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Introduction

I've concentrated in this Introduction on just four things.

First, on the target audience for the book because I think that it is important that
people don’t read this book with the wrong impression about who it will be useful for.

Second, I've tried to make it completely clear that this is a book about SharePoint
Foundation 2010 the product. Yes, people about to use SharePoint Server 2010 should
find it useful, but it’s not a book about SharePoint Server 2010.

Third, I wanted to give you a quick reference here to what is covered in the hours.
Hour titles are one thing, but a bit more meat was necessary and needed to be in a
single place for easy reference.

Fourth, in saying what a cheap machine I used for this book, I wanted you to be
aware that despite the official Microsoft line that you need really powerful machines
with fast expensive processors, lots of internal memory, and fast SSD drives, it's possi-
ble to take a portable computer from a rack in a department store and use that for
running SharePoint Foundation 2010. So don’t let those official Microsoft guidelines
put you off working through this book on a personal machine.

Target Audience for This Book

This book has been written as a training guide for three main groups of people:
» Users and administrators who need to learn the basics of SharePoint 2010

» Programmers who are now required to write SharePoint 2010 programs and
need a basic introduction to what SharePoint 2010 supplies out-of-the-box
before they do so

» Users of Office 2003, 2007, and 2010 who can make use of the options in those
products in connecting to SharePoint sites

The book’s main focus is to provide basic information on SharePoint 2010 for users
and administrators with the Teach Yourself approach. Users can find the administra-
tion sections interesting, whereas administrators need to know that because this is a
general book rather than a specialist administration book, it covers the basic issues
well but only dips into those administration options required to follow the other



Introduction

hours of the book. Programmers can gain knowledge of unique situations and fea-
tures, and Office users can appreciate hours on the interaction of Office products
with SharePoint systems, which most books fail to cover; SharePoint Foundation
2010 is entirely sufficient as the SharePoint end of the combination. Because users
often work in environments with back versions of Office, the differences in Office
2007 and Office 2003 are often indicated.

What This Book Covers and What It
Doesn’t

The book is almost entirely about SharePoint Foundation 2010 (SPF 2010), with some
comments on additional functionality available only with SharePoint Server 2010
(SPS 2010).

Reading this book can be advantageous for the target audience if they have (or will
have) SPS 2010 because that product is SPF 2010 with additional (and usually com-
plicated) functionality.

Programmers without any SharePoint knowledge can find this book useful as a
source for the background information they need about SharePoint before they
read a SharePoint Programming book.

It is easier to acquire the basics of SharePoint Server 2010 by initially excluding all
the additional complications that SPS 2010 offers. In addition, using a SharePoint
Foundation 2010 installation makes it much easier for people without their own
SharePoint test environments to create them without needing to spend a fortune on
hardware.

This book looks at some of the things that you can do with SharePoint Designer
2010, such as creating workflows that provide more than the basic workflow included
in SPF 2010. This book does not go into many details of how to use SharePoint
Designer 2010 to customize a SPF 2010 site. In other words, if you are looking for a
book on “branding” SPF 2010 sites, you should look elsewhere.

Another area of improvement to the built-in SPF 2010 website that is not covered
here is the use of Visual Studio 2010 to create completely new functionality. Share-
Point experts are usually divided between the Development experts who know a
lot about SharePoint programming (typically using Visual Studio 2010) and the
administration experts who know a lot about installing and using SharePoint
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(and typically little about development). There are (many) specialist books on Share-
Point Development more suitable for SharePoint programmers, and adding a mini
section on Visual Studio here would serve little useful purpose.

Organization of This Book

This isn’t a reference book with every list type and parameter described, focusing on
a few more commonly used elements in some detail.

The chapters in each section of the book were written in order. Because this book was
written with a working SharePoint test system, some sites or lists in a few places
might not match what you actually see on your computer. Don’t bother about this
because everything you need will be visible.

Hour 11, “Using What We’ve Learned So Far in a Site,” considers a universally under-
stood solution area and how the things you have learned up to this hour can be
applied to that one solution area. The idea is to provide an example of the thinking
that goes behind the creation of a site. Apart from this one example (and it is just an
example, nothing more), the book offers building blocks you can use in any kind of
SharePoint site that you need to create. Learning what sort of things to use for that
sample solution area should help you in creating sites for your real-world scenarios.

This book is divided into five sections:
» Part I, “The Basics,”(Hours 1-12) covers the basics.

» Part II, “Search,”(Hours 13-14) covers the built-in search function and how to
enhance that with Search Server 2010 Express.

» Part III, “Working with Office Products,” (Hours 15-20) covers the combina-
tion of Microsoft Office products and SPF 2010.

> Part IV, “Workflow and SPD 2010,” (Hours 21-23) deals with adding work-
flows (in general and with SPD 2010) and some other nonbranding functions
available when using SPD 2010.

» Part V, “Other Available Functions and Methods,” (Hour 24) reviews the
other functions and methods available to enhance your sites and includes
some useful book references for further reading.

The hours include the following:

» Hour 1, “Introducing SharePoint Foundation 2010,” introduces SharePoint
Foundation 2010.
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» Hour 2, “Installing SharePoint Foundation 2010,” gives details of how to
install the standalone (basic) installation of SPF 2010 on a single server run-
ning Windows Server 2008 R2.

» Hour 3, “Adding Users and Giving Them Rights” discusses the various types
of users, creates users required later, and then gives them rights to access the
SPF 2010 site.

» Hour 4, “Using the Administration Site,” looks at the (Central) Administra-
tion site and looks at some common actions using it.

»> Hour 5, “Planning a Site’s Structure,” describes the different types of sites and
how (and when) to create them.

» Hour 6, “Using Libraries and Lists,” is an introduction to libraries and lists and
to the relationship between a list and the web part of a list (List View Web Part).

» Hour 7, “Creating and Using Libraries” looks at the different types of
libraries and at how to add files to Picture Libraries and Document Libraries.

> Hour 8, “Creating and Using Views and Folders,” describes how to create
and use views and why you shouldn’t use folders.

» Hour 9, “Looking at List Types and the Included Web Parts,” continues
looking at lists and then looks at the web parts that come with the product that
aren’t directly related to Lists.

»> Hour 10, “Learning About Authentication and Access Rights,” includes
more information about authentication and shows how you can change the
user being used to access a site or a web page.

» Hour 11, “Using What We've Learned So Far in a Site,” takes a practical
working case in which SPF 2010 is used and shows how data is collected and
then used to build a suitable site structure.

» Hour 12, “Using Wikis and Blogs,” looks at the standard Wiki and Blog func-
tions provided by SPF 2010.

» Hour 13, “Using SPF 2010 Search and Installing Search Server 2010
Express,” covers the standard SPF 2010 search function and then installs the
free Search Server 2010 Express product to (in Hour 14) improve the search
function.

> Hour 14, “Improving Searches,” shows the additional possibilities for search
offered when Search Server 2010 Express has been installed on top of SPF 2010.
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» Hour 15, “Using Different Versions of the Main Office Products with SPF
2010,” looks at how various versions of the main Office products work with
SPF 2010.

» Hour 16, “Using Outlook 2010 with SPF 2010,” describes what functionality
is available when Outlook 2010 is used with SPF 2010. Brief mention is made
of the differences when using the earlier versions of Outlook.

» Hour 17, “Sharing OneNote 2010 or OneNote 2007 Notebooks with SPF
2010,” describes how you can store OneNote 2010 and 2007 notebooks in a
SPF 2010 site.

» Hour 18, “Sharing Access 2010 Tables with SPF 2010,” describes the various
methods available of combining Access tables with SPF 2010.

» Hour 19, “Producing a Report from a Single SPF 2010 List,” describes how to
use the Report Wizard in Access 2010 to create reports from a single SPF 2010 list.

> Hour 20, “Creating a Report from Several SPF 2010 Lists,” shows how you
can produce reports that combine the data from two or more SharePoint lists.

> Hour 21, “Creating Workflows in SPF 2010,” gives a general overview to work-
flows with SPF 2010 and shows how to create the built-in three-stage workflow.

» Hour 22, “Using SharePoint Designer 2010 to Create Workflows,” shows
how to use SharePoint Designer 2010 to produce more complicated workflows
than those described in Hour 21.

> Hour 23, “Using SharePoint Designer 2010 to Solve Common User Requests,”
looks further into some standard SharePoint Designer 2010 possibilities.

» Hour 24, “Learning to Add Even More Functionality to Your SPF 2010
System,” looks at several additional possibilities for enhancing SPF 2010 sites
and also at additional functionality available only by upgrading to SPS 2010.

Hardware and Software Used in This Book

> A cheap, commercial HP portable with a middle-of-the-road AMD processor,
4GB, and 500GB hard disk was bought and used for both the usual client
(Office 2010) software and for the VM (running SPF 2010) because my existing
portables had 2GB memory that led to slow (but not impossible) usage.

» The 32-bit operating system that came with the machine was replaced with 64-
bit Windows 7 (to make all the 4GB memory usable).



Introduction

vV v v v VY

VM Workstation 7.0 was used for the virtual machines.

64-bit Office 2010 installed in Windows 7.

Windows Server 2008 R2 installed in the Virtual Machine (VM).
SharePoint Foundation 2010 was installed in that VM.

Screenshots were created using Snaglt! from TechSmith (installed in Windows
7; http://www.techsmith.com/screen-capture.asp).

A 3-year-old portable running Vista and (only) Office 2007 was used for the
Office 2007 tests in the Office + SharePoint hours.

A 6-year-old portable running XP Pro and (only) Office 2003, both updated to
the latest possible level, was used for the Office 2003 tests.


http://www.techsmith.com/screen-capture.asp
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HOUR 1

Introducing SharePoint
Foundation 2010

What You’ll Learn in This Hour

» The main SharePoint 2010 products

A brief history of the product range

Why study SPF 2010 and not SPS 2010?

The interaction between Office and SPF 2010
Why do we spend time here installing SPF 2010?

This hour gives you an idea of what SharePoint products can be used for. It also
includes some information about the different SharePoint products that became
available in 2010 and how we got here from the start in 2001.

Getting Familiar with the SharePoint
2010 Products

Since the beginning in 2001, SharePoint products have been used to quickly and eas-
ily create a website that is useful out-of-the-box.

The product that this book deals with is SharePoint Foundation 2010 (SPF 2010).
Throughout the life of the SharePoint products, there have always been two different
main products at different price points and at different levels of complexity. Share-
Point Foundation 2010 is the fourth product in the “virtually free” line, with Share-
Point Server 2010 (SPS 2010) the fourth product in the line of expensive (and compli-
cated) products.

Unlike previous versions of SharePoint that initially were available in only 32-bit ver-
sions and later in both 32-bit and 64-bit versions, the present 2010 versions are 64-bit
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only. They can however still be used with 32- or 64-bit versions of Office and can still
be amended using both 32- and 64-bit versions of SharePoint Designer 2010 (SPD
2010). (See Hour 22, “Using SharePoint Designer 2010 to Create Workflows,” and
Hour 23, “Using SharePoint Designer 2010 to Solve Common User Requests.”) Note,
however, that the use of SPD 2010 for branding sites is not covered in this book.

Brief Comparison of SharePoint
Products

Table 1.1 simplifies the two main subranges and how their relationship has devel-
oped over time.

TABLE 1.1 Overview of the Two SharePoint Lines

Year Services Line Portal Line

2001  SharePoint Team Services SharePoint Portal Server 2001

2003  Windows SharePoint Services 2.0  SharePoint Portal Server 2003

2007  Windows SharePoint Services 3.0  Microsoft Office SharePoint Server 2007
2010  SharePoint Foundation 2010 SharePoint Server 2010

SharePoint Team Services (STS) and SharePoint Portal Server 2001 (SPS 2001) were
two completely different products that had nothing much in common except the
name and that both were used to create websites.

An installation of SPS 2003 first started by installing a full copy of WSS 2.0 before
seamlessly going on to install additional SPS 2003 items on top of it.

Moving on to the 2007 products, a lot of functionality was added to the server before
either product was installed. That functionality was (unfortunately, because it led to
confusion) known as the WSS 3.0 “Technology.” When the technology was in place,
there were two completely different installation routines for WSS 3.0 (the application)
and for MOSS 2007.

Whereas a WSS 3.0 (application) installation used the WSS 3.0 technology to create a
fairly standard website, a MOSS 2007 installation used the WSS 3.0 technology but
added a lot of its own functionality to it and thus created a much more powerful and
multiwebsite system.



Why Study SPF 2010 Rather Than SPS 2010? 11

Because both products used WSS 3.0 technology, WSS 3.0 fixes and service packs and
so on applied to both WSS 3.0 (application) and to MOSS 2007 installations. MOSS
2007 fixes and service packs however applied only to MOSS 2007. There were no
fixes and service packs that were only for the WSS 3.0 application, showing that the
WSS 3.0 application added no additional functionality to that provided in the WSS
3.0 technology.

The situation is the same as with the 2010 products. There is a technology that is still
confusingly called by the same name as the “series” product SPF 2010. Again there
are different installations for the two products with SPF 2010 (application) creating a
website based entirely on using the functionality in the SPF 2010 technology and
with SPS 2010 creating a set of websites that use the same functionality but which
also add many additional functions to the SPF 2010 technology.

The SharePoint 2010 products can be installed only on 64-bit hardware running 64-
bit operating systems and are themselves 64-bit only.

The one main exception is SharePoint Designer 2010, which is available in both By‘”m_
32-bit and 64-bit versions. You can use either version with an SP 2010 product. ay

SPD 2010 is, however, an Office client product.

Why Study SPF 2010 Rather Than SPS
2010?

This book is about installing and using the free product called SharePoint Foundation
2010. Because, however, this product was created using the functions provided by the
SPF 2010 technology and because SPS 2010 also uses that technology (and creates
sites based on it), the book can also be used to gain knowledge of the basic funda-
mentals of SPS 2010, while avoiding all the additional complications that product’s
additional functions bring.

For people completely new to the SharePoint products, starting with SPF 2010 is what
I recommend because otherwise you might well be learning about the additional
functions provided by SPS 2010 while not being aware of the basics of that product.

Both SPF 2010 and SPS 2010 are designed to be usable out-of-the-box. As you see in
Hour 2, “Installing SharePoint Foundation 2010,” the final installation phase of SPF
2010 actually opens a ready-made website that you can tweak and customize as you
see fit.

Most changes are possible through using ready-made functions and require no addi-
tional software. Some of the changes are possible with the use of the SharePoint
Designer 2010 free tool; its sole function is to work with SharePoint 2010 sites.
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D.iﬁﬁmu,,_ Because SPD 2010 can work only with SharePoint 2010 sites, if you also have
ow: WSS 3.0 or MOSS 2007 (or even WSS 2.0 or SPS 2003) sites to administrate,
you should keep a copy of SPD 2007 handy for them. | recommend that it should
be on a different client machine. If you must have both products on the same
client machine, use the 32-bit versions of both of them.

Mﬁle_ Office 2010 client applications and client applications of another Office release
ay level (typically Office 2007 but possibly Office 2003) should not be used on the
same client system. Earlier SharePoint releases have been badly affected by such
“mixed” systems, and it's probable that similar problems might be experienced
with the SharePoint 2010 products.

D.iﬁﬁmu,,_ Microsoft does not charge for SPF 2010. However, to run it, you need to have a
ow: suitable operating system (a suitable version of 64-bit Windows Server 2008 or—
for testing and perhaps development only—a copy of 64-bit Windows 7), and you
need to pay full product and licensing costs for that.

If you also want to use a full copy of SQL Server 2008 instead of the free copy of
SQL Server 2008 Express included in a Basic Installation (or in the Advanced
Installation + Single-Server option), you need to pay full product and licensing
costs for that.

Typically, you will start using SPF 2010 on a single server installation using the
built-in database system, and when you run out of power and database space,
you will move up to a two-server system in which the first server runs SPF 2010
and the second server runs SQL Server 2008 (full). Adding the extra server adds
both to your server costs and your database system costs. The resulting system
is however still considerably cheaper than an SPS 2010 system of any size.

The Interaction Between Office
and SPF 2010

The interaction between the Office 2010 range and SPF 2010 is not identical to that
between the Office 2007 range and WSS 3.0. Thus the various sections on the cooper-
ation between Office and SharePoint will now look—as far as space and logic per-
mits—at the differences in what can be achieved through Office 2003/Office
2007/Office 2010, respectively, and SPF 2010.

If the client system runs Office 2007, the functions available for the SPF 2010/Office
combination are equivalent to those provided for a WSS 3.0/Office 2007 combination.
Similarly if the client system is running Office 2003, the functions available for the
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SPF 2010/Office combination are equivalent to those provided for a WSS 2.0/Office
2003 combination.

There is little point in rushing an upgrade to SPF 2010 from (say) WSS 3.0 if all ﬂiﬂ#ﬂﬂ,,_
you are interested in is Office/SharePoint interaction; if you are forced to keep ow:

your client systems at Office 2007 level; and if you are prepared to sacrifice the
administration improvements in SPF 2010. It should be noted that there are a lot
of “ifs” there, though.

Another thing that is relevant in connection with the combination of Office and
SharePoint is that in most cases this combination works identically whether the
SharePoint system in use is the full SharePoint (SPS 2010) or the free SharePoint (SPF
2010). If you are, for instance, storing your Outlook attachments in a SharePoint site
so that readers of your email always see the latest copy of the attached document
(and not simply the version that was current at the time you sent the email), it makes
no difference whether the SharePoint system you store it in is SPF 2010 or SPS 2010. It
does however make a difference if you use Outlook 2010 or Outlook 2007 because
inexplicably this function is no longer present in Outlook 2010.

