a couple of mouse clicks. If your form template contains
a connection to an SQL Server database, for example, remember that the connection file must be
stored within the same site collection as the form itself.

When you are working in InfoPath, you have two main options for SharePoint: a SharePoint list
template for when you are working with list data, and a SharePoint form option. The SharePoint
list option enables you to view and edit data held within a SharePoint list. The SharePoint form
option enables you to build very complex data-driven forms and store them for execution within a
SharePoint form library.

The form library is much the same as other libraries in SharePoint and you will find that it contains
many of the same features and functionality.

It is a requirement at times to publish the same InfoPath form to multiple site collections; in
such a case, the form must be approved and installed by your SharePoint administrator during
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the publishing phase of the process. The InfoPath template is saved locally, then uploaded to
SharePoint and approved by the administrator for use in multiple site collections. This is a com-
mon way to use complex InfoPath forms that have been created by programmers to solve specific
business needs.

E 2 E3 Copy
"j # Cut

Save Close Paste

Commit Clipboard

»

TaskTitle o

Attachments forthistask g ¢ick here to attach a file

Predecessors

m

Priority (2) Normal lz‘

Status Not Started lz‘

% Complete

Assigned To | g‘f [EY)

Description

Start Date 5/13/2011 E [
Due Date E

FIGURE 36-1

TRY IT

In this Try It exercise, you will create a SharePoint list form, which requires a list. You also create a
SharePoint form that can be completed in the browser and saved within the form library. You will
create a more sophisticated form that demonstrates additional features of InfoPath and SharePoint
when they are used together. At any point in the form design process, you can click the Preview but-
ton located on the far right side of the ribbon to view the form in preview mode.

@ I advise completing this Try It section in conjunction with the Lesson 36 video.
InfoPath is a complex application and it is impossible to cover it

adequately in a single lesson. The DVD lesson contains additional information
that will assist you in completing the Try It that follows.
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Lesson Requirements

To follow this example, you need to create a custom list to store details of DVDs that you collect.
The list should have the following columns:

>

>
>
>
>

Title

Genre drop-down list (Horror, Thriller, SF, Factual)
Date Released

Director

Studio

You should also have Microsoft InfoPath 2010 Designer installed.

Step-by-Step

To begin the process, open Microsoft InfoPath Designer 2010.

1.
2.
3.

N O ok

© 0

Click the SharePoint list template.
Click Design Form.

Return to your custom list and copy the URL from the browser. Copy the URL only to
the end of the list name. Ignore the rest of the URL. In this case, it is http://dev/sites/
Adminbook/Lists/DVD%20Collection/.

Paste the URL into the text box on the screen of the Data Connection wizard.
Click Next.

Click the Customize an Existing SharePoint List radio button.

Click the list name you created for your DVD collection.

Click Next.

Click Finish.

Figure 36-2 shows the new form in the InfoPath Designer.

Title
Aftachments @ Click hereto attacha file
Genre -
Date Released
Date F|ilm Released
Director
FIGURE 36-2

To publish the form to the SharePoint List, do the following;:
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10.
1.
12.

13.

Click the InfoPath File menu.
Click Publish.

Click SharePoint List. (Note the name of the list that will be published is next to the Publish
button.) Your new form will be published to the SharePoint site and list.

Return to your custom DVD collection list and click the Add New Item link to continue and
see the form in operation.

Figure 36-3 shows the Add New Item form in the list.

DVD Collection - New Item

W8 8
j & Cut
Save  Close Paste
Commit Clipboard
Title || =
Attachments @ Click here to attach a file
Genre Horror B
Date Released ﬂ
Date Film Released

Director

FIGURE 36-3

To further customize the form, return to InfoPath, where your form template should still be open,
and the follow these steps:

1.

B W N

N o’

Click the Genre text box. The text box should now be showing a set of handles — small
white squares that when clicked can be used to resize the text box.

Resize the text box by clicking a handle and dragging the text box to the right.
Repeat the process for each object you want to resize.

Click within the white space above the word Title.

From the ribbon, select the Insert tab.

Click Clip Art.

Enter Movie in the Search For box and click Go.

Drag any of the movie clip art images into the white space above the word Title on your
form and resize as required.

Click File.
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10.  Click Publish.
11.  Click SharePoint List.
Your edited form is published to your SharePoint site. Figure 36-4 shows the new form that displays

in the browser when the Add New Item link is clicked in the list. As you can see, this is a simple
example that opens the door to creating customized forms within your SharePoint libraries.

DVD Collection - New Item

u I o= 53 Copy
— j & cut
Save Close Paste

Commit Clipboard

Cannat be blank

Title || 24

Attachments Wl Click here to attach a file

Genre Horror [=]

Date Released
Date Film Released

Director

FIGURE 36-4

Now you will create another form, but this form will enable users to request a team site be created.
This is a simple form but one that can be used to display some of the additional features of InfoPath
2010 when it is used to build forms for SharePoint. To create the form using Microsoft InfoPath
Designer 2010, proceed as follows:

Click File.

Click New.

Click SharePoint Form Library.

Click Design Form. Your new form opens, ready for you to begin customization.

Click the text “Click to Add Title” and enter Team Site Request From.

In the Add Heading cell, enter Welcome.

Click the first cell marked Add Label and enter Name.

Click the adjacent cell and click Text Box on the design ribbon to add a text box.

WO NG R WDN-

In the cell below Name, enter Email Address.
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10. In the adjacent cell, select the Person/Group Picker from the Input Objects to insert the con-
trol. Just as in SharePoint, this control enables you to search for a user to add to the form.

Figure 36-5 shows the completed form with the new objects added.

Team Site Request Form

Welcome

Site Name

Team Site Request Form

Welcome
Site Name
Name Site Manager <g-mail addresses> af [l
Email Address Person Responsible <e-mail addresses> *q G
Contact Number
Date Required
FIGURE 36-5

After you have completed the form, you need to publish it to a SharePoint form library. To do this,
follow these steps:

1.  Click File.

2.  Click Publish.

3.  Click SharePoint Server.

4. Click OK in response to the Save dialog that appears. (You must save the form template
before publishing.)

5.  Enter a name for the template, for example SiteRequest.

6. Click Save.

7. Enter the URL of your SharePoint site.

8. Click Next.

9.  Accept the default on the next step in the publication process, Enable This Form to be Filled

Out by Using a Browser, and accept the From Library default.
10. Click Next.

11.  The wizard connects to your SharePoint Server. At this point, you can place the form tem-
plate into a new forms library or create a new library for this form. In this case, accept the
default, Create a New Form Library, and click Next.

www.it-ebooks.info


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

290 | LESSON 36

USING THE FORM TEMPLATE LIBRARY

12.  Enter a name for the library, for example Site Request Forms.

13. Click Next.

14. Click Next.

15.  Click Publish.

16. Check the Open This Form in the Browser box once the form has been published.

Figure 36-6 shows the form available in the browser on SharePoint.

|
Shal...J &) Infa...| || Site | &s.x ™ ok EE :“.:’ ::'| @ nttp://dev/sites/Adminbook/_layouts/Formt O v ¢4 X || /a2 Co... l
x @ Snagit E =)
I I Iﬁ_! 2 B3 Copy -i];
" # Cut
Save Save  Close Paste Print
As Preview
Commit Clipboard Views
r Form Team Site Request
| Welcome
|| | Site Name
| | 9,/ 7] Name Site Manager
| | 3‘/ [¥9] | Email Address Person Responsible
Contact Number
Date Required ﬁ
Notes
FIGURE 36-6

Now that you have a form published you should fill it in to see how it works within the form
library. Complete the form by entering the required data. In this case you can use the People

Picker Control (used for Site Manager and Person Responsible) to look up information. Each com-
pleted form is saved within the library as a distinct object. You will of course be prompted for a

form name when saving.

@ Please select Lesson 36 on the DVD or visit www.wrox.com/go/sp2010-24 to

view the video that accompanies this lesson.
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Using the Records
Center Site Template

In this lesson you look at the uses of the records center site template. In Lessons 14, 16, and 17
you looked at several record management features. The records center is a preconfigured site
created using the records center site template that uses many of these features and packages
them together into a specialized site for the long term storage of digital records. The records
center is useful for many tasks, including the following:

> Moving older records from an everyday portal site to a permanent storage location to
reduce the amount of data that resides on the day-to-day portal.

> Saving records for the long term for legal or regulatory reasons in a location subject to
more strenuous security requirements.

> Holding documents in a way that makes them difficult to modify and easy to audit.
In this lesson, we are going to examine using the records center site to perform a variety of
record management functions. The specifics of many of these functions have been discussed
in previous lessons, so the focus of this lesson will be to demonstrate how the records center

site enables this functionality in a more centralized manner than using the record-management
features individually in other sites.

FEATURES OF THE RECORDS CENTER SITE

The records center is configured with the following features, most of which are available on
any given site, but are active by default on a records center site:

> The hold and e-discovery site-level feature is activated.
> Metadata navigation and filtering are activated.

> Offline synchronization is activated to pull records to offline clients.
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The Content Organizer is activated.

The Document ID search box is available on the front page to enable users to find documents
by individual ID. The Document ID service is a site collection—-based feature.

A special link called Manage Records Center console page is added to the Site Actions menu.
This link connects to a special page that offers the site administrator some hints about how
to set up the records center. The page is titled, “Records Center Management,” and uses the
page name of rcconsole.aspx.

Using the Records Center Management Console Page

The records center management console page lists several steps used to configure the records center

site. In this section, we will discuss each configuration step and refer to previous lessons, where

appropriate, that discuss the item in detail. This page includes two main columns. The left column is
for general set up and planning, including:

>

Create a New Record Library: This is a document library with one special feature. Any docu-
ments placed in it are automatically declared as “records.” The concept of record declaration
is described in Lesson 17.

Manage Content and Structure: use this tool to rearrange the location of sites, libraries, and
folders within the records center.

Create Content Organizer rules: This is a repeated link from step 3 above.
Discover and Hold Records: The topic of e-discovery and holding is described in Lesson 16.

Generate a File Plan Report: This link allows you to create an Excel-based report that sum-
marizes the content and policies (such as retention schedules) for a given document library.

Generate an Audit Report: Opens the auditing reports page for the site. The auditing reports
page is a series of Excel-based reports that specifies what sort have operations have been per-
formed on files in the site collection. This is one reason that records center sites are frequently
created in their own site collections or web applications, so that the auditing report information
is specific to the records center documents, and is not mixed with other items in other sites.

The right column is used for configuring specific records management settings, including:

>

Create Content Types: Content types are discussed in detail in Lesson 12. Content types are
used in records management to define different types of documents, to which different poli-
cies may be applied.

Create Records Libraries: This step involves creating normal libraries and folders, and assign-
ing them retention schedules. Lesson 17 discusses the concept of retention schedules in detail.

Create Content Organizer Rules: A records center site automatically configures the content
organizer feature. This is discussed in detail in Lesson 14. The process is the same in a dedi-
cated records center site as described in that lesson.

Design the Site Welcome Page: Use the built in content editor web parts, or add your own to
customize the home page and explain the use of your site.
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TRY IT

In this walkthrough, you will be creating a records center site and performing many of the functions
listed above.

Lesson Requirements

To perform this lesson, you need a SharePoint site with SharePoint Server.

Hints

Activate the Document ID feature at the site collection level before creating a Records Center.

The steps in this walkthrough are not all dependent on previous steps. The steps cover a range of
activities you can perform on a records center site that aren’t all connected.

Step-by-Step

1. Create a records center site. Go to the Site Actions menu on any site and select the option
to create a new site. If you do not see the option for creating a records center site, check the
features activated in your site. You should have the SharePoint Server standard site features
activated on this site. Activating features is covered in Lesson 2. See Figure 37-1.

Create
Browse From:

Installed Items > . ...

Office.com Database Contributions Web
Filter By:
All Types >
Site Zlfﬁ y

. ]
All Categories > Contacts Web Issues Web Projects Web Document Center
BIarE B Elstom Database Database Database
Collaboration
Content
Data !g 0 j @ j
Meetings L3 =
Search Records Center Personalization Site Publishing Site Publishing Site with

Workflow

Web Databases

s = el

Enterprise Search Enterprise Wiki Basic Search Center FAST Search Center
Center

FIGURE 37-1
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Once the site is created, look at the special item added to the Site Actions menu for manag-
ing the Records Center, shown in Figure 37-2. Click it and view the suggestions for using the
Records Center.

= Site Settings
{é} Access all settings for this site.

Manage Records Center
Manage record keeping
. 0 settings on this site.

FIGURE 37-2

Set up routing options in Central Administration. You can set up a special connection to the
records center that enables you to manually send any record to it from any document library
in the farm by using the document’s right-click menu. By setting this routing, a user can send
any document in the farm to this record storage site with a simple command in that docu-
ment’s right click drop down menu.

In Central Administration, click General Application Settings. Then, under the External
Service Connections link, click Configure Send to Connections.

On the Configure Send To Connections page there are several options. The first is a checkbox
(shown in Figure 37-3) that enables the connection to cross subscription barriers. This allows
the connection to be used across tenants in a multi-tenant architecture. Multi-tenant archi-
tecture is an advanced form of configuring a SharePoint farm and is beyond the scope of this
book. The explanation here is simply to inform you of the meaning of this checkbox.

Site Subscription Settings
Choose whether to allow hosted site subscriptions to set up connections to sites outside their i Allow sites to send to connections outside the site subscription
subscription.
FIGURE 37-3
5. The Send To Connections list box shows you all the connections available on the farm. Select

a connection choice from the list box. The choice you make here will be the record center
used when you use the right click “send to” command from a document in a document
library. See Figure 37-4.

Send To Connections

To configure a Send To connection, enter the URL and a display name for the target destination.
Unless the target is Ennﬁgur_ed to allow dn[um_erﬂs to be anonymously submitted, you must Public Records
configure each web application to use a domain user account.

Send To Connections

FIGURE 37-4

6.

Under Connection Settings, as shown in Figure 37-5, you can set the settings for the connec-
tion you chose in Step 5. Specifically, you need to enter a display name and URL. Display
name is what shows up in the Send To menu of a document in a library, on the Items
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drop-down menu. The URL is the actual URL of the records center site. Notice the note
below the URL box, showing you the protocol for entering a URL. If you do not follow this
protocol precisely, the connection will fail. For example, if your records center site is called
“archives” at server “foo” (http://foo/archives), then your URL should read http://

foo/archives/_vti_bin/officialfile.asmx.

Connection Settings 3
Display name:

Each connection requires a display name and a URL to a content organizer. Optionally, this I
connection can be made available as a Send To option on the item's drop-down menu and on the
Ribban. Send To URL: (Click here to test)

Example: "http://server/site Url/_vti_bin/officialfile.asmx"

I Allow manual submission from the Send To menu

Send To action:

Copy hd
Explanation (to be shown on links and recorded in the audit log):
=
=
Add Connection | Remove Connection

FIGURE 37-5

The Send To URL should be the full URL of the records center site followed by /_vti_bin/

officialfile.asmx.

Allow Manual Submission from the Send To menu allows the option to appear in the drop-
down menu of a document. If this option is not enabled, items can be directed to the records
center only via workflow or policy.

Finally, the Send To action dictates whether the submission will send a copy, move the docu-
ment, or move the document and leave a link to its new location. Figure 37-6 shows an
example of how the Send To menu looks on a document. This is the menu you can access
from any document in your SharePoint site.

@g Customer X Proposal ~ |4/29/2011 10:55 PM SPDH

E Proje View Properties 4/23/2011 8:00 PM SPDH

Add document View in Browser

Compliance Details

Alert Me
Send To » J Other Location
m . Public Records

FIGURE 37-6

@ Please select Lesson 37 on the DV D or visit www.wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Creating a Meeting Workspace

Meeting Workspaces are useful templates for creating sites that meet a common need: the need
to record information about meetings, such as the attendees and the topics discussed. The
other nice feature of a meeting workspace is that you can easily link it to a calendar of events
on your intranet and/or in your personal Outlook calendar. In this lesson we examine creating
a meeting workspace and attaching it to a calendar of events.

CREATING A MEETING WORKSPACE

There are several Meeting Workspace templates to choose from when creating meeting sites.
They differ in the combination of pre-created lists and libraries that are provisioned when you
create the workspace. When you create a Meeting Workspace, you are creating a separate sub-
site, and not just a list or library.