It’s always been the case that the best interaction between Office and the latest ﬂiﬂ#ﬂ)ﬂ’_
version of SharePoint is through the use on the client of Office products of the lat- ow:
est generation. Development of SPF 2010 and Office 2010 has been parallel and
on the same time scale, thus any new features in the SPF 2010/ office combina-

tion are available only if the Office on the client system is Office 2010.

On the other hand, if you attend presentations of SharePoint 2010 at Microsoft or
some other software vendors, you are often shown functionality that is only in the
most expensive version (Enterprise Edition) of the SharePoint Server 2010 product.
Usually there is no mention of any such restriction, so you should be wary of making
a decision on which SharePoint product is the right one for you based on such a pres-
entation. Often there is only one “nice-to-have” function that is the sole “reason” for
you paying double CAL charges (charges per user) than if you had selected SPS 2010
Standard Edition, and you need to be fully aware of this before making a decision.

A cost/benefit study might also show that most of the functionality you need is avail-
able in the “free” SPF 2010 version and that a good part of the additional functional-
ity you need could be added with SharePoint Designer 2010 or maybe even with
Visual Studio 2010. There is no point in paying for bundled software (and SPS 2010 is
in effect SPF 2010 plus bundled software) if you don't really need it.

By concentrating on SPF 2010, this book gives you a good idea of to what extent that
product alone (with, if necessary, some customization) can solve your problems.
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Why Does the Book Include Installing
SPF 2010?

Finally, a word on why the book includes an hour on Installing SharePoint Founda-
tion 2010 (Hour 2).

Search Server 2010 Express is installed as an addition to SPF 2010 in Part II,
“Search.”

You might already have a SharePoint 2010 site (either SPS 2010 or SPF 2010) that you
can use. This can enable you to follow most of the book and discover some of the
functions of SPF 2010 (and SPS 2010). However, what the company site will not, in
most cases, let you do is to administrate the site—if you already have administrator
rights on a SPS 2010 system, it’s a bit late for you to be reading this book. Yet only by
administrating the site and having full rights to create and change things using SPD
2010, for instance, can you get a proper feel for what is possible.

Once I decided that installation needed to be included, I also needed to decide just
how much time should be spent on it. The decision I made was that as this is a Share-
Point book, the assumption will be made that a suitable operating system has been
installed already. I will make a few comments on what changes might be made after
installation of the operating system and prior to the installation of SPF 2010, but the
installation of SPF 2010 is the essential part of Hour 2, not the operating system on
which it is installed.

I also decided that although it is possible to install SPF 2010 directly onto Windows 7,
I would not do so for the book as it is not the kind of environment that anyone other
than a low-level developer is likely to use in real life. So instead I assume that a suit-
able form of Windows Server 2008 has been installed.

The recommendation is to do this installation in a Virtual Machine (VM) system both
because then you can still run Windows 7 as your main operating system (with the
VM system running “under” it), but also because using a VM system means that you
can make copies (typically snapshots) as you go along so that you have a place to go
back to if you find yourself experiencing problems.

These days, even reasonably priced notebooks come with 4GB of main memory,
which is more than you need to run both your Windows 7 environment and SPF 2010
in a virtual machine.

The “By The Way” sections that follow are the result of my personal experiences—
now and over the years.
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At the time of this writing, only HP notebooks among the cheaper notebook mod-
els have the possibility to have a maximum of 8GB others are already at the maxi-
mum 4GB. At the moment replacing the 2x2GB chips in such a portable is expen-
sive, but at some time in the future systems might require more than 4GB, so it's
useful if the option is there.

Make sure that the Virtual Software you use can support 64-bit operating sys-
tems. At the of time writing, the latest version of Virtual PC did not do so. What
did was VM Workstation, and if that is too pricey for you, Parallels (the “for Win-
dows” or the Mac versions) also supports 64-bit operating systems and costs
less that $100. Look too for trial versions of the operating system that are typi-
cally for 6 months for server operating systems as compared to the 30-days limit
for the trial version of VM Workstation that might well be a stretch for working
through this book. As for the VM Fusion versus Parallels for the Mac question,
I’'ve found my SPF 2010 VMs in Parallels to be snappier on my 2GB-memory Mac-
Book, and this outweighs the advantage given by using the same environment
copy in VM Fusion that | use in VM Workstation. With 4GB main memory and thus
a more modern MacBook, things might be different. Finally you may see a
“requirement” that the SP 2010 require four-core systems. This is totally untrue.
Two-core systems work well enough, and they don’t even need to be the fastest
processors. When creating this book, | used a two-core middle-of-the-road proces-
sor with no problems.

Summary

This hour briefly outlined the two different SharePoint lines and an equally brief
introduction to the names that were used for them since version 1. A section covered
some of the products that you can use to add functionality to SPF 2010 or to amend
the built-in functionality. Finally, there was a section on why the book includes an
hour on installing SPF 2010.

Q&A

Q. | saw something at a Microsoft presentation that | can’t see in the copy of
SPF 2010 that I installed. Where is it?

A. Several different versions of SharePoint 2010 exist. The Wow! functions that
Microsoft often demos are found only in the most expensive version. Visio Ser-
vices, for instance, is available only if SPS 2010 Enterprise version is installed.

¥

ay

‘F

ay
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Q.

I have some WSS 3.0/MOSS 2007 sites | need to maintain. Why can’t | use
SharePoint Designer 2010 to maintain them?

Until this version, it has always been possible to use the new version of SPD (or
FrontPage) to maintain the back version of SharePoint, even though some of
the new functions then weren’t available for use. With the 2010 version of
SharePoint, SPD 2010 supports only SP 2010 sites.

Officially this was so Microsoft could concentrate on producing quality soft-
ware. In my view, doing so is inconsiderate of valid customer needs.

What do I do if | want to use SharePoint Designer to support WSS 3.0 and
SPF 2010 for the same client?

Microsoft recommends the installation on your client of the 32-bit version of
SPD 2007 and the 32-bit client version of SPD 2010 (but not the 64-bit version).
I—because of previous bad experience of mixing Office versions on client sys-
tems when used with SharePoint systems—suggest that you use two different
client systems. An old spare machine can run SPD 2007, and the new one can
run 64-bit SPD 2010 along with all your other Office 2010 applications.

If you support users, you can find it useful to have a second client system that
runs only Office 2007 level applications—and maybe even a third running
only Office 2003-level applications!

Workshop

Quiz

1.

2.

3.

Which is the free version of SharePoint 2010?
What is not free when using the free version of SharePoint 2010?

What is the main requirement for a VM system to run an SP 2010 product?

Answers

1.

2.

SharePoint Foundation 2010 (SPF 2010).

The operating system, and if a full copy of SQL Server is used, the SQL Server
system.

. It needs to support a 64-bit operating system.



HOUR 2

Installing SharePoint
Foundation 2010

What You’ll Learn in This Hour

> Making some amendments to the operating system
» Installing SPF 2010 in the simplest possible way

For those of you without access to SharePoint Foundation 2010 (or SharePoint Server
2010) systems to work through this book, this hour shows how to install SharePoint
Foundation 2010 (SPF 2010).

You can, for instance, use a regular portable running Windows 7 if you have one
that preferably has 4GB of main memory. You can install in that VM Workstation to
keep the SPF 2010 system completely separate from your normal usage of that
portable.

Those of you with access to SPF 2010/SPS 2010 might still prefer to set up your own
machine because that will ensure that you can follow the sections that require
Administrator permissions, which some of you won'’t have in your company systems.

Knowing Which Computer Type You Need
to Install SharePoint Foundation 2010

As explained in Hour 1, “Introducing SharePoint Foundation 2010,” SPF 2010 installs
only in a 64-bit machine running a 64-bit operating system. That operating system
can either be a 64-bit version of Windows 7 (any version including Home Premium)
or a particular 64-bit version of Windows Server 2008. (The choices are Windows
Server 2008 including Service Pack 1 or Windows Server 2008 R2.)
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More memory tends to speed up the installation phase, so always amend your vir-
tual machine’s (VM) memory so that from the start it uses the memory you intend
to finally use instead of waiting until after the installation of the software.

The operating system can either be run native or in a VM. If run in a VM, the VM
software must support the installation of a 64-bit operating system.

SPF 2010 requires much less memory than SPS 2010. It can easily install in 1GB and
can run reasonably in that amount of memory. If running in a VM on a portable
that has 2GB memory, don’t assign much more than 1GB to the VM. If running in a
VM on a portable with 4GB memory, you can assign 2GB to SPF 2010. Much more
memory than 2GB probably won’t have much effect on the basic test installation cre-
ated in this hour.

Client systems can, within reason, be anything. Most Windows operating systems
from XPPro upward (Vista and Windows 7 at the time of this writing) work fine. Intel
Macs also work, but you cannot apply any of the chapters on the interaction between
Office and SPF 2010 (or the hours on SPD 2010 and SPF 2010) unless you have a sec-
ond VM running under the Mac alongside the VM running SPF 2010 (or unless you
add all the client software to that single SPF 2010 VM, which isn’t a good idea).

Amendments to Windows Server 2008 R2

Because this book is about a SharePoint product, I won’t spend time on actually
installing Windows Server 2008 R2. I assume that you can do that and, if you use a
VM system, you know how to create a virtual machine and install an operating sys-
tem in it.

Here are a few notes on what you should do after you install Windows Server 2008
R2. After installation, you see a screen similar to Figure 2.1.

If you are not in the United States using a U.S. keyboard, avoid using special
characters in your password for the server that are not located in the same place
in your keyboard as in a U.S. keyboard. After a cold restart, you need to enter the
character as if you were using a U.S. keyboard, but after a warm restart you need
to enter the characters where they are located on your keyboard. For most special
characters, this is annoying, but there are keyboards with keys located where no
key is located in a U.S. keyboard; therefore, that key has no U.S. equivalent.

The screen in Figure 2.1 is the result of making the following amendments to the
operating system as installed:

> Activating the operating system (line one)
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» Giving the computer a short name (here, “SPF1”) and making it part of a
workgroup

» Specifying that updates are downloaded but not automatically installed

At the moment, the Internet Enhanced Security Configuration is enabled (see
Figure 2.2). This is a nuisance for a test installation, so you need to turn it off. Do so
by going to Administrator Tools > Server Manager. The Server Manager function
starts (see Figure 2.3).

Select Configure IE ESC, which appears in the Security Information section on the
right side, and turn it off for administrators and users.

Make sure to note the password for Administrator. Now, it’s time to install SharePoint
Foundation 2010.

Installing SharePoint Foundation 2010

To install SharePoint Foundation 2010 (SPF 2010), you must first download a copy of
the latest version of SPF 2010 from the Microsoft site. Because the application is free
to use, it is available to everyone as a free full version; there’s no need to select either
a trial version or get a nontrial version from MSDN or TechNet.

If you don’t see this screen, go to Start > Run. In the Run box, type oobe. B)Lﬂ%?l_



20 HOUR 2: Installing SharePoint Foundation 2010

FIGURE 2.2
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To ensure that you get the most recent version (which might, by the time you read

this book, include Service Pack 1 or 2), go to the Microsoft Downloads page
(http://www.microsoft.com/downloads) and search for “SharePoint Foundation

2010.” This search yields the page shown in Figure 2.4 (at the time of writing).
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Because SPF 2010 is a free product, you do not have to note or acquire a Product Key.
You just need to download the product (when in the VM) and run it when you are
prompted to run or save the install. (Use Save if you want to keep a copy of the .exe
file and then double-click the file).

The first SPF 2010 installation screen is a greatly improved version of the equivalent
2007 installation screen (see Figure 2.5).

FIGURE 2.5
Installation
screen for SPF
2010
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FIGURE 2.6
The Prerequi-
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Note that the software prerequisites are the first option in the Install section. You no
longer need to hunt for documentation that tells you what you need to install before
you install SPF 2010.

At this point, follow these steps to install SPF 2010:

1. Select Install Software Prerequisites, which starts a routine that first tells you
what will install and then installs them (see Figure 2.6).

Microsoft: SharePoint® Products and Technologles 2010 Preparation Tool i |

Welcome to the Microsoft® SharePoint®
Products and Technologies 2010 Preparation
Tool

The SharePoird® Preparation Tool checks your computer for required products and
up<dates. k may connect to the intemet to download products from the Microsoft Download
Centier. The ool natalls and configurea the following products:

Ppphcation Server Rle, Web Server (15) Role
* Microsoft SO Sarver 2008 Native Chert
* Microsoft "Geneva™ Frameweek Runtme
* Micrasolt Syre Framewerk: Furtime 1 0 b64)
= Microsoft Chart Conlrols for Microsofl NET Framewerk 3.5
* Microeoft Fiker Pack 2.0
* Microsoft SGL Server 2008 Analysis Services ADOMD.NET

IMn!)I Cancel

It’s never bad to read an installation guide, so if you are a patient person, by all
means, read all three sections in the Prepare section. Here, | don’t bother.

2. At the end of the prerequisites phase, select Finish. Figure 2.7 appears, a key
page for most Installations. Rather than just jumping into the Basic Installation
(the Standalone option), which is what you will use (the simplest installation),
here are the main differences between the two installation types:

» Standalone installs everything on a single server, which includes the
installation of a copy of SQL Server 2008 Express.
» Server Farm gives you more options:

» Standalone enables you to specify the location of the search index
files, but otherwise the installation is the same as a Standalone
Installation and also like that installs SQL Server 2008 Express. (SPF
2010, unlike WSS 3.0, actually says so on the page-progress!)
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A Microsatt SharePaint Foundation 2010 > FIGURE 2.7
> Choosing the
Installation type

> Complete installs the full SPF 2010 product on the server, but it
does not install SQL Server 2008 Express. Also, it enables you to say
on which server your database system is. (Because of this, your
database system should already be installed if you use this option.)

Here in the original screen (Figure 2.7), select Standalone.

3. After the files have been copied to the server by the installation routine, the
Run Configuration Wizard screen appears (see Figure 2.8). When you get here,
select Close. Doing so starts a lengthy process of installing the software on the
server, so go grab a cup of coffee.

A Microsalt SharePaint Foundation 2010 = X FIGURE 2.8
- Run Configura-
tion Wizard
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Diﬁ#au,,_ You have the opportunity to unselect the Run the ...Configuration Wizard in case
ow: you might be installing SPF 2010 on several machines in a farm. (This is, how-

ever, more likely with SPS 2010.) Then it is best to have the software installed on
all the servers in the farm first and then run the Configuration Wizard on all
servers.

As the software is installed on the server, a screen advises you that several serv-
ices (such as IIS) need to be stopped and started as part of the process. Then,
there is a long process of 10 configuration steps; patience is required particu-
larly on steps 2 and 8. Progress is shown, though.

4. Finally, a Configuration Successful screen appears, and the installation and
configuration are complete.

Before the default website can be opened, the user needs to log in (see Figure 2.9).

FIGURE 2.9 - E
Connecting to P—
SPF1
Domain: WS551
Bl Remember my credentials
OK I Cancel |
The only user we have available at the moment is the Administrator. Enter both
Administrator and the password, and you see the website (see Figure 2.10).
Mﬂ;ﬁ,— If at this stage you are asked to configure |ES, specify as little as possible. (This

is a server, after all.) If, because you specifying IE8 before the site appears, you
get an error, just type http://spfl in the browser, and you get the correct screen
(see Figure 2.10).

You need to check one final thing: Make sure that you have an Administration Site.
To do this, follow these steps:

1. Go to Start and select SharePoint 2010 Central Administration (see Figure 2.11).
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Those new to SharePoint won’t know this, but this look (Figure 2.10) is closer to
the earlier “portal” versions than to the earlier plain “Services” versions of

SharePoint.
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FIGURE 2.10
The SPF 2010
default site
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FIGURE 2.12
SharePoint 2010
Central Adminis-
tration

HOUR 2: Installing SharePoint Foundation 2010

2. After the inevitable request for you to sign in with Administrator and Password,
you see Figure 2.12.

3. You can now visually verify that you have a Central Administration site.

With that, installation is complete.

Note, however, the port used by Central Administration (in this case, 41170) because
you can’t always access the server’s Start button (or Administration Tools) and access
it from there. Also add this address (http://SPF1:41170 for this example, but for you,
the address you see in your system!) to your Favorites list in your browser.
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If you don’t have a U.S. keyboard and haven’t specified which keyboard you have,
this is a good time to do it. Open the Control Panel, select Change Languages or
Other Input Methods and the Keyboards, and add the new keyboard. Then select
it in the drop-down list.

Summary

This hour suggested a few amendments after you installed the operating system and
then showed you how to install a basic installation of SharePoint Foundation 2010.



Workshop

Q&A

Q. How do I install SPF 2010 so that I can use an existing copy of SQL Server
2008?

A. Do not select the initial Standalone option. When you then select the Server
farm option, do not select the Standalone option.

(Even if you already have a full copy of SQL Server 2008 installed on the single
server, it will still not be used for the SPF 2010 databases).

Q. The 2007 products contained differences between the (basic installation)
database system installed by WSS 3.0 and by MOSS 2007. Is that still
the case?

A. In the 2007 products, the database systems installed by Basic Installations were
different versions of SQL Server 2005 Express. The main difference was that the
WSS 3.0 version had no database size limit, whereas the MOSS 2007 version had
a 4GB size limit. In the 2010 products, both SPF 2010 and SPS 2010 use the same
version of SQL Server 2008 Express, and both have a 4GB database size limit.

Workshop

Quiz
1. Why should you change the VM default selection of memory before the instal-
lation phase?

2. Which part of the entire installation process of SPF 2010 takes the longest time?

Answers

1. More memory means that the installation phase is noticeably quicker (pro-
vided you don’t grab too much memory from the VM’s host system).