Unlike typical SharePoint sites, Meeting Workspaces can be directly connected to an events
list and calendar on their parent site. This feature will be shown in detail in the Try It section
of the lesson.

There are four out-of-the-box Meeting Workspaces:

> Basic Meeting Workspace: Use this template for everyday business meetings. It has a
few pre-created lists and libraries to track meeting agenda, attendees, etc.

> Blank Meeting Workspace: Use this template if you like to make your own sites for
meetings, and don’t want pre-created lists and libraries. It includes only an attendee
list, which is a special type of list you cannot create outside of the workspace templates.
Otherwise, you will have to add all of the other elements that you want on the site.

> Multipage Meeting Workspace: This is the same as the Basic Meeting Workspace
template, except that a few extra pages have been pre-created. Use this type of site for
really large meetings for which you may need multiple pages for the agenda.
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> Social Meeting Workspace: Use this template for creating a site to hold information about
the company picnic, the sales conference, and so on. It includes pre-created libraries for
image uploads.

Other than the ability to connect to event lists and calendars, and the attendees list type,
Meeting Workspace sites operate just like any other SharePoint site. Any user that can cre-
ate a SharePoint site can create a Meeting Workspace. The other list types used in Meeting
Workspaces, such as the document library, or the agenda list, are available in other sites

as well. In the Try It section below, we will examine the unique feature of workspace sites;
connecting them to event lists and calendar views.

TRYIT

In this walkthrough, we will create a Meeting Workspace site and examine how you can connect it
to an event list to create multiple unique meeting instances using just one workspace site.

Lesson Requirements

To perform this lesson, you need a SharePoint site with SharePoint Server or SharePoint Foundation
installed.

Step-by-Step

1. Select New Site from the Site Actions menu on a SharePoint site. Select Multipage Meeting
Workspace, give it a name and URL, and then click Create. You should see a page similar to

2 3 5
MultiMeeting » Home
ILike It Tags &
Notes
MultiMeeting | Home Search this site... Fel (7]
Pages Objectives Agenda
Page 1 There are no items to show in this view of the "Objectives” list. To add a new item, dick "Add new item [T Subject Owner Time
Page 2 & )
Moo There are no items to show in this view of the "Agenda” list. To add a new item, dlick "Add new item”.
Attendees & add new item
[T Name Edit Response Comment
There are no items to show in this view of the "Attendees” it
& Manage attendees

2. Fill out the provided list and libraries, such as the meeting objectives,

agenda, and attendees. You can also add a document library if you e -

want to provide the materials for the meeting. Also note the additional

pages provided on the left navigation menu, as shown in Figure 38-2. i

The pages are empty and each contains three columns for adding Web :j:

Parts. If you are holding a large conference or meeting, these addi- =

tional pages, Web Parts, and list views can contain information about —
FIGURE 38-2

each day’s events, for example.
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Now that you have a meeting workspace, let’s link it to events on a calendar. Go back to the

site from Step 1 and create a calendar list.

Create a new event on the list you just created. Give it a name and start and end times and,

as shown in Figure 38-3, select a Category.

Category @ I ,I

{" Specify your own value:

Save

All Day Event [ Make this an all-day activity that doesn't start or end at a specific
hour.

Recurrence [ Make this a repeating event.

Workspace [~ Use a Meeting Workspace to organize attendees, agendas,

documents, minutes, and other details for this event.

Cancel

FIGURE 38-3

Check the Make This a Repeating Event checkbox. This creates multiple instances of the
meeting on a schedule you can determine. When you select the checkbox for a recurring

event, more controls display. Select a weekly occurrence. See Figure 38-4.

Recurrence ¥ Make this a repeating event.

Pattern

Recur every Il week(s) on:

" Daily

Date Range

Start Date

[6/8/72011 i

" Monthly [ sunday [ Monday [© Tuesday [ Wednesday
 yearly [T Thursday [T Friday [~ Saturday

@& No end date

' End after: Ilﬂ occurrence(s)
¢ End by:

o m

FIGURE 38-4

The category field is added to a calendar list by default. Select a category. Check the All Day
Event checkbox if you would like to block out the entire day on the SharePoint calendar or

your outlook calendar.

Also select the checkbox with the caption Use a Meeting Workspace to Organize Attendees,
Agendas, Documents, Minutes, and Other Details for This Event. Finally, click Save.

On the next page there should be a section titled Create a Link, where you can choose from
existing workspace sites to link to the recurring event. Select the site you used in Step 1. The
rest of the page will be grayed out. Click OK. See Figure 38-5 to see a view of the form.

Keep in mind that if you do not have a meeting workspace already created, you will not see
Figure 38-5. Instead, you will be taken to a slightly different screen without the option to
choose an existing site. Figure 38-6 shows this form.
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Create or Link .
Choices:

Choose whether to create a new site for this event or to link this event to an existing site. {* Create a new Meeting Workspace

) Link to an existing Meeting Workspace

IEasicMeeting 'I

FIGURE 38-5
Title and Description
Title:
Type a title and description for your new site, The title wil be displayed on each page in the site. Itast
Description:
=
=
Web Site Address
URL name:
Users can navigate to your site by typing the Web site address (URL) into their browser. You can http:/fwin-14iaimikrmd/sites/Demo;/ [test

enter the last part of the address. You should keep it short and easy to remember,

For example, http:ffwin-14aimikrm4/sites Demo/sitename

Permissions S

User Permissions:
You can give permission to access your new site to the same users who have access to this parent @& Use came permissions as parent site
site, or you can give permission to a unique set of users. i R

" Use unigue permissions

Mote: If you select Use same permissions as parent site, one set of user permissions is shared
by both sites. Conseguently, you cannot change user permissions on your new site unless you are an
administrator of this parent site.

FIGURE 38-6

7. The meeting site you created in Step 1 is displayed. Notice on the left side a link for each
occurrence of the meeting, listed by date. Each link opens a different version of the meet-
ing workspace, which gives you a convenient way to track meetings in your organization.
Figure 38-7 shows the meeting navigation dates you should see on the left side of the screen.
Each date listed represents a new instance of the meeting site created until the final date as
configured.

Select a date from
the list below:

b 6/8/2011
6/9/2011
6/10/2011
6/11/2011
6/12/2011
6/13/2011
6/14/2011
6/15/2011
6/16/2011
6/17/2011
6/18/2011
6/15/2011
6/20/2011
6/21/2011
6/22/2011

1 Previous Mext *

FIGURE 38-7

@ Please select Lesson 38 on the DV D or visit www .wrox.com/go/sp2010-24 to
view the video that accompanies this lesson.
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Personalization Sites

This lesson covers one of the most powerful and least used features in all of SharePoint, the
personalization site. A personalization site is a special kind of site template. Its purpose is

to create sites inside your portal, but present each of these sites as an individual experience to
each user, with content customized for her.

Imagine for a moment you have a company portal. This portal has a human resources site.
You would like people to have a personalized view of the site. For example, you would like to
arrange it so each person sees state income tax documents based on the ZIP code of his home
address. Or perhaps your business has different employee bonus schedules for different types
of employees. Salespeople get one bonus schedule and the janitor another. You can present a
bonus schedule to each employee based on job title.

For another example, you could have a collaboration site in which everyone is uploading docu-
ments related to some large project. A personalization site could present a special view that
shows only those documents authored by the user who is logged in. It could also show a view
of the logged-in user’s tasks for a project as assigned on a task list and imported into Outlook
and presented on a site in the portal. There are endless possibilities for content that is pre-
sented differently for each user. That is the purpose of a personalization site.

A personalization site can be built anywhere within the portal, just like any other site template.
Note that the User Profile Service must be active in order for the personalization site template
to be available for use. Starting and configuring a User Profile Service is beyond the scope of
this book, but you should be aware of this important prerequisite to avoid the confusion of

not seeing personalization sites as an option on your SharePoint farm. If this is the case, check
with your farm administrator to make sure a User Profile service application is running.

LINKING TO MY SITE

You can link a personalization site to the top navigation bar of a user’s My Site by setting
some properties in the User Profile service in Central Administration. Figure 39-1 shows the
links to the MY HR site created in another section of the portal but pushed to the My Site
navigation bar for the logged-in user.
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My Site | M e d | My Content My Profile MYHR

Site Actions ~

FIGURE 39-1

PERSONALIZATION WEB PARTS

There are a number of Web Parts that are particularly suited to placement on My Sites. They include
the following list:

> Outlook Web Parts: This list includes MyCalendar, MyInbox, MyTasks, etc. These Web
Parts show information from Outlook.

> Colleagues Web Part: This shows coworkers as set in the user profile properties.

> SharePoint Documents: Aggregates a list of documents authored by the user. It will reach
across sites to collect the information.

»  RSS Feed: This can be used to collect favorite feeds from the Internet or other
SharePoint lists.

TRY IT

In this lesson, we will create two Personalization sites. We will examine the options available for
personalizing each site to reflect different views based on the identity of the logged in user.

Lesson Requirements

To complete this Try It exercise, you need the following;:

» A SharePoint site with SharePoint Server.

Hints

This walkthrough assumes a User Profile service application has already been created and config-
ured. It also assumes you can perform some minor tasks such as adding and editing Web Parts on

a page.
Step-by-Step

Follow these steps in order to complete the goals of this lesson:

1. Create a personalization site from any other site, using the Create Site command from the
Site Actions menu. Select the personalization site template. Once the site is created, copy the
URL from the browser address bar. You will paste the link in Step 5.
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Access the Central Administration site to set up the user profile service. At a minimum,

you need rights to manage the User Profile service. The easiest way to access the Central
Administration site is by logging into the server, clicking the Start menu and the All Programs
link, and then opening the Microsoft SharePoint 2010 Products folder. In this folder is a link
to open the Central Administration website.

From the home page of the Central Administration site, click the Manage Service
Applications link under the Application Management heading.

From the list of service applications highlight the User Profile Service Application, and click
the Manage toolbar on the ribbon. The User Profile Service management page should be dis-
played. Figure 39-2 shows the page and highlights the Configure Personalization Site link.

“4 People
Manage User Properties | Manage User Profiles | Manage User Sub-types | Manage Audiences
Schedule Audience Compilation | Manage User Permissions | Compile Audiences | Manage Palicies

{3) Synchronization
¥ Configure Synchronization Connections | Configure Synchronization Timer Job | Configure Synchronization Settings
Start Profile Synchronization

= Organizations
[JCJ Manage Organization Properties | Manage Organization Profiles | Manage Organization Sub-types

|4~ My Site Settings

“““ Setup My Sites | Configure Trusted Host Locations [ Configure Personalization Site
Social Tags and Notes

Publish Links to Office Client Applications | Manage

FIGURE 39-2

Click the New Link button on the Personalization site links page. Paste the value you copied
in Step 1 into the URL field. Enter a description. What you type in the description field will
show up as the link on the user’s My Site. The Owner field will usually contain the name of
the personalization site owner or a farm administrator. Finally, you can target the link to
show up only in the My Sites of users who belong to certain audiences. Audiences can be
compiled on the User Profile Service Management page under the People heading by clicking
on the link titled Manage Audiences. However, this task is not the focus of this lesson. If no
audience is specified, the link will be visible for all users. Click OK after completing the form.
Figure 39-3 shows a form filled out for a site link called MY HR, which links to an HR per-
sonalization site.

* Indicates a required field

Properties

Use audiences to specify if a link should only appear for a specific set of users. [http://win-1disimikrma/sites/Wrox/MyWroxSite

URL: *

Description: *
[my HR
Owner:

[ sPEMO\sdministrater ; |8 @
Target Audiences:
S w

oK | Cancel

FIGURE 39-3
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6.

In the upper right corner of any site, you will see a control that shows the logged-in user and
a drop-down menu, as shown in Figure 39-4. Click the drop-down menu and select My Site.

2 | SPDEMO\Administrator =

My Site
Open your personal homepage

My Profile
View and manage your profile.

L | My Settings
/ Update your user information,
r regional settings, and alerts.

Sign in as Different User
Login with a different account.

Sign Out
Logout of this site.

Add, remove, or update Web
Parts on this page.

|_ﬁ Perzonalize this Page

FIGURE 39-4

On the My Site, in the upper left-hand corner, you will see the top navigation bar, which
should include the link you have just added. Figure 39-5 shows the MY HR link on the navi-
gation bar.

My Site | My | My Content My Profile MY HR

FIGURE 39-5

Create a new personalization site, as you did in Step 1. This example features another
personalization site called My Projects. In this case we will not add a link in Central
Administration, but will see how an individual user can pin a link to her individual My Site,
which will be seen only by her. Figure 39-6 shows that we have navigated to the new My
Site. By hovering over the link you enable the option to pin it to your personal My Site.

My Site MY H

Pin this site

FIGURE 39-6

Return to the My Site and you will see the site you just pinned to the top navigation bar. No
one else who doesn’t also pin this link will see it.

@ Please select Lesson 39 on the DV D or visit www.wrox.com/go/sp2010-24 to

view the video that accompanies this lesson.
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Creating an Enterprise

Wiki Site
Wikis are a very useful means of creating documentation and sharing knowledge in an orga-
nization. They are more user-friendly for storing frequently accessed and updated information
than lots of files on a hard drive or network folder. The information on a wiki is presented as
a web page and is very easy to edit directly from a browser: users can easily add text, links,
multimedia, and other content. By contrast, documentation and procedure-related content
that sit in word-processing files may be accessed rarely and be less pleasing to use. Users have

to open file after file to browse this information, and the files may soon become outdated or
contradictory.

A wiki site is a good choice when you have content that will have many editors and many readers.
Some of the types of content that wikis are particularly suited for include the following:

> Process documentation.

> General rules and procedures.
> Frequently asked questions.
> Technical documentation.
>

Department policies.

WIKI FEATURES

There are two different ways to implement wiki functionality in SharePoint 2010. One is

to create a wiki page library, which can be created on any site. The other is to create a site
using an Enterprise wiki template. The basic functionality of a wiki is the same for both. The
Enterprise wiki site has additional features conducive to large-scale use, such as the following:

> Custom page layout: Enterprise wikis are built using the SharePoint publishing infra-
structure. This enables site developers to create more advanced layouts and customized
page branding for a more refined user experience.
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Ratings: Each page is preset to allow ratings, to encourage user feedback on the content.

Category tags: Wiki content can be tagged with descriptive terms, making it easier to filter
and search information contained in larger wikis with many categories.

> Approval workflow: Content can be set to require approval before it becomes available for
general users. This level of control over content may be more appropriate for corporate-wide
communication than use by an individual department or project team.

There are differences between creating a site with an Enterprise wiki site template and creating

a wiki document library on a SharePoint site. Wiki document libraries are typically created for
smaller audiences, are less closely monitored and less likely to be accessed by the general employee
population, and are more focused in scope. Consider a library created to document how to install
software in an IT department. The wiki may be used only by the IT department, and there probably
isn’t much concern for page layout, approval, or other advanced features.

On the other hand, a corporate-wide information portal to be used by a majority of the com-
pany’s employees is more likely to be an Enterprise wiki site. It includes preconfigured features
for rating and tagging content, and supports customized page layouts to make it easier for users
to create and lay out content. In addition, an approval workflow can easily be added to enable
content review before publishing. These features will be demonstrated in the Try It section of
this lesson.

TRY IT

In this walkthrough, we will create a site with the Enterprise wiki site template and examine some
of the key features.

Lesson Requirements
To complete this exercise, you need the following:

» A SharePoint site with SharePoint Server.

Hints

This walkthrough will demonstrate some common features of SharePoint wikis and some features
that are specific to the Enterprise wiki site template.

Step-by-Step

1. On a SharePoint site, create a new site (using the Site Actions menu) and use the Enterprise
Wiki site template, as shown in Figure 40-1.

2. Edit the page. On the home page of the newly created wiki site, click the Edit This Page
link shown in Figure 40-2. You can freely edit the page using the edit toolbars shown in
Figures 40-3 and 40-4.
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Browse From:

Installed Ttems > . Type a

Office.com

Filter By: -—8
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All Categories >

Blank & Custom
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Content

Data Enterprise Search Enterprise Wiki
: Center

Meetings

Search

Web Databases

v
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FIGURE 40-1

Last modified at 6/10/2011 11:49 PM by SPDEMO\Administrator | [Edit this page]

information systems, corporate directories, or applications.

collaboration. This helps build consensus among team members.