2. The Configuration Wizard phase.

27



This page intentionally left blank



HOUR 3

Adding Users and Giving
Them Rights

What You’ll Learn in This Hour

> Different default accounts used to access a SPF 2010 site
Creating local users (on the server)

Creating SharePoint groups and the benefits of having them
Creating a new SharePoint group with additional permissions
Using an AD group: advantages and disadvantages

At the moment, the only way to access the site created in Hour 2, “Installing Share-
Point Foundation 2010,” is to use the administrator name and the password specified
for it when the operating system was installed.

The (server) Administrator account is used throughout this book unless specified oth-
erwise; however, you need to be aware of the rights that other (nonadministrator)
users can have in SPF 2010 websites. In this hour, you create more users and give
them different rights to access sites.

Getting to Know the Different Account
Types

Normally, an SPF 2010 server in a company is part of an Active Directory (AD) setup,
and each prospective internal user of the SPF 2010 site would already have a name
in the form of domain\<username> and password.

In Hour 2, you created the simplest standalone server installation—one that when
following most of this book you will never perhaps connect to a network—so you



30

DG

FIGURE 3.1
The Computer
Management
page

HOUR 3: Adding Users and Giving Them Rights

need to create users on the server, because these users can then always be available.
You then give those users rights to access the site.

Normally, this method would be used only by the administrator of a company sys-
tem to give him the ability to simulate users with different rights than his normal
domain\username gives him so that he can support users with (typically) less rights
than himself.

Over the years, the options for authorization to SharePoint systems have widened.
The most common other method (after the use of domain names) is Forms-Based
Authorization, which is beyond the scope of this book.

Creating a Single User

To create a single user to your SPF 2010 website, follow these steps to create a user
called MyAdmin. These steps will be repeated for several other users. The list of those
users is below the steps needed to create one user.

1. Go to Start > Administrative Tools > Computer Management. Figure 3.1 shows
the Computer Management page.
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2. Select Local Users and Groups, and then select Users (see Figure 3.2).
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3. Under Actions, select User > New User. Figure 3.3 shows the completed New User
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For test systems, | always give each user account the same password. To make
sure | can work it out even if | can’t remember it, | use the same password for the
server (and thus, the Administrator account) with both lowercase letters and at
least one number; | change the final (odd) character to another odd character.
This way, because | use the Administrator account all the time, I'll remember that
password and can quickly guess the other one.

You need to make the changes in step 3 because this will be a test system, and
you don’t want bother with the expiration of passwords. It’s also what you should
probably do if you ever have a single SPF 2010 system connected to the Internet
and you want to use local server names/passwords for access, even though this
isn’t the safest option possible.

4. Click Create to return to the empty version of Figure 3.3. From here, you can
directly enter the next user from the list below.

Repeat the above steps for the following users:
» MyContrib

MyDocLib

MyReader

MyReaderPlus1

vV v v VY

MyReaderPlus2

5. After you enter all the users in the above list, click Create and then Close.
Figure 3.4 appears.

Administrator and Guest are standard users. When you install Windows Server
R2, you must specify a user. | always use my name, Mike, and give it the same
password as Administrator. That’s why you can see Mike in the above list along
with the MyAdmin etc. users.

Giving Users Rights to Access the Site

After the users are created, the SPF 2010 system needs to be told that these particular
users can access the SPF 2010 sites and what rights these users have when they access
them. To achieve this, follow these steps:

1. While still in the virtual machine (VM) or on the server, open Internet Explorer
and enter http://SPF1. After a brief delay (and perhaps the need to sign in as
Administrator again), you see the default site. (Refer to Figure 2.10 in Hour 2.)
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2. From the Site Actions drop-down menu, select Site Settings (see Figure 3.5). The
Site Settings page appears (see Figure 3.6).
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3. Select People and Groups from the section Users and Permissions. The People
and Groups page appears (see Figure 3.7).
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4. In the New drop-down menu, select Add Users. An empty Grant Permissions
window appears (see Figure 3.8).
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This group of Team Site Members is described as being able to Grant People
Contribute Permissions (refer to Figure 3.7). This is where we add the MyContrib
and MyDocLib users.

5. Write MyContrib; MyDocLib in the User/Groups box shown in Figure 3.8 and
click OK.

Figure 3.9 (on the following page) shows what happens: Users MyContrib and
MyDocLib are now listed as the members of the Team Site Members list.

The next actions are to go to Team Site Visitors and add MyReader, and to go to Team
Site Owners and add MyAdmin. You do this in exactly the same way described above
for the Team Site Members group.

Getting Familiar with SharePoint Groups

SharePoint groups are made available to solve the administration problem of not
wanting to enter every single users’ name every time access to something (a Site or a
List, for instance) is granted to that user. (Another solution to the same problem is
grouping users by the use of an Active Directory group; for more on this, see the end
of this hour.)

Imagine if we could not group users. At first, for a small company, everything would
be okay. Say that 50 users are given the rights to access a SPF 2010 site by entering
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the username of each user. But what happens if, one month later, another site is cre-
ated? And, during this time, two users have left and three new users have arrived in
the meantime. We would need to give all 51 users rights to the new site again by
entering the names of all 51 users. Add more sites and the manual effort increases.

You might be thinking, that’s only manual effort and adding a new site doesn’t hap-
pen that often. That’s true, but when you add 50 users are you going to make a man-
ual error and miss one of them, and if you do, what will be the result? Probably sev-
eral weeks later, a user will call the hotline saying that she can access sites 1, 2 and 3,
but not 4. The other problem is that, when a new user arrives at the company, you
need to know which sites to add him to, and you need to go into each site to do so.

Wouldn't it be much easier if you had just one list of users no matter how many sites
you have?

That is the main reason for a SharePoint group: It’s a place to put users who share the
same access rights to one or more SPF 2010 sites. (This is not restricted to sites only, as
you will see later.) Now whenever a new site is created, the appropriate SharePoint
groups are given access rights to it and not a list of tens (or hundreds) of users indi-
vidually. If a new user arrives, he is added to the appropriate SharePoint group(s) for
her job description.

I sneaked it past you earlier, but you already added users to SharePoint groups when
creating users in the “Giving Users Access Rights to the Site” section. Team Site
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Members, Team Site Visitors, and Team Site Owners are three SharePoint groups cre-
ated automatically as part of the installation process.

Only Team Site Owners was initially given a member (Administrator) as part of the
installation, but all three of these groups were also given (different) access rights to
the default site created in the SPF 2010 installation.

In the next section, you will create an additional SharePoint group similar to the
Team Site Visitors SharePoint group but with slightly amended rights. When that
SharePoint group has been created and given access rights to a particular site, you can
add to it the two users we haven’t so far added: MyReaderPlus1 and MyReaderPlus2.

Creating a New SharePoint Group

In this section, you create a SharePoint group called ReadPlus. To do so, follow
these steps:

1. In the Team Site Members page (refer to Figure 3.9), click the Groups heading.
All the current groups are listed, including a brief description of their rights (see
Figure 3.10).
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2. Click New and, in an empty version of the Create Group page (see Figure 3.11),
you can fill out the details for the new SharePoint group called ReadPlus. (We
are creating a new SharePoint group because we don’t want to use one of the

FIGURE 3.10
Listing of All
Groups
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FIGURE 3.11
The top half of
the Add Share-
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FIGURE 3.12
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standard SharePoint groups-Team Site Members, Team Site Visitors, and Team

Site Owners—for one of our users.)

For our purposes, leave the default values as they are in the second half of the
screen and click Create. The group ReadPlus is now listed with the previously

created groups (see Figure 3.12). Success!
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If you click ReadPlus in Figure 3.12, you see that Administrator has automatically Diﬁ#au,_
become a member of this new SharePoint Group. ow:

Specifying the Permissions of a
SharePoint Group

Currently, you haven’t chosen the access rights for the members of this new Reader-
Plus SharePoint group. Here’s how to do that:

1. Atthe Team Site Start page, click the Site Actions drop-down menus (near the
top-left) and select Site Permissions. The Permissions: Team Site page appears
(see Figure 3.13).
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2. Select Permission Levels. This shows a list of the present (default) Permissions
Levels: Full Control, Design, Collaborate; Read and Limited Access.

3. Select Read. At the bottom of the page that appears, select Copy Permission
Level. The Copy Permission Level page appears (see Figure 3.14).

Eal

Fill out the Copy Permission Level “Read” screen, as shown in Figure 3.14.

o

Scroll down the page and select a Delete option (Delete Items or Delete Ver-
sions). Then, scroll to the bottom of the page and click Create.
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FIGURE 3.14
Copying the Read
Permission Level
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Now there is a screen listing six different Permission Levels. The final step is to
assign the new ReadPlusDelete permission level to the ReadPlus SharePoint
Group and give it rights to access the default site.

6. Click Team Site. This takes you back to the default site again.
7. Click Site Actions > Site Permissions again, and then click Grant Permissions.
8. The Grant Permissions screen appears, as shown in Figure 3.15.
Fill out the Grant Permissions page as necessary:
» Type ReadPlus in the box.
» Click the arrow next to the person image. (ReadPlus becomes ReadPlus ;)
> Select the Grant Users Permission Directly radio button.
> Select ReadPlusDelete.
9. Scroll down and click OK.
There’s now a new list of those SharePoint groups that can access the Team Site. In

addition to those listed in Figure 3.13, there’s also the ReadPlus SharePoint group
listed with the information that it has the ReadPlusDelete Permission Level.

There’s one final thing to do and that is to add the two users MyReaderPlus1 and
MyReaderPlus2 to the ReadPlus SharePoint group. I'll leave you alone to do that
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because Grant Permissions followed by adding the two users and selecting the correct
SharePoint group is close to what we previously did earlier in this hour.

What About Active Directory Groups?

You can use Active Directory (AD) groups instead of SharePoint groups to provide a
way of assigning rights to a number of users at one time. At first glance, their use
seems to be the obvious choice for a company environment where AD groups are
already in use, and deciding whether to use an AD group or a SharePoint group often
depends on how the AD support people operate and their relationship with the Share-
Point administrator.

Companies typically use Active Directory for their network. Users in the company B;Lﬁle_
can then be split up for administration purposes into Active Directory groups ay
which have different access rights to resources in the network. For instance, the
AD group for the Personnel Department members would be the only one able to
access the part of the file structure that contains salary information.

The best example of using an AD group is when a suitable AD group already exists.
Let’s say that there already is an AD group for the members of the Personnel depart-
ment. In that case, you can use that AD group to restrict access to a SharePoint site
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(or something else such as a List) to members of the Personnel department thus
avoiding the need to also create a SharePoint group for the same set of people.

Usually, that is a clear-cut situation, but what happens, for instance, if the AD team
put the boss of the Personnel group in her own AD group (because she has more
powers than her staff) and doesn’t tell the SharePoint Administrator? Then, unless
they have also left her in the standard Personnel AD group, she will no longer have
access to the SharePoint sites her people can still access.

A worse example is the case in which an AD group doesn’t exist. Then the Share-
Point Administrator needs to inform the AD team that he wants a new AD group to
be created. The AD team might create groups only on a weekly basis, so the SP
Administrator needs to wait patiently until that happens, in the meantime, no doubt
receiving emails saying, “Why haven’t you done this yet?” The SP Administrator can
only give access rights to the SharePoint site when the AD group is available, so he
either has to waste time checking if it’s there or wait for an email from the AD team
saying they’ve done it.

A similar situation is if a user needs to be given rights to the site. The SP administra-
tor knows which group or groups to add the user to but the AD team might not.
Again the process goes from the user’s boss to the SP administrator who needs to con-
tact the AD team, and so on.

Faced with this kind of time delays and additional bureaucracy, it’s often the case that
the SharePoint Administrator will create a SharePoint group to solve the problem.

Rather than having a mixture of SharePoint groups and AD groups used for the
same SharePoint site, it might well be advisable to always use SharePoint groups for
all SharePoint access rights and let the AD team take care of access rights to network
systems. However, a final decision on this needs to be based on the internal routines
of a company (and also invariably on how well the SP administrator and the AD
people work together). Here, we use only SharePoint groups.

Summary

This hour looked at the rights users have when they access sites and how these
rights can be specified. We created users local to the server, assigned these to exist-
ing SharePoint groups, and then created a new SharePoint group with a different set
of permissions.
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Q. Can you specify two (or more) permissions for the same SharePoint group?

A. You wouldn’t normally because you would have SharePoint groups that over-
lap permissions with other SharePoint groups. That is, one set of permissions
includes all the individual permissions of another set of permissions.

However, there is nothing to stop you from having a set of permissions that
covers only most of the permissions in another set of permissions, yet also
includes one additional permission. In that case, some of the users might need
to belong to the sum of those permissions, and the SharePoint group those
users are in would need both sets of permissions.

Q. Is it possible to create a new set of permissions (called DeleteOnly) in which
only the Delete permission is selected? Then it would be possible to specify
the normal Read set of permissions and the DeleteOnly set and have the
same effect as the method you used.

A. Yes, in SharePoint, you can often obtain the same result in many different
ways. In this case, I prefer the approach I took, but it’s really just up to your
preference.

Workshop

Quiz
1. What are the four main users to whom you can give access rights to a site?

2. What is the principal advantage in giving a SharePoint group access rights to
a site compared to giving such rights directly to a user?

Answers

1. Local users on the server, individual domain users, SharePoint groups, and AD
groups.

2. The main advantage is that it's common for the same set of users to be given
access rights to the same sites. By using SharePoint groups, this becomes less of
an administrative nightmare.
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HOUR 4
Using the Administration Site

What You’ll Learn in This Hour

» Ensuring access to the SPF 2010 site
» Working with the Administration site

This hour is about working with a site that the installation of SPF 2010 has created
for the use of Administrators. Before we start working with that Administration site,
the following section discusses how to make sure you can access any site in the SPF
2010 system.

Ensuring Access to the SPF 2010 Site

So far we've accessed the site from a browser running in the server. (From now on,
I'll assume that you are running the server in a VM.) Then it was perfectly fine to
access the site using http://SPF1 because the server knew what SPF1 was—it was its
own server name.

The next step is to access the VM from the host machine of the VM software. That
host machine—probably running Windows 7—is where our client software (Office
2010; SharePoint Designer 2010 and maybe other client programs) has been
installed, so mostly we will access the site from there.

The problem is that the host machine doesn’t know what http://SPF1 means.

What happens if we try it anyway will vary depending on what search routine we
have connected to the browser. If we have a search product (such as Bing or Google)
connected, there will be a results page from that search product giving the results of
an Internet Search for http://SPF1. If there isn’t and you are using Internet Explorer
as your browser, you will see the page shown in Figure 4.1.
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FIGURE 4.1
Internet Explorer gj Internet Explorer cannot display the webpage
cannot display

the web page

Lniﬂgnnﬂe Connaction Problems

B_)Lﬁle_ | find it useful to amend the Hosts file of the host machine (if this is running a
ay Windows version) so that the Host knows the TCP/IP address to use if
http://SPF1 is used from the host machine. (Hosts is in C:\Windows\
system32\drivers\etc and the file already includes an example of what to write.)
For most of the book, however, | used the TCP/IP address when accessing the
server from the host machine, so amending the Hosts file isn't necessary. Try
working without it for at least the next few hours to get full benefit from them.

We need an alternative to using http://SPF1, which is to use the TCP/IP address of the
site rather than the server name. To use the TCP/IP address, follow these steps:

1. Open the command prompt and enter ipconfig /all. Figure 4.2 shows the
output of this command.

FIGURE 4.2 inbstrator: Command

The result of i

ipconfig /all

B)Lﬂle_ If your VM and the host system are both part of an AD domain, the rules for that
ay domain might automatically give your server a domain name such as spfil.

domainname.com, and in such a case, access from the host system might work.
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You have to find the correct section, but here the TCP/IP address we want is
192.168.244.130.

2. Note the TCP/IP address.

At this stage, trying http://192.168.244.130 from the host system gives you
Figure 4.1 again, so you must get rid of the Windows Firewall in the server. At
the moment, it is blocking our access from the host system.

3. Go to Start > Administrative Tools > Services and scroll to Windows Firewall (see

Figure 4.3).
[Qoemices =IO0=]
Fle  Artien  View  Help
e mDa= B e mnn

Windows Firewall Name + | Description | Stats | StarhpType  |logOnas | 4|
- Windows Color Sys...  The WesPl... Manual Local Service

Stop the vervice 4 Windows Dnver Fo...  MANAQES ... mManual Local System

Bestart the service i Windows Ervor Rep... Allows enro... Maral Local System
& Windaws Event Coll.. Thes servic Manual Network ...

Description: & Windows Event Log  This ser Started  Automatic Local Service

Wirndorws Frewal helos protect your " 5

computer by preventing unauthorized

users from gainng acess 1o your

computer through the Intemet or a % Windows Instaler  Adds, modh... Manual Local System

nebuork, 4 Windows Managem... Providesa ... Started  Automatic Local System
i Windows Modules 1.,  Enables ins... Manual Local System
< Windows Presentat... Optmczes ... Manual Lacal Servce
i Windows Process A.. TheWindo... Sterted  Manual Local System
4 Wndaws Remote M., WindowsR... Started  Automade (D,  NetworkS...
& Windows SharePoin... Performs a... Marual Local System
%, Windows SharePoin,.. Sendsnotif... Started  Automatc Netwerk ...
4 Windows SharePoin... Manages br... Started Aastoematic Local Service
% Windows SharePoin,.. Executesw.. Started  Automasc Netwerk S...
4 Windows SharePoin... Sharefaint... Manual Local System
& Windows Trme Maintairs d... Marwal Local Service
& Windaws Update Enablesth... Started  Automabic (..  Local System
& WiHTTP Web Prox... WinHTTPi... Marual Local Service
-« Wired AutoConfig The Wired ... Manual Local System
4 WMI Performance ... Provides p... Manual Local System
% Workstation Createsan... Started  Automatic Netwerk S...
4World Wide Web P, ProvidesWe.. Started  Automatic Local System -

Evtended 4 Standaed /

Because this is a test system, we use the brute force method and simply disable
it completely. For production systems, fine-tuning is possible via Start > Adminis-
trator Tools > Windows Firewall with Advanced Security (which will run only if the
Windows Firewall is not disabled.