Other things you can do when working with Enterprise Wikis:
Collaborate on wiki pages with other users

.
+ Rate a wiki page to share your opinion about its content
.

Comment on a wiki page to enable discussion about the contents of the page

Use the Enterprise Wiki to create a single, go-to place for knowledge sharing and project management across the enterprise. Enterprise
Wikis are simple to use, flexible, and lightweight in features. They are quick and easy to create, and you can easily add links to other

By using an Enterprise Wiki, you can avoid e-mail overload, provide structure to new and existing information, and encourage

Waorking with content - text, graphics or video - is as easy as working in any word processing application, such as Microsoft Word. Use the
Rich Text Editor to enhance the formatting of content, apply styles to text, reorganize or spell check your content, insert and format tables,
and embed graphics or video. You can do all these things without leaving the wiki page.

Categorize wiki pages to enable users to quickly find information and share it with others

FIGURE 40-2
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FIGURE 40-4
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10.

Somewhere in the editable area, type the following: “[[new page]]”. Surrounding text with
double brackets creates a link to a page. If the page does not exist, the user will be prompted
to create it. Click Save and Close in the page options on the toolbar. Figure 40-5 shows how
the newly created link should appear on the page.

Other things you can do when working with Enterprise Wikis:

Collaborate on wiki pages with other users

Comment on a wiki page to enable discussion about the contents of the page

Rate a wiki page to share your opinion about its content

Categorize wiki pages to enable users to quickly find information and share it with others

new page

FIGURE 40-5

Click the new page link. A dialog will appear asking you to create the new page. Click
Create. Boom! A new page is created, ready to go. Isn’t this drastically easier than navigating
endless word processing documents in a folder to create documentation and content? Return
to the home page of the wiki site.

Notice that along the top navigation bar you can see the pages in the site as navigation ele-
ments. Over time, using the top navigation bar will become impractical, as it may contain
dozens or hundreds of pages. You can modify this behavior by changing the navigation
options in the Site Actions menu. For more information on this, see Lesson 3.

Use the page rating stars on the right side of the page to rate it. Page ratings are updated
using a timer job that can be set by administrators to run on varying schedules. The update
could take minutes, hours, or even days. Therefore, don’t fret if your ratings aren’t instantly
reflected on the page.

Edit the page again. On the right-hand side, click the tag icon to the right of the category text
box, shown in Figure 40-6. This will open a dialog box where you can add tags or choose
from existing tags to describe the page’s content. Save the page after applying a tag.

Categories @

FIGURE 40-6

You will notice that if you click the tag you just created in Step 7, a page will open to display
all pages using that tag. This gives you an easy way to browse content related to a certain
topic.

In the toolbar, click the page tab and then the Page History toolbar link. A new view will
appear on the left side of the screen, showing the history of the page versions. In the middle
of the page you will see a limited view of some of the changes made to the page in each
version. Figure 40-7 shows this view of the page history.

On the Page History view, shown in Figure 40-7, click the Version History toolbar. You will
see an in-depth view of each version of the page. The time stamp on the modified column
contains a drop-down menu that will allow you to view, delete, or restore the given version
of a page. Figure 40-8 shows this menu.
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Restore e Enterprise Wiki to create a single, go-to place for knowledge sharing
exible, and lightweight in features. They are quick and easy to create,
Delete
FIGURE 40-8

Q Please select Lesson 40 on the DV D or visit www.wrox.com/go/sp2010-24 to

view the video that accompanies this lesson.
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APPENDIX

What’s on the DVD?

This appendix provides you with information on the contents of the DVD that accompanies
this book. For the latest and greatest information, please refer to the ReadMe file located at
the root of the DVD. Here is what you will find in this appendix:

>

>
>
>

System Requirements
Using the DVD
What’s on the DVD

Troubleshooting

SYSTEM REQUIREMENTS

Most reasonably up-to-date computers with a DVD drive should be able to play the screen-
casts that are included on the DVD.

USING THE DVD

To access the content from the DVD, follow these steps:

1.

Insert the DVD into your computer’s DVD-ROM drive. The license agreement appears.

The interface won’t launch if you have autorun disabled. In that case, click Start
> Run (for Windows 7, click Start & All Programs = Accessories & Run). In the
dialog box that appears, type D:\Start.exe. (Replace D with the proper letter if
your DVD drive uses a different letter. If you don’t know the letter, check how
your DVD drive is listed under My Computer.) Click OK.
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2.

3.

Read through the license agreement, and then click the Accept button if you want to use
the DVD.

The DVD interface appears. Simply select the lesson number for the video you want to view.

WHAT’S ON THE DVD

Each of this book’s lessons contains a Try It section that enables you to practice the concepts
covered by that lesson. The Try It includes a high-level overview, requirements, and step-by-step
instructions explaining how to build the example program.

This DVD contains video screencasts showing my computer screen as [ work through key pieces of
the Try Its from each lesson. In the audio I explain what ’'m doing step-by-step so you can see how
the techniques described in the lesson translate into actions.

I don’t always show how to build every last piece of a Try It’s program. For example, if the require-
ments ask you to do the same thing multiple times, I may only do the first one and let you do the rest
so you don’t waste time watching me do the same thing again and again.

I recommend using the following steps when reading a lesson:

1.
2.
3.

4.

Read the lesson’s text.
Read the Try It’s overview, requirements, and hints.

Read the step-by-step instructions. If the code you write doesn’t work, use the code provided
to find your problem. Look for places where my solution differs from yours. In programming,
there’s always more than one way to solve a problem, and it’s good to know about several
different approaches.

Watch the screencast to see how I handle the key issues.

You can also download all of the book’s examples and solutions to the Try It’s at the book’s
websites.

TROUBLESHOOTING

If you have difficulty installing or using any of the materials on the companion DVD, try the follow-
ing solutions:

>

Reboot if necessary. As with many troubleshooting situations, it may make sense to reboot
your machine to reset any faults in your environment.

Turn off any anti-virus software that you may have running. Installers sometimes mimic
virus activity and can make your computer incorrectly believe that it is being infected by a
virus. (Be sure to turn the anti-virus software back on later.)

www.it-ebooks.info


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

Customer Care | 313

> Close all running programs. The more programs you’re running, the less memory is available
to other programs. Installers also typically update files and programs; if you keep other pro-
grams running, installation may not work properly.

»  Reference the ReadMe. Please refer to the ReadMe file located at the root of the DVD for the
latest product information at the time of publication.

CUSTOMER CARE

If you have trouble with the DVD, please call the Wiley Product Technical Support phone number
at (800) 762-2974. Outside the United States, call 1(317) 572-3994. You can also contact Wiley
Product Technical Support at http: //support.wiley.com. John Wiley & Sons will provide
technical support only for installation and other general quality control items. For technical support
on the applications themselves, consult the program’s vendor or author.

To place additional orders or to request information about other Wiley products, please call

(877) 762-2974.
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Access Services
Access web databases, 207
compatibility, 212
creating, 210-213
options, 210-213
reports, 208
web databases
options, 209-210
templates, 208-209
Accessibility Metadata for
Reports, 32
Active Directory groups, 189-191
searching directory, 194
ActiveX, RSClientPrint ActiveX
Control Downloads, 32
administrators, Site Collections,
39-40
advanced searches, 61-62
alerts, 6
Alerts Management page, 9
analytics, 15
Annual Reports lesson, 74-77
approval workflow, 174-177
ASPX page content, indexing, 80-81
audience targeting, disabling, 43
auditing, 43-44

audit reports, 292
authentication

data sources, 284
SQL, embedded, 284

Basic Flowchart template (Visio),
metric, 227
Basic Meeting Workspace template,
297
BCS (Business Connectivity Service),
ECTs (external content types),
267-268
Best Bets, 73-77, 75-77
BI (business intelligence)
libraries
dashboards, 261
data connections, 261
PerformancePoint Content,
261
sample indicators, 261
site creation, 259, 263-266
Blank Meeting Workspace
template, 297
BPMN Diagram template (Visio)
metric, 227
US Units, 228
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broadcast site collection — content types

broadcast site collection, setup, managing, content types and,
232-235 91-94

Browser-Enabled Form Pages library, 175
Templates, 284 redirecting, 109

templates and, 13
Content and Structure Logs, 7-8
Content Organizer
configuration, 108-114
Document Center and, 106
drop-off library, 105
redirecting users to, 109

calendar
Calendar list type, 8
Calendar setting, 8
Regional settings, 5—6

Shared Schedule page, 31-32 duplicate submissions, 110
child content types, 94 e-mail integration, 107-108
child lists. 135 ’ incoming, settings, 110-111

folders, partitioning, 110

client availability, offline,
Record Center and, 106

removing, 79

Collect Feedback workflow, 174 redirecting content, 109
Collect Signatures workflow, 174 rules, 107, 112
color scheme’ 24 settings, 109-110
selecting colors, 25-26 setup, 107
columns submission points, 110
metadata, 247-250 content types
term sets, 248-249 advanced settings, 96-97
Translatable Columns, 181 content type publishing hubs,
Compliance Actions, creating, 101-104
records, 128 Content Type Syndication Hub, 40
content. See also ECTs (external activating, 102
content types) Document Sets, 115-119
content approval, publishing sites, external, SQL Server databases,
171-172 268-273
Document Version History, 171 hierarchy, 94
draft security, 172 managing content and, 91
required checkout, 172 records center, 292
content query web part, 141 Report Builder Report, 33
indexing, 80-81 templates and, 93
316
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Contribute permission — ECTs

Contribute permission, 197
contributors to groups, 197
crawls, 121
scheduling, 81-82
Cross Functional Flowchart template
(Visio)
metric, 228
US units, 228
CSS (Cascading Style Sheets), 161
master pages, 170
setting, 164-165

Dashboard Designer, 261
options, 263
permissions, 261
dashboards, BI site, 261
data connections
BI site, 261
HTTP, 284
response size, 284
timeouts, 284
data sources, authentication, 284
databases
SQL, external content type
connected, 268-273
web databases, 207
declaring records in-place, 128
default.master master page, 162
deprecating terms, 242
Design permission, 197
detail lists, 135
discovery, 121
Disposition Workflow, 174

Document Center, 105

content organizer and, 106

template, 109
Document ID Service, 40
document library

Reporting Services, 34

saving to from Excel 2010,

217-218

searches, removing from, 82

Visio Process Repository, 227-228

wiki document libraries, 306
Document Sets

content types, 115-119

creating, 116-119

description, 115

Document Set Enabled Library,

116-119

Document Version History, 171
documents

drop-off library, 105

records center, 291-292

Site Collection, 141
downloads, RSClientPrint ActiveX

Control Downloads, 32

drop-down mode in searches, 59-63
drop-off library, 105

redirecting users to, 109

e-mail, content organizer, 107-108
incoming, settings, 110-111
ECTs (external content types),
267-268
configuration settings, 269-270
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eDiscovery — inheritance

eDiscovery. See Hold and eDiscovery
elements, templates and, 13
encryption key, 253-254
error messages, local mode, 32
Excel Services
application creation,
220-223
Excel Calculation Services, 215
Excel Web Access, 215
Excel Web Services, 215
Manage Excel Service Application
page, 222
workbooks
publishing, 215-218
SharePoint Central
Administration, 215-217
excluding search results, 79-87
External Lists, 275-279

FAST Search, 40
features overview, 12
file names, templates, 13
file plan reports, 292
folders, partitioning, 110
forms
introduction, 283
list forms, 285-290
Forms Services, 283-284
InfoPath forms, 284
templates, 284
publishing, 284-285
Full Control permission, 197
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Galleries menu
Site Content Types, 95
Themes, 27
global navigation, 152-155
Grant Permissions form, 194
Group Work Lists, 16
groups
Active Directory groups, 189-191
adding, 191
default, 190-191
inheritance, 189-191
permission levels, 189-190
term groups, 239-240

hierarchy of content types, 94
Hold and eDiscovery, 121-126
holds, 122-123

HTTP data connections, 284

images, Site Collection, 141
In Place Records Management, 40
in-place record declaration, 128
indexing content, 80-81
InfoPath forms, 284, 285-290
Information Management Policy

Settings, 130
inheritance, 94

content types, 94
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interface — Manage Site Features link

groups, 189-191 Keywords, 74-75
permissions, 191-193 Manage Site Features, 16
interface, security-trimmed, 3 personalization sites, 301-302

Site Administration, 4-5
Site Collection, SharePoint
Foundation, 41

Site Collection prerequisites, 40
Site libraries and lists, 9
Site Settings page, 4
User Alerts, 9

List Permissions, 198

lists
Group Work Lists, 16
list forms, 285-290

Keywords, 73-77
adding, 74-75
Annual Reports lesson, 74-77
Manage Keywords screen, 74-75

labels list views (Web Parts),
terms, 242-243 135-138
variations, 181 metadata, 245-250
languages. See MUI (Multilingual removing from searches, 83-84
User Interface) local mode, error messages, 32
libraries local navigation, 155-156
BI site, 261 Locale (Regional settings), 5
Document Set Enabled Library, logs, variations, 182
116-119 Look and Feel, 20-21
drop-off library, 105 QUiCk Launch, 21
Pages Library, 171 Site Themes page, 23
records, 292 Title, Description, and Icon
wiki document libraries, 306 link, .19 .
Library ribbon, Workflow icon, 173 Tree View link, 21

Library Settings, Information lookup column, 135

Management Policy Settings, 130
Library Tools, Documents, 27
Limited Access permission, 197
links Manage Keywords screen, 74-75
Best Bets, 74-75 Manage Site Features link, 11-12, 16
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master pages — Pages Library

master pages
CSS, 161, 170
default.master, 162
definition, 161
editing, 168-169
gallery, 162-163
minimal.master, 162
nightandday.master, 163
placeholders, 161
setting, 163-164
simple.master, 163
starter pages, 166
System Master Pages, 165
themes, 165
uploading files, 166-167
v4master.master, 162
media web part, 142
Meeting Workspaces
Basic, 297
Blank, 297
Multipage, 297
repeating events, 299
site creation, 298-300
Social, 298
merging terms, 241
metadata
columns, 247-250
term sets, 248-249
lists, 245-250
navigation, 246
searches, 246
Metadata Service, 102
applications, service activation,
237-238
content type publishing hub and,
101-104
groups, 238
320

Metadata terms, 239
service naming, 238
term set, 238-239
minimal.master master page, 162
MUI (Multilingual User Interface),
179-180
language packs, 182
user selected, 182-183
variation labels, 184
Multipage Meeting Workspace
template, 297

names, templates, 13
navigation
Enable navigation button, 43
metadata, 246
options, displaying, 19-20
publishing sites, 143, 151-152
global, 152-155
local, 155-156
Site Collections, 40
Top Link bar, 19
Navigation Settings page, 43
nightandday.master master page, 163

offline client availability, removing, 79
owners of groups, 197

page ratings for wiki sites, 308
pages, publishing sites, 143
Pages Library, 171

content approval, 175

page approval, 176
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parent content types — publishing sites

page properties, 176
setting, 173
workflow, 174-177
parent content types, 94
partitioning, folders, 110
People and Groups, 233-234
PerformancePoint
BI sites, creating, 259
Dashboard Designer, 261-262
Secure Store Service, 251-252
Services, 252-258
status list, 261
team site activation, 263-266
trusted content locations,
257-258
permission levels
best practices, 199-200
Contribute, 197
contributors, 197
creating, 198-199, 200-203
Dashboard Designer, 261
defaults
List Permissions, 198
Personal Permissions, 198
Site Permissions, 198
Design, 197
Full Control, 197
groups, 189-190
Limited Access, 197
managing, 199
owners, 197
Read, 197
rights levels, 199
setting new, 199
Site Permissions screen, 200-201
View Only, 197
permissions

Grant Permissions form, 194
inheritance, 191-193
unique, 192
Permissions ribbon, 200-201
Personal Permissions, 198
personalization sites
creating, 302-304
linking, 301-302
placeholders in master pages, 161
Portal site connection link, 45
PowerPoint
PowerPoint Service Application
broadcast, site, 231
file formats, 231
scanning folders, 231
presentations, themes, 27-29
slideshows, broadcasting,
232-235
PPTX files, 232
presentations (PowerPoint), themes,
27-29
Preview button, themes, 26-27
publishing sites
branding options, 161-170
Central Administration, 145
Claim Task link, 149
content approval, 171-172
Document Version History, 171
draft security, 172
required checkout, 172
content query web part, 141
infrastructure, enabling, 156-159
media web part, 142
navigation, 143
current, 151
dynamic items maximum
number, 151
321
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publishing sites — Reporting Services

publishing sites (continued)
editing, 152
global, 151, 152-155
local, 155-156
sorting, 151, 152
pages, 143
site administration, 143-144
Site Collection Documents, 141
site collection enabling, 146147
Site Collection Images, 141
Site Content and Structure
Reports, 141
summary links web part, 142
table of contents web part, 142
workflow, 147
publishing templates, 284-285