Make sure that you use the Command Prompt from the VM. Otherwise you get the
wrong TCP/IP address and, try as you will, you won’t be able to connect to the
host system’s TCP/IP address. (Don’t think that’s obvious. It is, but | wasted
almost an hour wondering why | couldn’t connect after | had too quickly noted the
wrong TCP/IP address!)

If you don’t see such an address, check your VM’s definition of which network
adapter is in use. With some VM systems, including VM Workstation, networking
is not available at all if the “Tools” for that product (here “VMWare Tools”) have
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not been installed. Disabling and then Enabling Network connections is another
thing to try before re-doing ipconfig /all.

4. Double-click Windows Firewall. Set it to Disabled (see Figure 4.4).

Windows Firewall Properties (Local Computer) x|
General ]LngOn] Recavewl Dependerl:ial

Service name:  MpsSvc
Nisplay nama- Windows Firrwall

S indows Firewall helps protect your computerby  a
g on: unauthonzed users from gainng access j

Fath to executable:
C\Windows'\system32'svchost . exe 4 LocalSernceNoNetwork

Startup type: Disabled =

Help me configure service startup options.

Service status:  Started

Start | Stop | Pause Hesume

‘You can specify the start parameters that apply when you start the service
from here.

Stert parameters: I

0K I Cancel Apply

5. Click Stop.
6. Click OK.

At this stage, if you try to access the site using http://192.168.244.130 from any-
where other than the server, it still won’t work. You must carry out Step 7 first.

7. Reboot the server.

After the reboot, you can access http://192.168.244.130 from the host system.

When you get the authentication box, make sure that you now write the name as
SPF1\Administrator. If you write only Administrator, the “domain” will be automati-
cally set to the name of the host system (in this case Win7), and the username
won’t be valid.

When this has been successfully done, the next step is to try to access the server from
a different client machine. This can be anything with a browser, so in my case, I
tested it with a MacBook running the Snow Leopard version of the Mac operating sys-
tem and using Safari as the browser. (If that works, anything will!)
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This final check is useful if you want to work with your site as if it were a real produc-
tion server. Then you would naturally not want to restrict yourself to working with
the host machine of the VM. You would want the server to be accessible from a num-
ber of different client systems, possibly running different operating systems and
browsers. (In my case my test from the Mac didn't work.)

In such cases, look at the Networking definitions of the VM system. Figure 4.5 shows
the Networking settings that were required in VM Workstation 7.0.

Virtual Machine Settings

Hardware | Options

Dievice Surmary Device status
| Connected
W Memory 10248
i i
| 1 processors 1 Connect at pover on |

b Disk (SCST) 406D |
(%) C0/oND (IDE) Busto detect Metwork connection
H Fopoy Auto detect @ Bndged: Connected deectly to the physical netwerk

Fnetwork Adaoter  Bndged Repbeate physical network conmection state
USBontrolar:  Prestnt NAT: Used ta share the host's I address

Sourd Card Bt detect
=1 : = Ml‘: *:;( Host-only: A private network chared with the host
Custom: Spechic virtual network
|
Add... Hemave

| use VMWare Workstation throughout and there is a 30-day free test version of it,
but if you don’t like being restricted to 30 days free use, you should try instead
the totally free VMWare Player from the same company.

In a normal household network, PCs might be switched on or off. The TCP/IP
address of the (VM) server might therefore be different the next time you work
through this book. Doing a quick ipconfig /all to confirm that the TCP/IP address
hasn’t changed before you restart might save you some nerves.

Setting this to Bridged was the key final step. The previous setting of NAT (the default)
was enough to let the VM connect to the Internet and to be visible from the host sys-
tem but wasn’t enough to enable access from another machine in the same network.
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Working with the Administration Site

The installation of SPF 2010 installed two sites:
> Default site called Team Site (accessible with http://SPF1)

» Administration site (accessible with http://SPF1:randomportnumber)

In this book’s test installation, the random port number is 41170; in your case it
almost certainly won't be. It will however always be a random number (here 41170)
unless you specifically change it.

Never worry if it takes what seems to be a long time before either the site is
opened or the request for authentication comes. This is quite normal.

Sometimes even if all the settings are correct http://192.168.1.2 will still not
work. In this case try the address again in the same browser. Experience shows
that often the system needs to wake up and only the second attempt will get the
necessary authorization pop-up. | also found it useful to use both IE8 and Safari
for Windows. |E8 often wouldn’t ask for credentials and wouldn’t access the site,
but Safari did ask for credentials and did then access the site.

Amending the networking settings of the VM system also amends the TCP/IP
address. Now an ipconfig /all gives a different value. In this case
http://192.168.1.2 works from the Mac, from the host system, and from the
server.

To see how to work with the Central Administration site, follow these steps:

1. Open the Administration Site with http://SPF1:yourrandomportnumber. Alter-
natively, on the server, you can also open it with Start > SharePoint 2010 Cen-
tral Administration.

2. Complete the usual login. Figure 4.6 shows the standard Central Administra-
tion page.

Although it is possible to change the port number to something you easily remem-
ber, | don’t recommend doing so. The procedures that change this port number
are supposed to amend everything that needs to be amended because of the
change, but | always think that the programmers might have missed something,
so | just leave the value as the value that was generated.
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/= Home - Central Administration - Windows Internet Explorer 3 _ . =10] x|
QO [T =] ) x|f6: P
_ Favorites || Home - Central Administration "= B - [0 = - Page~ Safety=- Tooks - i~

E‘ FIIIG' SPF1\administrator ~

Site Actions = [ TR

i SharePointz010 Central Administration

Central _ ~ -
Administration . Application ¢&%  System Settings Resources

,_Q Management

Upgrade and

Figure 4.6 is a bit reminiscent of a modern operating system Control Panel as com-
pared to the Classic View of the Control Panel that the MOSS 2007 Central Adminis-
tration looked like.

So far, apart from the (to old hands) somewhat confusing look, there seems at first
glance to be nothing particularly new there.

As you see in this brief look at some of the Administration options, Microsoft has done
a good job of including the 2010 Central Administration functions that required man-
ual activity (in some cases a lot of nonobvious manual activity) in the 2007 version.

Looking at Some Improvements
Compared to Earlier Products

Specifying Where the Search Routine Should
Search

The book I wrote on WSS 3.0 (Sams Teach Yourself SharePoint 2007: Using Windows Share-
Point Services 3.0) included two actions that need to be done before going further: Alter-
nate Access Mapping (AAM), which is discussed later in this hour, and specifying

which server is running the SPF 2010 search routine, which no longer needs to be done.

Here we look at why we no longer need to specify a server for search. Then we look at
where to restrict the use of SharePoint Designer 2010 (SPD 2010) and when to specify
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email parameters. And finally, we look in depth at how Alternate Access Mapping
now looks.

If you want to get on with it, you can skip to the section “Configuring Alternate
Access Methods.” I do, however, recommend that you don’t ignore the section on how
to restrict the use of SPD 2010 as this could be a lifesaver.

At first sight, everything is the same:

1. From the Central Administration page (refer to Figure 4.6), click Manage Con-
tent Databases (2007 = “Content Databases”) in the Application Management
section. This gives in the case of the single server SPF 2010 installation a screen
listing a single database with the default name of WSS_Content.

2. Click that name to bring up the Manage Content Database Settings screen, part
of which is visible in Figure 4.7.

(7 Manage Lontent Database Settings - Windows Internet Explorer =10]x]
@"-L v ffeafLi41170/_adminjokdanidy. acpx7Databaseld = % 78240 2] | 2| 3¢ | i 2|
¢ Favorites 7| Manage Content Database Settngs | | faf - B - () = - Page - Safety~ Tooks - @+
B Tntranet settings are now hemed off by defalt. Infranet settings are less secure than Internet setings. Cick for options... x

r———
Give Feedback SPF1\admin

Site Actions -

passible, =

Failover Server

Fallover Database Server
You can choose (o assodate
Database Capacity . ! . : '
Settings Number of sites before a warning event is generated
Specify capacity settings for [snao
this database. z
Maximum number of sites that can be created in this database
[t5000
search Server
Sala nt Foundation search server
|’0_.. can choose to OSGE;?HC SPF1 J -]

ac a

As you can see in the Search Server part of Figure 4.7, the server name SPF1 is already
entered in the entry box. In other words, the system—without any manual action—
already knows where the content database is located that the search routine will
search. In the 2007 version of SharePoint, this value (even though the content data-
base could only be in the only server that we had) needed to be entered before any
search results could be obtained (which was the source of many newsgroup questions).

The database for Search is only specified when a single-server (basic) installation
has been done (as we did here). If any other kind of installation is made, there
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will be no entry here (and a server will need to be selected, because typically in
those kinds of installations, the database system is not installed on the same
server as SPF 2010 but on a server running SQL Server 2008).

Having the server name specified automatically is a typical example of how the 2010
version concentrates on tidying up the failings of the previous version.

Restricting the Use of SPD 2010 with the SPF
2010 Site

SharePoint Designer 2007 (SPD 2007) was a powerful tool for site customization, but
in the wrong hands, it could lead to disastrous results. So it was often necessary to
make manual adjustments to the SharePoint system so users could not use SPD 2007
with SharePoint 2007 sites.

In the 2010 products, there’s a single page accessed via Central Administration where
you can specify exactly what can and cannot be done with SPD 2010. You can access
this page by going to the General Application Settings page (see Figure 4.8) and click-
ing Configure SharePoint Designer Settings.

/= General Application Settings - Windows Intemet Explorer B =k
=

@ w |E i1 opbcationset x B =) L=

¢ Favorites  [77] Genaral Application Settings | | Ko < B - LY o - Page - Safety- Tooks~ g~

B Intranet settigs are row turmed off by defaull. Intranet seltings are less secure than Intermet settings. Gk for optiors... x

Sie Actions »

] SharePoint 2010 Central Administration » General Application Settings

Central

Upgrade and Migration

General Application
Settings

Configuration Wizards

As shown in Figure 4.9, not only can you now block users from doing anything with
SPD 2010, you also have various options that restrict the rights of site administrators.

There are many more examples of how the Microsoft team has noted problems with
the earlier versions of SharePoint and have tried to ensure that they do not occur with
SPF 2010 by improving the way Central Administration works. The final example dis-
cusses how Microsoft improved incoming email.
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FIGURE 4.9 /7 SharePoint Designer Settings - Windaws Internet Fxplorer T =lol =
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A Useful Small Improvement in Email

Specification

Specifying incoming email is simpler if an SMTP server is available, so rather than
just assume that everyone knows this, the Microsoft team has added a simple pop-up
screen when “incoming email” is selected that warns that Advanced settings need to

be selected (which means manual work) if an SMTP server is not available (see
Figure 4.10).

FIGURE 4.10 @_-_‘-|, by s 41170/ _ackinIncomingEmad. asp = 42l x| o e Bl
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Incoming Email
Settings page

Give Feedback
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Backup and Restore
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Use the SharePoint Direct
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Configuring Alternate Access Methods (AAM)

You as Administrator for the entire SPF 2010 system can still use SPD 2010. In
many companies the role of site administrator is allocated to a key person in a part
of a company whose role is perhaps to control which users can access the sites of
that part of the company. Often such users don’t have much SharePoint knowl-
edge, yet might be tempted by the seeming ease of use of SPD 2010 to make “a
quick change.” The settings on the web page shown in Figure 4.9 stop that.

Configuring Alternate Access
Methods (AAM)

Most administrators need to configure the alternate access metholds (AAM) at an
early stage.

Alternate Access Methods are ways to access a site that are different from the stan-
dard way of accessing a site which is to use http://<sitename> (here http://SPF1).
It’s not always convenient (or possible) to access a site in that way and so there
needs to be a way to tell the system which other URLs could also be used.

How, where, and when to specify these alternatives is covered in the main text.

The problem occurs when you access a SharePoint site using a different name than
http://<servername> (in our case http://SPF1).

At first everything works fine, provided the name you give (perhaps http://
sharepoint.mycompany.com) can be converted (using the company’s Dynamic Name
Server [DNS] perhaps) to the TCP/IP address of the site; then the default page of the
site will be accessed as if you were using http://SPF1. After all, that TCP/IP address is
the address of http://SPF1, too.

But at some point, you need to access a page internal to the system only known by
the address http://SPF1/PathWithinThe Server/default.aspx (for instance) and that
page won't be found by a browser looks for http://sharepoint.mycompany.com/
PathWithinTheServer/default.aspx or even by a browser that looks for http://<TCP/
IP address>/PathWithinThe Server/default.aspx.

To solve this problem, SPF 2010 includes AAM. To use this function, follow these steps:

1. In the Central Administration main page (refer to Figure 4.6), click the Config-
ure Alternate Access Mappings in the System Settings section of the main part
of the page (see Figure 4.11).

Oddly, there is an alternative way to get to the same page. Click Application Man-
agement (either the heading or the listing in the left column) and you see that
Configure Alternate Access Mappings is an option there, too. Equally odd is that
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when you click System Settings, you won’t see Configure Alternate Access Map-
pings listed.

FIGURE 4.11 TR ot s Sl L
Alternate Access rm By v ) - O d v Fager Sefety Todks @
Mappings g .| Mitemate Access Mappings 4 v B | - age

'GiVe Feedback |  sPFi\admini
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Administration @ Edit Public URLs S’ Add Tnternal URLs ' Map to External Resource  Altsmate Access Mapping Coll

Application Management
System Settings Tnternal URL Tone Public LFH. for Zone

Menitoring E

Backup and Restore

Security
Upgrade and Migration

General Application
Settings

Configuration Wizards

As you can see, two sites (the default site and the Central Administration site)
are listed. The following steps amend the default site. The procedure is the same
for the Central Administration site if you want people to access it from outside
the server.

2. Click Edit Public URLs.

Figure 4.12 shows the page you see after the Intranet and the Internet fields have
been completed.

FIGURE 4.12 &, §harePo|‘nr2mo Central Administration » Edit Public Zone URLs =
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Select an Alternate Access Mapping
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Monitoring Public URLs T
Default
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Security Intranet

upgrade and Migration |http://sharepaint. mycompany.com

General Application ve Ineernet
Settings actions such as the URLs in Quota e-mal,
nttp foa.micraseft.compink/? |hitp://192.168.1.2
Coanhguration Wizards 1 ~
= Custom
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The Central Administration site can be amended by selecting that site in the drop- B_y‘”m_
down at the top right corner of the screen that now shows SharePoint — 80. After ay
Change Alternate Access Mapping Selection, click on Central Administration; write
in the same names as in Figure 4.12, but don’t forget to include :41170 at the
end of each address.

http://sharepoint.mycompany.com is listed only as an example. It is not neces- Diﬂ#ﬂll,)_
sary to follow this book. What might be useful are additional TCP/IP addresses in ow:
different fields. For instance if | connect this PC to my work network, the server
will be given a completely different TCP/IP address from the one given to the
server in my home network. So it’s useful to have specified both these TCP/IP in
two different fields.

Here, you can mix addresses such as http://sharepoint.mycompany.com with TCP/IP
addresses such as http://192.168.1.2.

What you can't see is that there is no particular reason—beyond good documenta-
tion—why the intranet address http://sharepoint.mycompany.com should be entered
into the Intranet row.

If you have a single address to enter (apart from default) it can be entered into any of
the four rows: Intranet, Internet, Custom, or Extranet. Default however is important
because that is the address to which the other addresses will be converted.

Summary

This hour looked at the Central Administration site. It showed a few improvements
made for this version of SharePoint and how and why to amend the Alternate Access
Methods settings so that (in our case) full access to the site can also be available
remotely using the address http://192.168.1.2. (Replace this with the TCP/IP address
you have for your site.)

Q&A

Q. Are there any other functions of Central Administration that you particularly
like?

A. Much of the Central Administration is a tribute to the desire of the Microsoft
team to make actions that needed to be done in the earlier versions of Share-
Point easier.


http://sharepoint.mycompany.com
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One simple thing that I like is the ability with one-click (provided you are on
the right page!) to see exactly what SharePoint products have been installed
and what their exact version numbers are.

You do this by selecting (again from the basic Central Administration page
or Figure 4.6) Upgrade and Migration and then Check Product and Patch
Installation Status. That gives a list that at this early stage looks like what is
shown in Figure 4.13.

FIGURE 4.13 ———
P St RRUFRENE]  svr1\dminisator -

SRarePaintaoi Central Administration » Mar

o view the patch status for products installed on servers in the farm

Central
Admmsstrabion View: Farm =

Install

server Product Version Fatuy
SPF1 Microsoft SharePoint Foundation 2010 Installed
SFFL Microsoft SharePgint Foundation 2010 14.0.4536.1000 Installed
SPFL :i‘crl::::a!'t SharePaint Feundation 2010 1033 Lang 14.0.4536.1000 Installed
SPF1 Microsoft SharePoint Foundation 2010 Core 14.0.4536.1000 Installed

Having this so easily available is useful when providing exact product infor-
mation to people in forums (or from Microsoft Customer Support Services) try-
ing to help with a problem.

Workshop

Quiz
1. Do you need to be on the server to access Central Administration?

2. Which alternate access box do you need to fill in if users will be accessing your
site from an extranet?
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Answers

1. No, you can access Central Administration remotely via the browser provided
this possibility has not been shut down for security reasons. If it hasn’t you
should specify suitable AAM settings for the Central Administration site and for
the default site.