Quick Launch, 19
Look and Feel, 21

Read permission, 197

Record Center, 127
content organizer and, 106
content organizer rules, 292
content types, 292
declaring items as records,

127-128

features, 291-292
management console page, 292
manual submission, 295
site creation, 293-294
Site Welcome Page, 292
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Record Declaration Settings
Declaration Roles, 130
Record Declaration Availability, 129
Records Restriction, 129

records
Compliance Actions, 128
declaring items, 127-128
in-place declaration, 128
libraries, 292
retention policy, 128, 131

records management, 40
definition, 127
Site Collection Administration,

129-130

recycle bin, 42

refiners for searches, 246

Regional settings, 4-5

Regional settings link, 5-6

related lists
child lists, 135
description, 135
detail lists, 135
lookup column, 135
Relationship Settings

section, 137

Relationship Settings section, 137

Report Builder Report, 33

Reporting Services
Accessibility Metadata for

Reports, 32
document library, 34
error messages, local mode, 32
Manage Shared Schedule link, 32
Shared Schedule page, 31-32
shared schedules and, 33-35
site settings, 32
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reports — security trimming

reports
Access Services and, 208
audit, 292
file plan, 292
shared schedules and, 33-35
Site Content and Structure, 141
Reset to Site Definition link,
14-15, 17
resource quotas, 48
results from searches, excluding,
79-87
retention, records, 128, 131
reusing terms, 241
rights levels, 199
RSClientPrint ActiveX Control
Download, 32
RSS (Really Simple Syndication), 5-7

sandbox solutions, 48
Save Site as Template link, 12-13
schedules

Create Report History Snapshots

on a Schedule, 35

shared, reports and, 33-35
Scope Properties and Rules, 71
scopes (searches)

contextual, 67

creating, 65-67

custom, enabling, 70

dropdowns, 67, 83

exercise, 69-71

location, 68

rules, 71

setting, 68—69

Search scopes, drop-down, 60-63
Search Settings page, scope creation,

69-70

searches

advanced, 61-62
document libraries, removing, 82
drop-down mode, 59-63
Hold and eDiscovery, 121-126
lists, removing from search, 83-84
metadata, 246
refiners, 246
results, excluding items, 79-87
scopes
contextual, 67
creating, 65-67
custom, enabling, 70
dropdowns, 67
exercise, 69-71
location, 68
rules, 68-69, 71
scopes, drop-down, 83
Site Collection Search Center, 66
Site Collection Search Dropdown
Mode, 66
site collections and, 57-58
restricting, 80-81
results, 58-59
scopes, 65-71
sites, removing, 85

Secure Store Service, 251-252

application creation, 253-254
service application, 256-257

security groups, inheritance, 189-191
security trimming

disabling, 43
security-trimmed interface, 3
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services — Site Collections Features

services
Access Services, 207-209
Document ID Service, 40
Excel Services, 215-218
Forms Services, 283-290
Metadata Service, 101-104,
237-243
Performance Point Services, 252
PowerPoint Service Application,
231-235
Reporting Services, 31-32
Secure Store Service, 251-252
Visio Graphics Service, 225-230
Shared Schedule page, 31-32
shared schedules, reporting and,
33-35
SharePoint Central Administration,
Excel Services workbooks, 215-217
SharePoint Designer
tutorials, 269
Visio 2010, 228
SharePoint Foundation, Site
Collections, links, 41
SharePoint Server Publishing, 40
simple.master master page, 163
Site Actions menu, 3—4
Manage Site Features link, 16
Manage site features link, 11-12
Reset to Site Definition link,
14-15, 17
Save Site as Template link,
12-13, 16
View All Site Content link, 16
Site Administration menu
links, 4-5
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Regional settings, 5-6
site administration, publishing sites,
143-144
Site Administration menu
Alerts Management page, 9
Regional Settings link, 8
User Alerts link, 9
site analytics, 15
site collection
administrators, 39-40
search scopes, 65-71
autonomy, 45
definition, 39-40
documents, 141
images, 141
level settings, 41-46
links
prerequisites, 40
SharePoint Server, 41
navigation, 40
People and Groups, 233-234
publishing features, 146-147
records management, 129-130
scopes, new, 70
searches, 57
restricting, 80-81
results, 58-59
scopes, 65-71
subsites, 156-159
Site Collection Audit Settings, 43—44
Site Collection Features link, 42-43
Site Collection Search Center, 66
Site Collection Search Dropdown
Mode, 66
Site Collections Features, 42
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Site Content and Structure — themes

Site Content and Structure, 7-8
reports, 141
Site Libraries and Lists link, 4-5, 9
RSS feeds, 6-7
Site Content, 7—8
Structure and Content, 7-8
Structure Logs, 7-8
user alerts, 6
site owner, 3
Site Permissions, 198
Site Settings page, 3
links, 4
Site Theme form, 165
Site Themes page, 23
sites
removing from searches, 85
saving as template, 16
types, 12-13
slideshows, broadcasting, 232-235
Social Meeting Workspace
template, 298
solution framework, 47-48
solutions
definition, 47
deploying, 49
sandbox solutions, 48
Solutions Gallery, 47
Web Part project, 52
sort order, Regional settings, 5
SQL, embedded authentication, 284
SQL Server, external content type
connected, 268-273
status indicators
(PerformancePoint), 261
style sheets, setting, 164-165

summary links web part, 142
System Master Pages, 165

table of contents web part, 142
templates
Browser-Enabled Form
Templates, 284
content, 13
content types and, 93
Document Center, 109
elements and, 13
file names, 13
Forms Services, 284-590
Meeting Workspaces, 297-298
names, 13
publishing, 284-285
Save Site as Template link, 12-13
saving sites as, 16
Visio library, 227-228
term groups, 239-243
term sets, 239-243
metadata columns, 248-249
Term Store Management Tool page,
239-240
terms, creating, 241-242
themes
color scheme, 24
selecting colors, 25-26
customizing, 25
master pages, 165
PowerPoint presentations, 27-29
previewing, 26-27
selecting, 24-25
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Themes gallery page — wiki sites

Themes gallery page, 27
time format, Regional settings, 6
time site, 267
time stamp, 8
time zone, 8

Regional settings, 5
Title, Description, and Icon link
Top Link bar navigation, 19
Translatable Columns, 181
trusted content locations, 257-258

unique permissions, 192
Upload Solution command, 54
user alerts, 4-5, 6

User Alerts link, 9
user-defined function assemblies, 223

v4master.master master page, 162
variations, 180
labels, 181
logs, 182
MUI (Multilingual User Interface),
179-180
settings
Automatic Creation, 181
Notification, 181
Recreate Deleted Target
Page, 181
Resources, 181
Update Target Page
Web Parts, 181
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Variation Home, 181
Translatable Columns, 181
View Only permission, 197
Visio 2010, SharePoint Designer 2010
and, 228
Visio Graphics Service
creating, 229-230
graphics application, 228
introduction, 225
Visio Process Repository, 227-228
Web Part, 227
Visual Studio, Web Part creation,
49-54
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Web Parts
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Solutions Gallery, 52
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approval workflow, 306
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work week settings — workflow

Enterprise, 306-309
page layout, 305
page ratings, 308
ratings, 306
work week settings, 8
workbooks (Excel)
publishing to Excel Services, 215
Office backstage view, 216
saving to document library,
217-218

SharePoint Central Administration,
215-217

workflow

Approval Workflow, 174
approval workflow, 174-177
Collect Feedback, 174
Collect Signatures, 174
Disposition Workflow, 174
publishing sites, 145-149
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WILEY PUBLISHING, INC.
END-USER LICENSE AGREEMENT

READ THIS. You should carefully read these terms and conditions before opening the software
packet(s) included with this book “Book”. This is a license agreement “Agreement” between you
and Wiley Publishing, Inc. “WPI”. By opening the accompanying software packet(s), you acknowl-
edge that you have read and accept the following terms and conditions. If you do not agree and do
not want to be bound by such terms and conditions, promptly return the Book and the unopened
software packet(s) to the place you obtained them for a full refund.