2. This trick question expects the “obvious” answer that you will need to write the
address in the Extranet field, but any of the four fields can be used. Using the
Extranet field, however, would be good practice (and would provide good
built-in documentation).

We’ll come to Language Packs later in the book. Here, note that we thought we Diﬁ#au’_
had installed one application, and we did (it’s the bold Microsoft SharePoint Foun- ow:
dation 2010), but it consists of three separate parts: the core (last line), the
main part (first line), and the Language (1033 is U.S. English).
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HOUR 5
Planning a Site’s Structure

What You’ll Learn in This Hour

» What sites are

» Creating a site

> Templates used to create a site

» Which site to use for which situation

The site is the basis of all SharePoint installations. You can have one or more sites,
and they can be of different types and provide different looks and functions. This
hour concentrates entirely on what they are and how to create them, as well as when
to use the different kinds of sites.

Basic Information About Sites

Before we can start thinking about a site’s structure and contents, we first need to
know more about sites in general. Our standard installation of SPF 2010 created two
sites: a “normal” one (http://spfl) and a “special” one (http://spf1:41170).

The words “normal” and “special” are by no means official.

The normal site isn’t used for any particular purpose and can have subsites. The spe-
cial site administrates the entire SPF 2010 system using routines provided by Microsoft
as part of the software package. This site doesn’t include a function for creating a
subsite.

The Central Administration site is the only special site that comes with SPF 2010.

Mﬁ;ﬁ,—

Mﬂ;ﬁ,—
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SPS 2010, on the other hand, has a few special sites. The one you are most likely to
come across in books and the Internet is MySite.

MysSite is a site that all users can define for themselves (if not blocked by the adminis-
trator). Its dual role is to be a personal page containing information that the user
wants to make available to others and a more personal page that the user uses as his
usual entry to the system and that contains the information that the user wants to
see personally.

Here are a few, often confusing, terms that you will come across:

> Web application—Any Windows Internet Information Services (IIS) website in
the SharePoint system (here, for instance, the default site).

> Top-level site—A site that is at the top of a site plus subsite structure (even if
there are no subsites).

> Site collection—A set of sites and subsites. There are exceptions to this defini-
tion. For example, the Central Administration site is regarded as a site collec-
tion even though it has no subsites.

Creating a Site

In this section, you create a subsite to our default site to see what different kinds of
sites can be created. The following steps show you how to create a Meeting Workspace
site:

1. Start with the default page. (Refer to Figure 2.10 if you can’t remember the orig-
inal look of this). Select Site Actions and then New Site from the drop-down list
(see Figure 5.1).

2. After clicking New Site there’s a page where information about the name, URL,
and what kind of site is to be created needs to be completed. Figure 5.2 shows
part of that page. Fill in the three sections that I have added text to but do not
press Create after doing so.

The reason you shouldn't yet click Create is that if you do the type of site that
will be created will be a Team Site, which is the default type of site (and the
most widely used). Here we want to create a Meeting Workspace site.

Figure 5.3 shows what options are available if the Meetings column head is
clicked.

The difference between sites and workspaces is explained in the section “Q&A.”
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FIGURE 5.1

The default site
showing the Site
Actions
dropdown

/2 Team Site - Home - Windows Internet Explorer

Edit Page

Edit the cantents of this page.

54
= New Page
j Create & page you can
customize.
New Cocument Library
] Create a place to store and
share documents.

New Site
) Create a site for a team or
project.

5.
her types of pages,
ries, and sites,

> View All Site Content
'H view all libraries and lists in

ments

HName Modified Modified By

edit ists, pages,
workflows, or

FIGURE 5.2
First steps in
creating a site

Shared Documents

Lists
Calendar

Tasks

Discussions

Team Discussion

& Recycle Bin

L Al Site Content

Title and Description

Type a tide and decaiption
for your new site, The title
will be displayed on each
page in the ste

Web Site Address

Users can navigate to your
site by typing the Web site
acdress (URL) into their
browser . You can enter the
last part of the address. You
shauld keep it shart and easy
to remember.

For example,
hittp: fspflf stenams
Template Selection

Asite

template determines

Select a site template based
on the descriptions of each
template and how you intend
to uge the new site, Many

Title:
|Bocksitel

Descriphion:

This is the first site created for the SPF =]
2010 in 24 Hours Boak)] =

URL name:

http://epfL/ |Bna kSitel

Select a template:

Callabaration = Meetings

Elank Site

Group Work Site =1

It is pure chance that there are five different options here and five different
options in the Collaboration column, so don't attempt to compare like with like
in any way based on position in the respective columns.

Behind each entry in a column is something called a site template. A template
will be defined later in the hour; for now, just note this as a term that is used.
The ones listed at the moment have been created in advance by Microsoft and
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FIGURE 5.3
Meeting sites

FIGURE 5.4
Meeting Work-
space—BookSitel
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Template selection

Select a template:
Collaboration

Decision Mesting Workspace
Social Meeting Workspace
Multipage Meeting Warkspace

However, the gite template
cannat be changed once the
site s created.

A site to plan, anganize, and caphure the results of a meeting. It provides lists
for managig the agerda, mestng altendess, and documents.

=

were installed as part of the SPF 2010 installation routine. Each site template

has its own (different) set of functions.

3. Select the standard Basic Meeting Workspace and click Create. Figure 5.4 shows

the newly created Meeting Workspace subsite called “BookSitel.”

/2 Home - BookSitel - Windows Internet Explorer E =]
G—_\vl spF1 ockite 1 detaudt. asprs =4 x| @0 o -

¢ Favorites 7] Home - Boaksite 1 | | P v ED v [t v Pagew Safely> Took v i~
¥ Inranet settings are now aumed off by default. Intranet settings are less secure than Internet setbings. Chck for cpgons... E

[ ——
Glve Feadback SPF1\admi

Home 5ea

5] Recycle Bin Objectives Agenda

b Al Site Content T Subject Owner Time

¥ Add new item

attendees
[T mame Edit Response Comment Document Library

Type Name Medified By

% Manage attendees ad

@ Add new document

The SharePoint Server 2010 product offers a larger selection of standard sites.
As shown here, these additional sites are grouped in columns with different ver-
sions of each type available. It's good to look carefully at the description of a site
because some have different functionalities than others (and when one function-

ality is added, another functionality is removed).

This means accepting all the default values that follow the site template section
on the page. This subsite will inherit the permissions of its parent site. So all the
users who have access to the default site will also be able to access this Meet-

ing Workspace with the same access rights.
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What you can see in this site’s page is covered in the next hour. In this hour, we
concentrate on sites and workspaces.

We've already had an example of using a template that wasn’t the default “Team
Site” template. The next section looks more closely at templates.

Using Templates

A template is a ready-made set of code that is used to create a site. The code contains
both a look (site design, colors, fonts) and a feel (what functions are available to use
in connection with the site).

In addition to Microsoft providing templates, it’s possible to create new templates and
have them appear either under the existing Collaboration and Meetings group
names or under a group name that we specify.

Typically, templates aren’t created from scratch. Instead, they are generally created
by amending a site that was created with a standard template and then using the
Save As Template function to create a new template with a different name.

Your browser should be pointing at BookSitel (see Figure 5.4). If it isn’t, type in
(if on the server) http://spfl/BookSitel/default.aspx or (if in the host system)
use your version of my http://192.168.1.2.

Let’s walk through an example of creating a new template from a site that uses a
standard template. Here, we change the color of a site. In this case we use the Meet-
ing Workspace called BookSitel.

1. Select Site Actions (see Figure 5.4) and then (at the bottom of the drop-down
list) Site Settings (see Figure 5.5).

2. Select Site Theme in the Look and Feel section (as shown in Figure 5.5).
3. Select Berry from the list of options (as shown in Figure 5.6).

4. Click Apply.

Now you have a page that looks like Figure 5.5 but is horribly garish with a purple
top horizontal section and a large, bright yellow section below (and links are in a dif-
ferent color). I chose this Theme because it is so terrible looking that we won’t have
any difficulty in recognizing it. I don’t recommend it for real-life sites.

Let’s make another change to the site before we save it as a template.
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FIGURE 5.5
Site Settings

FIGURE 5.6
Selecting the
Berry Theme

gy —

HOUR 5: Planning a Site’s Structure

= site Settings - Windows Internet Explorer
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In Figure 5.5 (or rather the garish purple/yellow version you have in front of you),
perform the following steps:

1. Click Regional Settings under Site Administration.

Even though our BookSitel enables the same people to access it who could
access the default site, access, it is still possible to make entries in it look com-
pletely different by amending regional settings. Even the simplest thing such as
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saying that the site is for Finnish and uses a 24-hour clock will make entries in a
document library look completely different. (Document libraries will be covered fur-
ther in Hour 7, “Creating and Using Libraries.”)

2. Fill in something different then the original English (U.S.) here (see Figure 5.7). 1
selected Finnish, which automatically gave a 24-hour clock.

CIVe Feedback|  spri\administrator = FIGU.RE. 5.7 .
Site Actions = I Specifying differ-
BookSitel » Site Settings ¢ Regional Settings = ent _reglonal
L 1o this page to set regional setlings such o3 the locale and time zone. settings
Home (7]
Locale
Locale:
-
Sort Order
Sort order:
Sy e sy [Finnish/Swedish =]
Time Zone
Time zone: e
Speafy the standard tme zone [(UTC+02:00) Helsinks, Kyiv, Riga, Safia, Tallina, Vilnws =
Set Your Calendar
h 3 Calendar:
¥ the type of calendss [Gregarian = |
r Show week numbers in the Date Navigator
3. Click OK.
4. Click BookSitel (in the large “breadcrumb” at the top of the page) and then on
Add New Document, which is under the Document Library section at the right
of the site’s main page (see Figure 5.8).
FIGURE 5.8
Adding a file to a
Document
Library

Document Library - Upload Document

upload Document
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5. Browse for a .txt file (and text file, we're interested in the date) and add it with OK.

Figure 5.9 shows the revised default page for the BookSitel. (There are no dates
here so we can'’t yet see that this site is using a 24-hour clock and non-U.S. date

format).
FIGURE 5.9
A revised - .
defaUIt. page for BookSitel » Home 2
BOOkSltel == Thig ic the first cite created for the SFF 2010 in 24 Hours Book.
Home Search (his site. Fa7 ]
7 Reeyele Bin Objectives Agenda
N Al Site Content ll:f({ejg]’fr:z:ic_r:::tu_r_s’h:; |;. :‘T: vlf: of 7 Subject Owner Time
dlick “Add new item”. There are no items to show in this view of the
e m Agenda’ lis. To add a new item, clck “Add new
Attendees & Add new item
[T Wame Edit Response Comment Document Library
There are no items ta shaw in this view of . " Modified B
e i . yee Name dodified By
Sl \administrator
¥ Manage attendees
6. Click Document Library.
Bxﬁm_ If you don’t have one in your virtual machine (VM), copy a file from the host sys-
ay tem to the desktop of the VM.
Now in Figure 5.10, we can see a Finnish date format (2.12.2009) and a 24-hour
clock (18:13) rather than the 12-hour clock of the U.S. settings that we would have
seen if we had uploaded the same file to the default site.
FIGURE 5.10 =
. . SPF1\administrator =
Finnish Date For- Site Adtions -
mat anc_l light L BookSitel » Document Library » 1 : All Documents - 5
purple links "1 share a document with the team by adding it to this document library.
Home Search this site =37 |
I Type ame Modified By
® weeklyblog 2.12.2009 18:13 SPFL\administrator

4 Add new document

With these two changes—Themes and Regional Settings—it’s time to save a copy of
the revised site as a template. Here are the steps for that:

1. Click BookSitel in the “breadcrumbs” at the top-left part of the screen.

2. Select Site Actions and Site Settings.
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3. This time (you are again at Figure 5.5), click Save Site as Template in the center
of the screen; save the template and call it GarishYellow (see Figure 5.11).

4. Click OK (see Figure 5.12).

Site Actions »

BookSitel » Site Settings » Save as Template

‘\adminictrator =

" Use this page to save your Web site ac a site template. Users can create new Web sites from this template.

Home (7]
Filee Name
Fila name:
E [Garishiveliow
Hame and Description
Template nama:
|Garishveliow
Template description:
A site template with the Garishvellow =]
theme. J
oK | Cancel |
Operation Completed Successfully

The web site has successtully been saved to the user solubions gallery, You

can now creats sites based on this salubion,

To manage selutions in the gallery, go to the user sclution gallery,

To return to the site adrministration page, chck DK,

P S |

Now that we have saved a site template that includes our two changes (Theme and

Regional Settings), we can create a second site called BookSite2 that includes those

changes with no additional actions needed on our part. To do this, repeat the steps

from earlier in this hour, which were as follows:

1. Go to the default site (Team Site). (There are several ways to do this, one being
the Navigate Up button to the left of the Browse tab. Note that the Edit tab is

between them if you are logged in as Administrator.)

2. Click Site Actions and then New Site in the drop-down list.
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FIGURE 5.11
Saving a
GarishYellow
template

FIGURE 5.12
The site tem-
plate has been
stored in the
User Solution
Gallery.
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FIGURE 5.13
An additional
Custom column
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3. Everything is entered as before (replacing BookSitel with BookSite2 of course),
but at the bottom of the screen, you see an additional column called Custom
(see Figure 5.13).

Select a template:

Template Selection J

Collaboration = Meetings | Custom

Diank Mesting Waorkspace
Decision Meeling Workspace
Secial Meeting Workspace
Multipage Meeting Warkspace

A site to plan, organize, and caphire
Tor managing the sgendh, meeling ol

4. Click Custom.
5. Click GarishYellow, which should be the only entry in that column.

6. Click Create (at the bottom of the page).

Now that you have created a new site, you can check if it has those purple and
bright yellow bands, and if you want you can upload a document to the document
library as before to check the date and time format.

So now we know that if we want to have a standard look for sites that is different
from the look provided by Microsoft, we can do it. Later in the book, we make more
comprehensive changes to the look of a site.

Designing Your Site

When creating a site, you have choices. You can choose where to put the site and
what kind of site it is.

Creating a Blog or Meeting Site

There are standard templates for blogs, or meetings, so if you want to create one of
these types of sites you normally use the standard template provided for them. In
each case we have the choice between creating our new site as a subsite to the
default site or creating a new top-level site.

For blogs (see Hour 12, “Using Wikis and Blogs”), there’s normally no point in hav-
ing them under the default site in the site structure, so just create a new site. For a
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meeting site, that could be part of the site structure. If you think it is, create it under
the default site.

Always think about why you're creating the site and make it a new site or a site
within the existing site structure accordingly. Don’t delete the default site. People
who do tend to get problems later. Just ignore it if you aren’t using it.

Creating a Site for Your Sports Club

Generally, this is going to be an information site. Therefore, you need to choose the
Team Site template. In this case, however, because the default site is already a team
site, there’s no need to create any new sites. Instead, you can just use the default site.

Note the warning about the cost of connecting to the Internet in the “Q&A” section
at the end!

Let’s close this section on private sites with a couple of thoughts about access rights.
When you create a top-level site, you can decide whether anyone can access it
(anonymous), or whether you will restrict it to particular users (and which rights they
will have). You'll remember that we already created a cross-section of users with dif-
ferent access rights and added them to the site.

When you create a subsite, the default choice is that whoever can access the top-level
site (or because subsites aren’t necessarily only at level two in a structure, the site
above the subsite) can also access the subsite with the same rights. This is known as
inheriting permissions. The other choice is to not inherit permissions, meaning that

no one can access the site until you specifically grant that person access rights on
that site.

Now suppose we have our Sport’s site and we let everyone access that, but we also
want to keep some things private, such as finances. One way is to create a subsite
that doesn’t inherit permissions and then specify individually those few people who
can access and amend that information.

Another way is to create a SharePoint group with standard Contribute rights and
then make the finance committee members of that SharePoint group. Then give the
group access rights to the subsite. Then when the committee changes, just replace
some of the members of that SharePoint group.

Creating a Site for Your Company

With company sites, the main choice is likely to be between a single site (no doubt
the default site) with a subsite structure and several different top-level sites (probably
also with a subsite structure). The main considerations here are administration
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needs, the size of those sites, and perhaps even the number of top-level sites the
design requires.

You potentially have increased administration needs because the various settings are
specified for an entire site collection. If you don’t want to have the same settings for
all your sites, you must have different site collections (that is, different top-level sites).

The size of those sites is important for backups and restores (for which the size of the
content database is important). Each site collection must be contained in a single
content database. Therefore, if you have a lot of sites with a lot of data, you might
need to use different site collections (which can have their own content databases) to
keep the sizes reasonable.

What is reasonable? It's difficult to say, but today more than 200GB is considered
unreasonable (a couple of years ago, that figure was 50GB).

Finally, it’s not advisable to have more than roughly 50 site collections. So, if you are
thinking about using a site collection for each subsidiary and you have more than
40 subsidiary companies today, think again. Instead group your subsidiaries together
with one group of companies per site collection.

Summary

This hour covered different sites. It showed how to create sites and amend their
look. From this new-look site, a template was created from which new sites could be
generated.

The hour concluded with a brief look at which kinds of sites are suitable for common
private and work areas.

Q&A

Q. What is the difference between sites and workspaces?

A. There isn’t one. Workspaces are sites, too. The difference is probably historical.

Originally, there were only sites. Then, in SharePoint version 2 products, it
became possible to create sites from Office 2003 products (and not just in the
browser). Such sites were called document workspaces (connected to Excel,
PowerPoint, Word) and meeting workplaces (connected to Outlook).

In present versions of SharePoint, both kinds are called workspaces, even
though the meeting workspaces are sufficiently different to justify their own
type button.
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Workshop

I want to connect my private website using SPF 2010 to the Internet. Can |
just do it?

. No. Connecting to the Internet involves licensing costs. These costs could drive

you to using a commercial web host for your site. If you run SPF 2010, an Inter-
net connection license for the server costs a few thousand dollars. This is on top
of the normal licensing requirement for the operating system used on the
server (and database licensing costs if a full SQL Server product is used).

Workshop

Quiz

1.
2.

3.

What are the two main groupings of site templates?
How does the Site Settings page change after a subsite has been created?

Can we create our own company look and duplicate it?

Answers

1.

2.

Collaboration and Meetings.

There are more options in the Site Collection Administration Column after sub-
sites have been created.

. Yes. One way is to make changes to an existing site, save the result as a tem-

plate, and then use that newly created template when creating all future sites.
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HOUR 6

Using Libraries and Lists

What You’ll Learn in This Hour

» Main areas of the default site page
> Differentiating among a List Type, a List, and a List View Web Part

There is often great confusion even among people who have been using SharePoint
sites for a long time as to what the difference is among a List Type, a List, and a List
View Web Part. Because of the confusion, this hour, in addition to looking at the
basic elements of a site, spends a lot of time looking at the differences among these
three kinds of List-related elements of an SPF 2010 site.

Understanding the Basic Site Elements

To understand the concept of lists and libraries, the first section of this hour focuses
on the links to list and libraries in the standard website.

The version of the default site you can see now (Figure 6.1) includes the two subsites
that you created. These are neatly placed horizontally next to the original Home. If
you click BookSitel, this section of the page vanishes, and you need (as you have
previously seen) to click the Navigate Up icon to go back to Team Site.

The section vertically below the word Home is the Quick Launch section.

The Quick Launch section created for the default site consists of three main sections
(Documents, List, and Discussions) and within them links to one or more other fea-

tures. These other features with the exception of the first (Site Pages) are all different
kinds of Lists.

If you now go to Site Actions > More Options, you see a list of things that can be
created, as shown in Figure 6.2. Most of these (apart from the Pages and Sites) are
Lists, too.
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FIGURE 6.1
Looking more
closely at the
default page

FIGURE 6.2
List types that
you can create
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This, as stated in the figure caption, is a listing of List Types that can be created.

You should especially note here the following: Document Library, Calendar, Tasks,
and Discussion Board, because we’ll come back to them after first learning the differ-

ence between a List and a Library.

suggestion and install Silverlight (on your server).

This is the look you get if you haven't installed Silverlight. It’s a clean, practical
look (if nonsexy) that is suitable for work done by an Administrator on a server. |
therefore don’t recommend that you follow the “Improve the Creation Experience”
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Differentiating Between a List and a
Library
A List is the basic way in which information is stored in a SPF 2010 site.

All the items in Figure 6.2 when accessed generate a List. Columns 2 through 4 are
only there to split up the kinds of Lists that are created into logical groups.

But Column 1 is a separate column because all the items listed are for a special kind

of List known as a Library.

The main difference between a Library and a List is that an item in a Library must

contain a file.

» The main function of a Library is to store files and the accompanying metadata
to those files.

» The main function of a List is to store data

The other main difference is that because document libraries always contain a file,

it's possible to have versioning of files.

People new to SharePoint have problems differentiating among a List Type, a List, J.')_iﬁ#au,,_
and a List View Web Part, so don’t skip the next section. It will save you a lot of ow:

time later!

You probably already have Silverlight installed on your client machine. In Hour 16, Byﬂm_
“Using Outlook 2010 with SPF 2010,” Figure 16.16 is a screenshot of what you ay

see in your browser when accessing this same screen from a client system with
Silverlight installed. (If you don’t want to hunt for Figure 16.16, it has large icons
rather than text, and the columns here are links that appear in the left column in
Figure 16.16.)

Differentiating Among a List Type, List,
and List View Web Part

1. Look again at Figure 6.1 and click Calendar (see Figure 6.3).

2. Now make an entry in the Calendar—say for about 2 weeks from now.

From now on I'll use the term “List” for a List that isn’t a Library, “Library” for a B,\Lﬂl_e_
type of Library, and “all kinds of Lists” when | mean either a List (that isn't a ay

Library) or a Library.
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FIGURE 6.3
The Calendar
is included in
the basic
installation.

ol —

ow:

FIGURE 6.4
My Test Calendar

HOUR 6: Using Libraries and Lists

Friday, December 04, 7003

sy
# Calendars in Vi

Calendar

Dacumants
Site Pages

Shared Documents

Lists
Calendar

Tasks

Team Site » Calendar :

ol Use the Calendar |
Home  BookSitel

1 2009 »
Jan Feb Mar

A May hn

Py g Sep

Oct How Dec

Today is

nform

BookSite2

[ Give Feedback

SPF1\ad

Calendar -

ed of upcoming meetings, deadlines, an

+ ) December, 2009

29

)
M T w T F 5

k1] 1 2 3 a

7 3 10 1 1

14 15 16 7 18 15

2 2 2 24 5 26

28 25 0 2 1 F]

You can add links to one or more files as part of the metadata of Lists. This,

while possible, is rare, and the links to the files typically are much less important
that the data in the List.

Don’t get too enthused by the idea of using SPF 2010 as a Version Control sys-
tem. That's not what Versioning is for. Versioning (of major and minor versions) is

fine for working on a company document and keeping track of amendments to it,
but it is not suited for source code.

3. Double-click a specific day (see Figure 6.4).

H &
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4. Fill in the New Item form, as shown in Figure 6.4.

5. Click Save. The screen now shows a new version of Figure 6.3; this time there is
an entry on the 15th of December, 2009 (in my case).

6. Go Back to the default page via the Navigation Up icon and Team Site. No
change to that page is visible.

We’ve done this before in Hour 5, “Planning a Site’s Structure,” so | won’t repeat
the screenshots. Look at Figure 5.8, which matches step 3.

Next we’ll do a similar action with the entry for Shared Documents. Because this is
a Library, we’ll add a file to Shared Documents. The following steps are the way to
do that:

1. Click Shared Documents.
2. Click Add a Document.

3. Browse for a .txt file and upload it to the site.

We now have a library called Shared Documents that includes a single Text file called
weeklyblog.txt (see Figure 6.5).

SPF1\administrator ~

Home
Documents I Tyee Name Maditied Madified By

¥
Site Pages P 12/4/2009 7:12 PM SPEL\administratar
Shared Uscuments

d
Lists
Calendar

Tagks

Now return to the Team Site page. Figure 6.6 shows that the section of the main part
of the page (the heading “Shared Documents”) now includes a file called weeklyblog.

So far we have used a Library called “Shared Documents” and a Calendar called
“Calendar,” both of which were created for us by the installation routine.

We can also create our own. Let’s create our own Library called “OurDocumentLi-
brary.” We can do this using Site Settings > More Options (see Figure 6.2).

1. (At Team Site) Click Site Actions > More Options.
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FIGURE 6.5

A list of the files
in Shared Docu-
ments
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FIGURE 6.6
A home page
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2. Click Document Library, as shown in Figure 6.7.

FIGURE 6.7
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shared® _l
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@] Recycle Bin Launch?
) &N Site Cantent & yes C No
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a fie documen ary. Learn about versior e & o
Document Template
Select a document template to determine the default for
Document T ate:
all new fles created in this document lbrary e il
[Micresoft Word document |
4l

3. Click Create.

4. Go back to the Team Site (Navigate Up icon again).

The default page now has an additional entry in the Quick Launch section—at the
end despite the name.

By‘”m_ Did you notice the text in the description? Despite its name, the already existing
ay document library called “Shared Documents” is not the only document library

where documents can be shared. That name has confused users from earlier ver-
sions of SharePoint, but it remains.
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Now we have enough material to enable us to give an understandable explanation of
the differences between a List Type and a List. (The List View Web Part follows.)

> List Types are what you saw in Figure 6.2. A List Type is a definition of a kind
of List. Earlier in the book, we used the List Type “Document Library” to create
a Library called “OurDocumentLibrary.” Microsoft, as part of the installation
routine, used the List Type “Document Library” to create a Library called
“Shared Documents.” Microsoft also in the installation routine used the List
Type “Calendar” to create a List called “Calendar.”

» A List is created using a List Type. Several Lists with different names can be cre-
ated from the same List Type. Content is added to a List. Each List is a separate
entity. If content is added to a List, that content is only in that one List and not
in any other List created from the same List Type (unless also added specifically

there).
If you dislike the order of Items in Quick Launch, you can change it by selecting D_iﬁﬁuau,,_
Search Actions > Site Settings > Quick Launch. ow:

I hope that clears up the difference between a List Type and a List. Microsoft did us no
favors by sometimes (Calendar, Tasks) creating as part of the installation Lists with
the same names as the List Types they were built from and sometimes (Shared Docu-
ments, Team Discussion) creating Libraries/Lists with different names to the List Types
they were built on.

The Difference Between a List and a
List View Web Part

If you were watching carefully earlier, you might have spotted one example of a List
View Web Part.

A List View Web Part is a representation in web part form of a List or Library.

When we added a file to the Shared Documents Library, we first saw the List contain-
ing the file (see Figure 6.5). We then went back to the default site page (see Figure 6.6)
and saw that the Shared Document (main) section of the default site page also
showed the same file. This is because what is visible in the main section of the default
site page is the same list in a different form. It is officially called a List View Web Part.

For now, let’s just say that a web part is a function that can be added to a page B)Lﬁle_
like the default site page. ay
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Now that we've got that straight, let’s create our own simple List View Web Part.

We already added an entry to the List called “Calendar” (see Figure 6.4), so let’s
create a List View Web Part from that List using the following steps:

(At Team Site) Click the Edit icon (to the right of the Navigate Up icon), as
shown in Figure 6.8.

FIGURE 6.8 T

Editing the e B oome  rage [[ENE m Glve Feedback|  spi1\administrator ~
default page text o

H ) T o< @
| ) == < Lk sclea.

Save Check Out — — Text Markup

= - Clhpboard  Font AR - Layout »  Styles = ‘} HTML »

Edit - - Paragraph Styles  Layout Markup

Documents =
Welcome to your site!
Shared Documents

ome text or add new ksts to

OurDecumentLibrary

new team events. Use
the gethbing started section to share your site and customize its look.

Lists
Calendar Shared Documents
Hasa [T Type Name Modified Modified By
. - 1] weekiyblog 12/4/2009 7:12 PM SPF1\administrator
Discussions r/ N\."

Team Discussion

d | o

T T T T T I vt oicndiioes o s [%% - 4
vaym_ In WSS 3.0, this was less pretty but required far fewer actions to add a List View
ay Web Part. (Is this progress?)

Here for the first time you can see that the 2010 SharePoint products have
acquired the same look as Office 2007. (It was there in some other screenshots
but hardly noticeable).

This particular set of editing tools that focuses on texts and fonts isn’t what we
need this time.

2. Click Insert in the top menu line under the Editing Tools heading (see Figure 6.9).
3. Click Web Part (see Figure 6.10).

4. Click Calendar and OK (see Figure 6.11 in a couple of pages).

As you can see, if you scroll down the page, the Calendar has been added to the main
section of the default page just above the “Welcome to the Site” section. We won't
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change that location but note that having the whole calendar there takes up a great
deal of space.

The following steps show what to do to convert this into a Summary View that will
only show appointments (in this case, one):

1. Click the downward-facing arrow at the end of the line containing the Calen-
dar heading. This arrow is visible if the mouse is hovering above the line fol-
lowing the calendar text.

2. Select Edit Web Part.
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FIGURE 6.9
Editing the
default page
insert

FIGURE 6.10
Editing the
default page—
Web Parts
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FIGURE 6.11
The Calendar
has been added
to the central
section.

FIGURE 6.12
Modify the Cal-
endar Web Part
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3. Move to the right of the screen (see Figure 6.12).

4.

5.

6.

- — e — —
Table Picture Link  Upload Web  Existing  New
- - File Part List List

Tables Media Links Web Parts

+« Calendar
List Views

w %
L3

You can edit the current view or
select another view,

Selected View
Ic.Currunl view > 'I
Toolbar Type

| Full Toolbar = |
[+] Appearance

*| Layout

#  advanced ']

Change the Current View to Summary View.
Change Toolbar Type to No Toolbar.
Click OK (see Figure 6.13).

As you can see in Figure 6.13, the entry we made in the Calendar List is visible
in this Calendar List View Web Part (LVWP). That’s because this Calendar LVWP
was based on the Calendar List, and the View of the List we chose to display did
not exclude this particular calendar item. (Views are discussed further later in
this hour.)

Finally, we need to save the changes we’ve made under Edit. There are two

alternatives (see steps 7 and 8).
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7. Save using the diskette icon, which is in the location where the Edit icon previ-
ously was.

OR

8. Leave Editing (such as via clicking All Site Content in the left-hand-column).
Then you will be asked if you want to save your changes.

When you have a screen that looks like Figure 6.13, try clicking some of its sec-
tions (Calendar, Shared Documents, and the Image) You can see the menu bar
options change accordingly. Figure 6.14, for instance, is part of the menu bar
when the image is clicked.

If for some reason you decide you don’t want to make changes, following step 8,
you can choose No to take you back to the state before the Edit.

85

FIGURE 6.13
The Calendar
Summary View
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FIGURE 6.14

An extended
Menu Bar after a
single click on
the image
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The main part of this hour has been learning about the differences among a List
Type, a List, and a List View Web Part. These differences are summarized in the fol-
lowing bullets:

» A List Type is ready-made code supplied with the product that contains certain
functions. When you (or the installation routine) create a List, you decide
which List Type you are going to use to provide the functionality of that List.

» The List is the sole one of List Type, List, and List View Web Part that con-
tains data.

> A List View Web Part is only a representation of a List. Depending on the View
chosen for it, it contains all the data from the list or only some of the data of
the List.

Views will be covered properly in Hour 8, “Creating and Using Views and Folders.”
Here we have just glanced at them.

There are two different kinds of List View Web Parts in SPF 2010. The second
kind called “XSLT List View Web Parts” or “XLV” will be discussed later. The pre-
ceding description (no own content) applies to both kinds of LVYWR




Workshop

Q&A

Q. [ lost count of the number of times we did things with Calendars. Why were
there so many different things that were Calendars, or were they all the
same thing?

A. In the present site, there are four things called Calendar:.
1. There’s a Calendar List Type (code that provides Calendar functionality).

2. There’s a Link in the Quick Launch section (a Link that goes to a List called
Calendar that the installation routine created using the Calendar List Type).

3. There’s a List called Calendar (created by the installation routine using the
Calendar List Type).

4. There’s a List View Web Part called Calendar (created using the List called
Calendar to provide its content).

Q. Are there any differences between the default page of the main site and the
default pages of the subsites we created using the default Meeting Work-
space template?

A. Yes, the default site created by the installation package uses the Team Site tem-
plate. This—in the 2010 products—creates a default page that uses the Wiki
page type. The default page created by the Meeting Workspace uses the Web
Part page type.

The Wiki page type is more powerful but more difficult to use. In this hour, the
Summary View of the calendar would have been better located below the Wel-
come text, but explaining how to do this is beyond the scope of this hour. As
we see later, adding and positioning a calendar to a page of the Web Part type
is much more straight-forward.

Workshop

Quiz
1. What is the main difference between a Library and any other kind of List?

2. Is Shared Documents the only Document Library that is shareable?

87
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Answers

1. The main difference is that a Library item must include a file.

Document Libraries and other kinds of Libraries are thus storage locations for
files and the metadata about those files. Other kinds of Lists contain data and
cannot contain files. (They can however contain links to files if a file is
required to add value to the data in the List.)

2. No. All Document Libraries are as shareable as the Document Library that
Microsoft created in the Installation of SPF 2010 by using the Document
Library List Type and choosing to call Shared Documents. It is just a name—
they could have picked a better name in my opinion as this particular name
has confused people in earlier versions too not just in SPF 2010.



HOUR 7

Creating and Using Libraries

What You’ll Learn in This Hour

» Understanding the different libraries
» Creating a picture library and a document library
> Different ways to add images and files

There are several different kinds of Libraries. This hour describes the differences
between them and shows how to create a library and how to use it.

Different Types of Libraries

The list of libraries shown in Figure 6.2 (in Hour 6, “Using Libraries and Lists") con-
tains the following four library types:

» Document library. Standard library type used for the majority of file types.
This is the most commonly used library type.

> Form library. Designed to be a storage location for forms created in InfoPath
2010. When you create a form in InfoPath 2010 and “publish” it, it publishes
to a form library.

> Wiki page library. Stores wiki pages.

» Picture library. Stores images (previously this was called an image library).

InfoPath 2010 is beyond this book’s scope, so Form Library is not discussed in
this hour.

All these library types store files. Each type enables versioning to be specified, but
they differ in the kinds of files that they are designed to store.
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A picture library differs from a standard document library mainly in the way the files
are presented. For example, a thumbnail view and a slide view are available in pic-
ture libraries. Neither would make sense in a document library.

B,\Lﬂaliey_ Hour 12, “Using Wikis and Blogs,” covers wiki pages.

Creating and Using a Picture Library

In this section, we create a simple picture library and add images to it.

Creating the Picture Library

To create the picture library, go to the default site and select Site Actions > More
Options; then scroll down to see the image for Picture Library. Click the icon to select
Picture Library, add the name My Own Photos (see Figure 7.1), and click Create. You
now have an empty picture library (see Figure 7.2).