1.

License Grant. WPI grants to you (either an individual or entity) a nonexclusive license to use
one copy of the enclosed software program(s) (collectively, the “Software”) solely for your
own personal or business purposes on a single computer (whether a standard computer or a
workstation component of a multi-user network). The Software is in use on a computer when
it is loaded into temporary memory (RAM) or installed into permanent memory (hard disk,
CD-ROM, or other storage device). WPI reserves all rights not expressly granted herein.

Ownership. WPI is the owner of all right, title, and interest, including copyright, in and to
the compilation of the Software recorded on the physical packet included with this Book
“Software Media”. Copyright to the individual programs recorded on the Software Media is
owned by the author or other authorized copyright owner of each program. Ownership of
the Software and all proprietary rights relating thereto remain with WPI and its licensers.

Restrictions on Use and Transfer.

(@) You may only (i) make one copy of the Software for backup or archival purposes, or
(ii) transfer the Software to a single hard disk, provided that you keep the original
for backup or archival purposes. You may not (i) rent or lease the Software, (ii) copy
or reproduce the Software through a LAN or other network system or through any
computer subscriber system or bulletin-board system, or (iii) modify, adapt, or create
derivative works based on the Software.

(b) You may not reverse engineer, decompile, or disassemble the Software. You may trans-
fer the Software and user documentation on a permanent basis, provided that the
transferee agrees to accept the terms and conditions of this Agreement and you retain
no copies. If the Software is an update or has been updated, any transfer must include
the most recent update and all prior versions.

Restrictions on Use of Individual Programs. You must follow the individual requirements
and restrictions detailed for each individual program in the “About the CD” appendix of this
Book or on the Software Media. These limitations are also contained in the individual license
agreements recorded on the Software Media. These limitations may include a requirement
that after using the program for a specified period of time, the user must pay a registration
fee or discontinue use. By opening the Software packet(s), you agree to abide by the licenses
and restrictions for these individual programs that are detailed in the “About the CD” appen-
dix and/or on the Software Media. None of the material on this Software Media or listed in
this Book may ever be redistributed, in original or modified form, for commercial purposes.

Limited Warranty.

(@) WPI warrants that the Software and Software Media are free from defects in materi-
als and workmanship under normal use for a period of sixty (60) days from the date
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of purchase of this Book. If WPI receives notification within the warranty period of
defects in materials or workmanship, WPI will replace the defective Software Media.

(b) WPI AND THE AUTHOR(S) OF THE BOOK DISCLAIM ALL OTHER
WARRANTIES, EXPRESS OR IMPLIED, INCLUDING WITHOUT LIMITATION
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR
A PARTICULAR PURPOSE, WITH RESPECT TO THE SOFTWARE, THE
PROGRAMS, THE SOURCE CODE CONTAINED THEREIN, AND/OR THE
TECHNIQUES DESCRIBED IN THIS BOOK. WPI DOES NOT WARRANT THAT
THE FUNCTIONS CONTAINED IN THE SOFTWARE WILL MEET YOUR
REQUIREMENTS OR THAT THE OPERATION OF THE SOFTWARE WILL BE
ERROR FREE.

(c) This limited warranty gives you specific legal rights, and you may have other rights that
vary from jurisdiction to jurisdiction.

Remedies.

(@) WPDs entire liability and your exclusive remedy for defects in materials and workman-
ship shall be limited to replacement of the Software Media, which may be returned to
WPI with a copy of your receipt at the following address: Software Media Fulfillment
Department, Attn.: SharePoint Server 2010 Administration 24-Hour Trainer, Wiley
Publishing, Inc., 10475 Crosspoint Blvd., Indianapolis, IN 46256, or call 1-800-762-
2974. Please allow four to six weeks for delivery. This Limited Warranty is void if
failure of the Software Media has resulted from accident, abuse, or misapplication. Any
replacement Software Media will be warranted for the remainder of the original war-
ranty period or thirty (30) days, whichever is longer.

(b) In no event shall WPI or the author be liable for any damages whatsoever (including
without limitation damages for loss of business profits, business interruption, loss of
business information, or any other pecuniary loss) arising from the use of or inability
to use the Book or the Software, even if WPI has been advised of the possibility of such
damages.

(c) Because some jurisdictions do not allow the exclusion or limitation of liability for
consequential or incidental damages, the above limitation or exclusion may not apply
to you.

U.S. Government Restricted Rights. Use, duplication, or disclosure of the Software for

or on behalf of the United States of America, its agencies and/or instrumentalities “U.S.
Government” is subject to restrictions as stated in paragraph (c)(1)(ii) of the Rights in
Technical Data and Computer Software clause of DFARS 252.227-7013, or subparagraphs
(c) (1) and (2) of the Commercial Computer Software - Restricted Rights clause at FAR
52.227-19, and in similar clauses in the NASA FAR supplement, as applicable.

General. This Agreement constitutes the entire understanding of the parties and revokes and
supersedes all prior agreements, oral or written, between them and may not be modified

or amended except in a writing signed by both parties hereto that specifically refers to this
Agreement. This Agreement shall take precedence over any other documents that may be in
conflict herewith. If any one or more provisions contained in this Agreement are held by any
court or tribunal to be invalid, illegal, or otherwise unenforceable, each and every other pro-
vision shall remain in full force and effect.
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Beginning SharePoint 2010: Building Business Solutions with SharePoint

ISBN: 978-0-470-61789-2

Designed to mentor and coach business and technical leaders on the use of SharePoint in addressing critical information
management problems within their organizations, Beginning SharePoint 2070 uses realistic usage scenarios to demonstrate
topics such as forms, Excel Services, records management, web content management, and more.

Beginning SharePoint 2010 Administration: Windows SharePoint Foundation 2010 and
Microsoft SharePoint Server 2010

ISBN: 978-0-470-59712-5

This book provides you with the tools you need in order to achieve a successful implementation and take advantage
of the latest features in SharePoint 2010. It walks you through everything you need to know to install, maintain, and
configure your site. You'll discover how to apply the features based on well-known scenarios and familiar situations
that you'll likely encounter in the field, and you'll find best practices, advice, and tricks so you can get the most from
SharePoint 2010.

Beginning Microsoft SharePoint Designer 2010

ISBN: 978-0-470-64316-7

Covering both the design and business applications of SharePoint Designer, this complete Wrox guide brings you thoroughly
up to speed on how to use SharePoint Designer in an enterprise. You'll learn to create and modify web pages, use CSS
editing tools to modify themes, use Data View to create interactivity with SharePoint and other data, and much more.
Coverage includes integration points with Visual Studio, Visio, and InfoPath.

Beginning SharePoint 2010 Development

ISBN: 978-0-470-58463-7

SharePoint 2010 now provides several advancements for the developer (native Visual Studio tools support, services and
extensibility enhancements, and APIs), and many new capabilities (improved data programmability, line-of-business
interoperability, and sandboxed solutions). Industry veteran Steve Fox provides expert guidance on developing applications
as he walks you through the fundamentals of programming, explores the developer toolset, and provides practical code
examples to teach you how to use many of SharePoint's new developer features.

Professional SharePoint 2010 Administration

ISBN: 978-0-470-53333-8

Significant strides have been made since the release of SharePoint 2007, and this book provides you with a detailed look
at the major improvements and numerous changes in SharePoint 2010. The author team of SharePoint experts walks you
through installation and configuration, customization, and architecture and capacity planning. You'll discover how to
upgrade existing SharePoint 2007 servers, secure and manage site content, and integrate Microsoft Office applications
with SharePoint.

Professional SharePoint 2010 Development

ISBN: 978-0-470-52942-3

Written for the .NET developer, this guide shows you how to take advantage of all the new features for creating and
upgrading SharePoint sites. Inside you'll find field-tested best practices that help you take full advantage of this robust
platform. Covering everything from maximizing SharePoint's capabilities and building effective solutions to designing
custom workflows and developing content management applications, this resource helps you enhance your development
skills so you can easily roll out new sites.
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