FIGURE 7.1 de & Tyg
. . [reeR— Picture Libr;
Creating a pic- >
ture library Chtegeries: Lontent & Data,
L ol
provesy b | A plac Ie share pictures.
= | Z‘;’;J ?f| _:LI ace to upload and share ture
Form Library Group Wark Site Import Spreadsheet Issue Tracking
My Own Phatos
L:rca'.c More Options
==z
“ |
- el
Links Picture Library Project Tasks
FIGURE 7.2
An empty picture Sk
Ilbrary 3 Team Site » My Own Photos @ All Pictures

Home BookSael BookSite2 BooksSited

My Cwn Photos Type Narmie ~  Picture Size

You need to add some files to the picture library. The most common way to add files
(and this goes for a document library) is to use the browser.
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Using the Single-Upload Method

To add files to your picture library using the single-upload method, you must first
select the Upload option.

Although here we use Upload to upload an image to a picture library, the tech-
nique is identical for uploading a single file to a document library; thus, these
steps are not repeated when we discuss the document library. So even if you
don’t think you’ll use a picture library, read through the instructions in this hour.

Here’s how you can upload one document at a time:
1. Select Browse.

2. Find a suitable image file. (A suitable image file can be any image file you
have available—for instance a .jpg file).

3. Select the image file.

4. Upload the image file.

Add some more images by repeating the preceding steps. At this point—in TV cook
style—I've uploaded three images. Now I'll upload a fourth, still using the single-
upload method (see Figure 7.3).

My Own Photo Select picture

Uplaad Document
Name:

Browse to the pichure you

intend to uplosd. Browse...

Upload Multiple Flec..,

Y| Overvrite exatig Fes

When you add a single picture, you get the chance to add metadata. In this case, the
fields that can be completed are those included in the picture library as it is delivered.
As you add another picture, fill in some of the fields as in Figure 7.4 and press Save to
complete the action.

91

FIGURE 7.3
Adding a picture
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FIGURE 7.4

A single picture
with fields to fill
in

Dl
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Using the Multiple-Upload Method

You can simultaneously add several files to your picture library by using the Upload
Multiple Files link that was an option in Figure 7.3.

For an alternative way to achieve the same result of uploading multiple files
(instead of clicking the word Upload in Figure 7.2), select the small arrow to the
right of the word Upload. A drop-down list displays with the options to Upload Pic-
ture or Upload Multiple Pictures.

SharePoint Foundation 2010 often provides different ways to achieve the same
result.

If you can't see the Upload Multiple Files link, you are not using Internet Explorer as

your browser or your client is not running a suitable Office version on your client sys-
tem. (The Office versions that make Upload Multiple Files visible are Office 2003 Pro,
Office 2007, and Office 2010.)

Follow these steps to upload multiple files using the Upload Multiple Files link:

1. Choose Upload Multiple Files, as was shown in Figure 7.3.



Creating and Using a Picture Library ‘

Figure 7.5 is included so that you are not worried if you see it. (You might not see
it. Don’t worry about that, either!) If you don’t see Figure 7.5, you instead loaded
Microsoft Office Picture Manager directly (see Figure 7.6).

Connecting to 192.1681.2.

——— [ sprrvadmini |

| fiomses ]

Domain: SPFL
| Hemember my credentials

°

[ File Edit View Picture Tools Help

S Shorteuts | |l GG 4 L 2 X[ 0 100% g gt oL (R Edit Pictures. || Buto Correct .

Picture Shartcuts |33 = | Upload =
59 Add Picture Shorteut... @ G

0 fies selected

Upload selected pictures Lo

4 My Prcure shertauts

il g My Pictures
i Unsaved Edits hittp: [[192. 168, 1. 2My Own
Photos/
Upload scttings
@ Send original pectures
Send pictures optimized for

Other Folders Exist Tetal Transfer: 0bytes

The selected locabons 6o not contamn DICures to preview.
Dther foiders or fles exist but cannot be previewed.

0 fies (0 bytes) 1> i
Change Upload Settings... Cancel |

You need certain Office versions on your client PC to use Multiple Upload,
which has previously been mentioned; however, the fact that a multiple upload
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Manager

FIGURE 7.6
Choosing a
directory in
Office Picture
Manager
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FIGURE 7.7
Selecting pic-
tures in Office
Picture Manager
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will load the Microsoft Office Picture Manager is yet another reason for that
requirement.

The Office Picture Manager screen is likely to show you images from a directory
that you don’t want to select your photos/images from.

2. If the wrong directory displays, select Add Picture Shortcut (see Figure 7.6) to add
to the My Picture Shortcuts list the directory containing the images you want.

In Figure 7.7, I've added (and selected) the MikePics2009 directory (see the left-
most column).

. I: Edit  View Picre Tools Help Type a questicn for help -_
gdshencuts. d GG A 0 X 7 01005 - @ o f42 G4 EdRPictures. 3 Auto Comect
Picture Shortcuts x| = & |/ Upload - x

53 Add Picture Shortaut... [T@ela
i My Pictre Shortuts 1 fles selected
el My Petures Upload gelected pichurnes tn
o MkePics?009 hitp:[[192. 168, 1.2My Own
T Unsaved Edits Photas/
Upload settings
@ Send orignal pictures
Sernd pretures optimized for
viewing on the Web

Total Transfer: 849 KB

Change Liplaad Settings... | Upload and Close | | Cancel |

3. Scroll down the central section to the photos you want to use. Select them by
clicking the first one and Ctrl-clicking subsequent images.

4. Select Upload and Close. The pictures upload to the picture library, and the
Office Picture Manager application closes.

5. Before returning to the picture library, the Picture Library Information screen
offers you the chance to go back to the picture library to select more images to
upload. In this case, click Go Back to My Own Photos on that screen to return to
the picture library (see Figure 7.8).

Although we added metadata to one of those pictures, all the pictures look the same.
Nothing indicates that one picture has metadata associated with it.
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4 Team Site » My Own Photos @ All Pictures - FIGURE 7.8
! ) o The picture
Home| BookSiel BookSted  BookSited library with
uplosd At . content
As previously mentioned, if you select Upload Multiple Pictures, the pictures Bx‘”m_
upload to the picture library with empty metadata fields. This is logical. Other- ay

wise, uploading a number of pictures would mean “Stop! Give me metadata for
picture 1; Stop! Give me metadata for picture 2;” and so on. The upload would
take forever.

To see whether you have metadata, double-click a picture. If you want to amend or
add metadata, select Edit Item in the menu line (see Figure 7.9).
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The Upload Multiple Pictures option offers a quick way to upload numerous
images from a single directory. If you require the images to be itemized, however,
the total time needed might be more than that required for single uploads.

You can upload documents to a library in other ways (as discussed in the document
library coverage). Even so, only the browser-based, single-upload method means that
metadata entry is possible as you upload to the library.

Creating a Document Library

A document library stores documents in the same way as a picture library stores
images. Document libraries are more widely used than picture libraries, so through-
out the rest of this book we concentrate almost entirely on them.

So that we have something to work with in our document library, I created several
files (most with little content) in Acrobat, Excel, PowerPoint, Notepad (so, normal text
files), and Word. (I did this on a PC running Office 2010 but saved the Office files in
2003-2007 format.) These files should give enough initial data to see how document
libraries are used. If you don’t want to create files yourself (or can’t), you can find
files in different formats on the Internet and use them.

Following are the files, the number of files, and the file types. The filenames indicate
which company is associated with them:
> Excel (7) 2 HP, 3 IBM, 1 MS, 1 Oracle
> PDF (4) 2 IBM, 2 MS
» PowerPoint (1) MS
> Text (3) 2HP, 1 MS
>

Word (5) 2 HP, 3 MS

Be patient. It won’t be long and you’ll see why | created files that are supposed to
be from different companies.

We start by creating a new document library (instead of using the existing one,
Shared Documents):

1. If you aren’t at the default page, click Home and select Site Actions > New Doc-
ument Library.

2. Add a Name and Description.
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3. Leave the default as Display on the Quick Launch but amend the second radio
button pair so that we have versions allowed.

(If you forget to do this—or want to fine-tune the Version settings—go to
(Library) > Library Settings > Versioning Settings.

4. Leave the final drop-down at its default value. Notice that this specifies the type
of document that will be created for this document library if you click New Doc-
ument when opening the document library.

There is actually one good reason for having a special template here: if you are
an administrator and want your users to use a different template when writing
documents for a particular document library than they normally use.

One good reason for that is if you want them to always fill in some additional
properties whenever they create a new Word document.

In that case, you create a Word document, add properties, and then give all those
properties dummy values. You then save the Word document as a template (Our-

CompanyTemplate perhaps) and make sure that template is available in the drop-
down that appears in Figure 7.10.

wersion each bime you edit &
5 dacumen ¥

Document Template:

Microsaft Word document e

| Creata Cancal |

In this case, | left this at the default value of a Word document (see Figure 7.10).

5. Click Create.
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FIGURE 7.10
Creating a docu-
ment library
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FIGURE 7.11
Copying files to
a document
library using
Explorer View
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Alternative Methods for Uploading Files
to a Document Library

You just learned two ways to upload items to a library. In this section, those methods
apply to files being uploaded to a document library.

Because the methods are the same, there’s no point in repeating them here. Instead,
let’s look at a couple of alternative methods.

One method involves opening the document library in one window and going to
Library > Open with Explorer (what used to be known as the Explorer view). (See the
left-most and upper-right part of Figure 7.11.) Then open Windows Explorer in another
window and select the files you want to upload (lower-right part of Figure 7.11).

SPFLadministrator =

Site Artinms -

Team Site » The Book Documents + Document Library Settings * Versioning Settings

BoakSited (7]
Content Approval

Speafy whether new (tems o o

have been aporoved, Leamn o

Document Version Hestory

exArcessBoaliCantacts!

Don’t be confused by Figure 7.11. It is a screenshot that combines in one image
the web pages of two different browser copies.

Often, you can just drag and drop the documents (in Figure 7.11). On a few client sys-
tems, however, this doesn’t work. In that case, select the files and then press Ctrl-C on
the right side and Ctrl-V on the left (here, this is top) side (that is, copy and paste)—
this alternative method always seems to work.

Don’t worry if you see an error message after clicking Open with Explorer that
says your client system isn’t suitable. Just try again. In almost all cases in which
the client system isn’t suitable (such as if you use Safari for Windows), Open with
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Explorer isn’t listed and can’t be selected. So if it can be selected, it should work.
If you keep getting this message, turn the IE Browser Protected Mode to Off.

Just as with the multiple-upload option in the user interface, you won’t have yet had
an option to fill in any fields with additional information about the documents being
uploaded. All the system knows is that you uploaded the document, when, what the
filename is (what kind of document it is), the file size, and a few more things we can’t
see in Figure 7.12.

Pew falder
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5] Oracle_Excell oty B2l wiet |

After you copy the files, close the window created by Open in Explorer and go back to
the Book Document page. To see the files you have just uploaded to this page, refresh
the page and you get the list of files you see in Figure 7.12.

The second main way to perform multiple uploads (there are some less-usual meth-
ods that I don't discuss) involves using local drives.

Here is an outline of how to use that second method:

1. Assign a document library to a local drive via a statement in the command line
like this (where the URL of the document library is
http://servername/xxx/doclibl):

Net use X: \\servername\xxx\doclibl
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FIGURE 7.12
The refreshed All
Documents view
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(If this isn’t enough explanation for you, ignore this method.)

2. Copy your files from (for instance) your PC My Documents folder to X: or use
the following method using My Network Places:

» Define the document library in My Network Places.
» Open the My Network Places entry.

» Copy and paste (or drag and drop if it works) the files from Windows
Explorer to it.

All the correct icons are visible in Figure 7.12 except for a PDF icon. Having the
PDF icon missing in action is something that was a “feature” of the SharePoint v2
products, too. | expected the mistake to be corrected in the SharePoint v3 prod-
ucts, but it wasn’t. By the time the v4 products had come out, I'd given up expect-
ing anything. | was right not to expect it because it’s still not there.

The problem mentioned in the “By the Way” sidebar is actually something the
administrator can fix quickly by following the steps that follow:

1. Create (or find) a PDF image of the right size.
. Go to the server.
. Find the directory that contains the other images.

2
3
4. Copy the new PDF image to it.
5

. Amend a file in another directory that lists file types (and adding a line for PDF

files).

If you want more detailed instructions, track down a Microsoft article with more
details: Go to www.microsoft.com and use the search term pdf icon sharepoint,
which should give you KB article 837849.

Summary

Here we looked at a picture library and a document library. It showed how files are
uploaded to them, which data is available on those files, and how the files are dis-
played on the default page for the library.
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Q&A

Q. What is the point of adding metadata? I just want to quickly add content, so
surely uploading a lot of files simultaneously is the best method even if |
can’t in the same process add metadata.

A. Adding metadata both enables you to set up meaningful views (see Hour 8,
“Creating and Using Views and Folders”) and to improve the quality of your
searches (Hour 14, “Improving Searches”).

There’s a discussion later (in the section about folders in Hour 8) about why it's
not a good idea to attempt to replace the file system by uploading large quan-
tities of files in bulk.

Q. You talked about creating a template for use in a document library. What are
the steps for doing this?

A. Here is what you do:
1. Open the document library.
2. Choose Library.
3. Choose Library Settings.
4. Choose Advanced Settings (leftmost column).
5. Select Edit Template (second section down on the far-right of the screen).

This opens the default template in Word, and you can amend it. (It’s
probably an empty page; see what happens if you write a text into it like
My New Template).

6. Save as the template with a new name (MyTemplate.dotx).

This saves the template in Forms alongside default.dot. (That is, both templates
are stored in Forms, so default.doc is still available if you want to change back
to it.) In this case the new template is a Word 2010 format template. To avoid
this, follow the warning on saving the template to specify a template that is
compatible with older versions.

You are then taken back to the Advanced Settings page, where you see the
effect of the change. You need to change the name of the default template to
MyTemplate.docx. Click OK.

Now when you click New in the document library, you see your new template
(perhaps with your company logo) rather than the old standard one.
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Workshop

Quiz
1. What are two main ways to upload files to a library when using the user
interface?

2. When is the Multiple-Upload option not available?

3. What is the major problem with using the Multiple-Upload option?

Answers
1. The single-upload method and the multiple-upload method.

2. If the client system is not running Internet Explorer (5.x and later) or is running
Internet Explorer but isn’t running Office 2003 Pro, Office 2007, or Office 2010.

3. Metadata cannot be added during the upgrade process when using the Upload
Multiple Files option.
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Creating and Using Views
and Folders

What You’ll Learn in This Hour

> Creating and naming a new field
> Creating views using the new field’s different values
> Creating folders even though you should not use them

To present the contents of a list or library to a user, you can use a view. Views are typ-
ically used for document libraries to divide the presentation of the library’s contents
into subsections or to list them in a particular order.

A folder is the equivalent of a directory in the file system. You can add documents to
a folder contained within a document library rather than to the document library’s
main storage level.

Creating a Suitable Column for a View

Later in this hour, we create views. To do that, we need to have a column/field in the
document library that we can use when creating those views. So in this section, we
create a column called Company and populate it with the name of computer compa-
nies. This enables us to later create, for instance, a view where only IBM documents
are listed for the user.

Follow these steps to create a column for a view:

1. Go to http://spfl (or the TCP-IP address you are using) and select The Book
Documents.

2. Select Library > List Settings. In the Column section of the page, select Create
Column. Figure 8.1 appears.
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FIGURE 8.1 Hame and Type T
Creating the Col- Fype & name for this column, and select the tye of information you want 1o store in the Company

pdditional Lolumn Settings

pexify detaled cptions for the type of information you selected

Both words—field and column—are used in documentation. Column is used
ay because when you open a document library, the new field Company appears in
the list as a column (if it is selected to be listed, that is).

In the database table where all these things are stored, it’s a field, of course.
Confusing, isn’t it? (I have already added some information to this figure.)

‘F

Below the area of the screen shown in Figure 8.1, there is a tricky option: Allow
ay Fill-in Options. If this isn’t selected the user is restricted to using one of the val-
ues that the administrator has previously defined for this column/field.

‘F

If you don’t (as an administrator) allow additional values, you open the door to a
stream of phone calls or emails asking you to add something.

If you do allow this option, you will be bound to get alternative spellings of the
same thing (which, naturally, the system will not regard as being the same thing),
and you will have to occasionally tidy the mess.

3. You have many different options for The Type of Information in This Column Is

section.

It would be swamping you with too much information to go through all the
options, so here are the ones I use most often on my sites:

» Single Line of Text

» Choice (which enables you to specify the possible contents of this
field/column)
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» Date and Time (using the Date Only option for that column)
> Yes/No
4. We have the option to Add to Default View. Here, we leave it in.

5. Click OK. That takes us back to the Library Settings page, which is often useful
because typically you add several columns before moving on to doing some-
thing else. Here, as we are only adding a single column, going back to this
page is a minor nuisance.

6. Click The Book Documents at the top of the page (above the section of the page
shown in Figure 8.1) in the breadcrumbs. Figure 8.2 displays.

Modified Company

Documents

Site Pages

Shared Documents o
OurDaeumentLibrary ®

The Book Documents &)

=)

B
Can you spot the issue in Figure 8.2? We want to add a value in the Company col-
umn for each row in the list, and we don’t seem to be able to.

Here’s what seems to be a list of our present options:

> We can click the icon in the Type column to open the document.

» We can click the field name (which is in the Title column) to open the document.

Neither the icon nor the field name enables us to add a value to the Company col-
umn. However, as the next section shows, there are actually other less apparent
options on that page.

Three Editing Solutions for a View

You have three ways of creating such a view. All three are detailed next.
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FIGURE 8.2

No values in the
column we just
added
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FIGURE 8.3
One way of edit-
ing the contents
of a row

FIGURE 8.4
Changing the
contents of a row
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Editing a View with a Drop-Down

One solution, which is editing a view with a drop-down, requires no changes to the
list shown in Figure 8.2. To use this solution, follow these steps:

1. If you move your cursor to the first row under the Name column and then care-
fully move the cursor beyond the text, you see a box with an arrow at the end
of it (see Figure 8.3). (In earlier versions of SharePoint, this worked only if your
browser was Internet Explorer 5.5 and upward but now also works in browsers
such as Safari for Windows and Firefox.)

Type Name Modified Modified By
P_Excell Cwes
P_Excel2 owes -l12

View Properties

Edit in Microsoft Excel

H
B el 3 Edit Properties
Hi Check Out

Version Histary
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Send To 12

Manage Permissions

Delete

=
X8

2. To add a value to Company, choose Edit Properties. I select HP from the Com-
pany drop-down (see Figure 8.4). Note that this was created as a required
field—the star (*) next to the word Company in Figure 8.4 indicates this.

3. Then click Save.

The Book Documents - HP_Ex:

HB8 0., X

<2 Copy

save  Cancel  Paste Delete
Ttem
Commit Clipboara Actions
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Title
Company @ =l
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Save ] Carxel




Three Editing Solutions for a View

Editing a View Using the Existing Edit Column

The Name field is the place where the filename is stored; the Title field is where
you give a file a meaningful name that can be used in a list.

Do not use Title in a view of a list rather than Name. There is no possibility of
right-clicking a Title field in the way we clicked the Name field.

Another solution—editing a view by using the existing Edit column—works even if we
have the Title field listed and not the Name field. This solution uses a view of the Doc-
ument Library that includes an Edit field.

Despite the look of Figure 8.2. there actually is an Edit box. It’s just not visible. To
make it appear, run your cursor over any of the lines in the main (right) section of
Figure 8.2.

Figure 8.5 is a small section of the screen shown in Figure 8.2 including the edit box
that appears on the left when the cursor is moved over the line containing the
HP_Wordl file.

o] AF_T S
{,J H SR
u::J H SA

Select the box, and then all the options that were available via the drop-down in the
earlier section are now available in the ribbon, as shown in Figure 8.6. (The drop-
down is faster to use, which is why I showed it first).

Click Edit Properties to get the same screen you saw earlier (Figure 8.4).

Library Toals
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FIGURE 8.5
Seeing the exist-
ing Edit icon.

FIGURE 8.6
Seeing the Edit
options in the
ribbon
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FIGURE 8.7
Using a
Datasheet View
to add a value to

the Company col-

umn
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Editing a View by Using Datasheet View

Both of these two options enable the addition of HP (or IBM, MS, or Oracle) text to the
Company column for a single row at a time. The third option, to use Datasheet View,
enables a quicker approach when an identical value needs to be added to several rows.

To do this we need to first create a Datasheet view: Go to Library > Library Settings >
Create View > Datasheet View. I named this Datasheet view (Maintenance). The
parentheses indicate that it's not actually a view that users are expected to use in nor-
mal circumstances.

The key thing with a maintenance view is that it should contain all the columns you
want to change the value of and sort on. In this case that means the Name field (for
sorting and also for knowing which row this is); the Company field; and the Title field
(it has no value yet, but we might later want to add one, so there’s no point in not
including it). Make sure those views are selected. Do remove the x from the Modified
and Modified By fields to deselect them because they are system fields that cannot be
amended.

This time, as shown in Figure 8.7, I left the x next to the icon so that column is still
listed. I've said that the view should be sorted by name (and that it will not be the
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default view). Not being the default view is default here. After clicking OK, you will
usually see the screen shown in Figure 8.7.
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What you might instead see is a page with the columns you selected in Standard
View, that is, the kind of view that we have seen before. At the bottom of that page in
Standard View, there would then be the following text indicating the reasons why
Datasheet View wasn'’t possible.

Take the following paragraph as a warning not to make Datasheet View a key part
of your user experience. An Administrator can afford to spend time getting one of
his PCs to work with Datasheet View; he can’t afford the time to get all those dif-
ferent user PC configurations working.

The list is displayed in Standard view. It cannot be displayed in Datasheet view for one or more
of the following reasons: A datasheet component compatible with Microsoft SharePoint Foun-
dation is not installed, your browser does not support ActiveX controls, a component is not
properly configured for 32-bit or 64-bit support, or support for ActiveX controls is disabled.

This message indicates the main possible problems, which are listed in the following
bullet points:

> Your browser does not support ActiveX controls; it is not Internet Explorer.

» A component is not correctly configured; Microsoft doesn’t know why it’s not
working.

> Support for ActiveX controls is disabled; it is possible that your ActiveX settings
aren’t quite what the application expects them to be.

The first couple of these you can’t do much about. The first is a certain “No.” If you
don’t have Internet Explorer you can't fix it. The second is so unclear that it is impos-
sible to trace.

That leaves the third one. You can try amending your ActiveX settings in IE for the
security zone in which the SPF1 site is located. (Again, if you don’t have IE you don't
have ActiveX settings you can amend.)

If that doesn’t work you may have been hit by the mixed Office versions problem.
Datasheet View requires a particular Office application to be installed in the client. If
the client is running only one 2007 or 2003 Office application in addition to a full
suite of Office 2010 applications, this may have confused Datasheet View into look-
ing for the wrong application (version) and not finding it. If it can’t find it, Datasheet
View won’t work.

Figure 8.7 is taken from a client system running Office 2007 on XPPro where the
browser is IE8. When preparing this hour, | couldn’t get Datasheet View to run on
a client running Office 2010 on Windows 7 despite the browser there also being
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FIGURE 8.8

The result of
using Datasheet
View to add a
value to the
Company column
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IE8. This was a neat confirmation of the suggestion earlier that you should not
rely on Datasheet View working for all your users.

The following bullet points give several reasons why using Datasheet view instead of
Standard view can be advantageous:

> You can change several or all rows and then leave the page.
> You can use the drop-down in the column (row) to choose the value.

> You can copy the values in cells just like you can in Excel (but only like to like).

Doing a combination of these, we can complete the Company column with the
appropriate values in all rows:

» There is no OK button, so you must ensure that the changes go through. To do
this, select a different view after you fill in the values on the page. At this stage
you may get a pop-up saying, “You Have Pending Changes.” If so, just click OK
and wait until the pending changes are made. Figure 8.8. is the final result.

Type Mame Medified Modified By Company

@

Creating a View That Includes All
Documents

Now that we have a Company value for each document, we can (finally) create a
view that uses those values. To do this, follow these steps:

1. Choose Library > Library Settings > Create View > Standard View. This time, we
focus on the second half of the screen.
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Before you scroll down, remove the tick for Company. If we leave it there, we’ll
have a view called HP in which only items where Company=HP are listed, and we’ll
have a column called Company, which for all rows will contain HP That'’s pointless!

2. Name this view HP. Then scroll down and complete the Sort and Filter fields
(see Figure 8.9).

First gort by the column:

Name (linked to documnent)
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3. Click OK and repeat the whole thing for IBM, MS, and Oracle. You can speed
things up by selecting the option to Start From an Existing View and always use
the HP view as a model for your other views.

If you do this for fields/columns where the names are long, enter the name in the
View Name field (make sure it is exactly the same name you had in the Choice
field) and copy (Ctrl-C) this name and paste it (Ctrl-V) in the Filter field.

| often play it even safer by opening the list in a second browser and then going

to Document Settings and the Choice field. That way, | can copy the exact value
and then paste this value into first the Name row and then into the Filter row.

Creating a Grouped View

Next, let’s create a view that could be used if you want to split a single report into HP,
IBM, MS, and Oracle sections:

1. Choose Library > Library Settings > Create View > Standard View. This time call it

Grouped By Company. Remove the tick for Company and sort the view by name.
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FIGURE 8.10
Looking at the
Group By ele-
ment when spec-
ifying a view

FIGURE 8.11
A completed
Grouped By view
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2. Do not enter a filter. Complete the rest of the page, as shown in Figure 8.10.
(Note that I chose Grouping to be Expanded.)

8 Tabular View

3 Group By

4 Totals

3. Click OK. Figure 8.11 shows the result.
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This is a useful overview of the contents of that document library.

Let’s say, however, for the purposes of our training here that we don’t need to see the
date a document was modified and remove it from the view.

Views contain the columns you want them to contain. When you initially create a
view, you naturally specify those columns in the view that you think your users will
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want to see. Real-world requirements might turn out to be different from those
you envisaged, however, so you need to know how to amend views by adding or
deleting columns.

Deleting a Column from a View

To delete the Modified column, follow these steps:

1. Select Library > Library Settings in the menu line. Then scroll the screen to see a
list of the views (see Figure 8.12).

items or to see the items sort

View (click to edit) Default View ile Vi Default Mobile View

« L v

L

2. Select Grouped By Company, and you can remove the tick for Modified. Click OK
to open the Book Documents page without the Modified column (see Figure 8.13).
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Using Folders

Now that you've seen how views can be used to separate the documents stored in a
single document library into subdivisions, let’s look at folders, which are an alterna-
tive method of doing this.

Most people with several years of experience with SharePoint do not recommend
using folders. Instead, they prefer having several document libraries or using
views. (They usually prefer to use both combined.)

113

FIGURE 8.12
Amending a view

FIGURE 8.13
A revised view
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FIGURE 8.14
Creating a folder

FIGURE 8.15
Folders are now
available for use.
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However, we have two problems with folders:

» Implementation isn’t particularly good.
» Folders encourage bad habits—specified in more detail later in this hour—

when transferring data from “normal” systems (that is, from the file system).

A quick demonstration can show you a few problems with folder implementation:

1. Go to BookSitel and open the document library.

It’s called Document Library in this site template (not Shared Documents). The
Microsoft people obviously ran out of inspiration.

2. Select Documents in the menu line and then New Folder from the ribbon (see
Figure 8.14). Name this folder HP.

Library Tools

Site Actions ~ @€ Browse

Documents

] New Document . E-mail a Link
':] Upload Document -
Edit View Edit “
4 New Falder Document Properties Properties /A
MNew Open & Cherk thit Manage Share & Trark
Il Type Name Medified
[_‘:_‘ weeklyblog 2.12.2009 10:12
4k Add ncw document

3. Repeat this process to create folders for IBM, MS, and Oracle. Figure 8.15 shows

the result.

Tvpe Name Modified

Ca HP 29.12.2009 10:25
Ca 1BM 009 10:25
Ca MS 009 10:25
Ca Oracle 26.12.2009 10:25
[_ weelk) '.'|JI_-=| 2.12.2009 18:13

& 2dd new document

4. Populate the folders with the same test files we used earlier in this hour. To do
5o, click the folder icon before the word HP or on the word HP itself to open the

folder. Then use the upload actions we've used before. Repeat this process for
the IBM, MS, and Oracle files.
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Use the Navigate Up section next to Site Actions. Click Document Library to go
back to a screen where you can open the next folder.

5. Now go back to the Document Library level and upload some other files (prefer-
ably with more appropriate names for your business than those shown in
Figure 8.16).

] 1ype NameT Modified

Ea HP 29.12.2000 10:35
> | 16M 29.12.200Y 10:25
r | M5 29.12.2009 10:25
" | Oracle 29.12.2009 10:25
B} ExtraFile_Adobe Test File e 29,12.2009 10:42
) FxtraFile_Wnrd Test File &new 79.12.7009 10:42
,‘g weeklyblog 2,12.2009 18:13

6. Click Name at the top of the column. This sorts the contents of the document
library in name order (first ascending and after a second click on Name,
descending).

7. The folders all come first, followed by all the files (see Figure 8.16). Click Name
again, and all the files come first and then all the folders. That’s perhaps
acceptable.

8. Now open the IBM Folder and create a file in Notepad and add it to the IBM
folder.

9. Go back to the Document Library level and click Modified (twice).

After we click Modified, which sorts the date and time at which something in Share-
Point was added or amended, we expect to first see the folder IBM, the contents of
which have been modified last, followed by the individual files we uploaded, followed
by the other folders. In fact, we see the screen shown in Figure 8.17.

[Tvpe Name Modified4
| Oracle 29.12.2009 10:25
Ca MS 20.12.2009 10:25
| IEM 29.12.2009 10:25
i | HP 29.12.2009 10:25
i) ExlraFile_Wurd Tesl File 2ree 29.12.2009 10:42
] ExtraFile_Adobe Test File #mw 29,12.2009 10:42
U weeklyblog 2.12.2000 18:13
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FIGURE 8.16

A document
library with both
views and folders

FIGURE 8.17
Problems with
sorting when
folders are
involved
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From Figure 8.17, you also have no way of seeing that new content has been
added to the IBM folder.

The software sorts only according to when the folder was created; when the contents
of the folder were amended is completely ignored. In addition no matter when the
folders or the files were created, the folders are always listed first.

That's one of the functionality problems with folders. Another one, that was in ear-
lier versions of SharePoint, no longer occurs. Do a search (click Browse in the menu
line, and the search box appears at the top-right part of the screen), and the search
now identifies the document itself even if it is stored in a folder. Earlier only the folder
was specified and not the document itself.

However, the main problem with folders is that they encourage bad habits. They
encourage you to copy your entire file system to a single SPF 2010 document library,
which also means that you don’t bother getting rid of documents that no longer are
relevant.

The process of creating a view, on the other hand, means that you need to analyze
the files in the file system first (to create suitable views). This means that during the
analysis process, you become aware of irrelevant files and sets of files and do not
upload them to the SPF 2010 document library. You also divide your relevant files
into different document libraries.

Summary

This hour showed you how to create views and folders. It showed you the benefits of
using views to subcategorize the documents in a document library, and you learned
some of the disadvantages of using folders.

Q&A

Q. I've heard that if | use folders I can have up to 4 million documents stored in
a single document library. If that’s true, why are you recommending that |
don’t use folders?

A. The recommended maximum limit for documents in a document library is
2,000 for document libraries without folders. However, that limit is 2,000 x
2,000 for document libraries with folders (2,000 folders and 2,000 documents
per folder), and thus your 4 million documents when using folders. So that
statement is technically correct.




Workshop

Some papers say this limit is 5 million. This is a hard number, whereas the
2,000 number that leads to the 4 million total is a “recommended maximum”
only. You can have 2,001 or 2,002 and so on.

There are many reasons why this wholesale transfer of files from the file system
is not desirable, including the following:

> Ease of use when accessing the files
> The results of searches

» The storage space required (up to 80 percent more space can be needed
for storage in the SharePoint databases than is require for the same files
in the file system)

> Backup requirements

Q. Are there, in your opinion, any good uses for folders?

A. In my opinion, just one.

You might want to consider folders if you have a copy of a website that was
created by a fairly old tool, such as Site Sweeper. These old tools typically
created a single index.htm file with links to files that were placed in folders one
level below the index.htm file.

The index.htm file can be uploaded to the document library, and the files it
references can be uploaded to a folder in the document library.

The reason this is a good use of folders is because it can’t be done any other
way, given the way these Site Sweeper-type applications work.

Workshop

Quiz

1.

When creating a view, which type of column do I use when I want to ensure
that it always contains specific text strings?

. With folders, what main functionality problem area is still there?

. Why is it a bad idea to copy the file system to a SPF 2010 document library

that uses folders?
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Answers
1. I use the Choice type of field because in this field type I can specify a list of pos-
sible values (and, incidentally, a default value).

2. Sort.

3. It’s a bad idea to copy the file system because this encourages the mass copy-
ing of files, which means that no effort is made to weed out documents that are
no longer relevant or active (or duplicates).



HOUR 9

Looking at List Types and
the Included Web Parts

What You’ll Learn in This Hour

> Purpose of list types
» Which web parts are delivered with SPF 2010 that are not just represen-
tations of lists and libraries

> Purposes of standard and nonlist web parts

A lot of different ready-made types of lists come out-of-the-box when you install SPF
2010. Surprisingly, often people aren’t aware of the less commonly used of these
built-in list types and spend time working out solutions to problems that could easily
be solved just by using a built-in list type. This hour saves you that time in the future
by giving you an overview of those less common list types and briefly working
through where you can use them.

Understanding List Types

The SPF 2010 product includes several list types. This section discusses some of these
list types.

Refer to Figure 6.2 in Hour 6, “Using Libraries and Lists,” for a complete list of
the possible list types. They're shown in columns called Communications, Track-
ing, and Custom Lists.

The Announcements List

The Announcements list is intended for use as a web part on a website’s default page
to present readers of the site with up-to-the-minute and important information. The
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Announcements list is almost always on the default page so that as many people as
possible see this information. Be wary of changing the default view. The standard
default view is designed especially for use on the site’s default page. Amending it
might mess up the look, and it’s impossible to create a new view with the same look.

The Contacts List

The Contacts list contains useful contacts for readers of the website. So, for instance, if
a computer services company uses the site for one of its customers, the Contacts list
would consist of contact information for people in that customer company (and also
probably for people from the computer services company who work with that particu-
lar customer).

You cannot combine the contacts information in the site’s Contacts list with your
Outlook contacts. Even if it is possible, there will be two separate Contacts items
in Outlook, not just one that combines both sources. (For more information, see
Hour 16, “Using Outlook 2010 with SPF 2010.”)

The Discussion Board

Naturally, the Discussion Board is used for discussions. There are both threaded and
nonthreaded options for the look of this list.

The Discussion Board hasn’t improved much since SharePoint Team Services (2001),
so don't expect much functionality beyond the simple write-a-message, get-a-reply
level of functionality.

The Links List

The Links list’s main function is to list useful web addresses with accompanying
descriptions. I use it in my websites to list and link to both useful SharePoint articles
and Knowledge Base articles.

The problem with the Links list is that the URL field consists of two parts: the URL and
the description. So, for instance, when you open a Links list, you see a description
listed in the URL field. When you click the description, the system actually uses the
URL to go to the web page.

This isn’t a problem for users who tend to be happy to see something meaningful
rather than an obscure website address; however, it can be a problem for administra-
tors because Datasheet view (which normally enables bulk changes) does not list a
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Description field. It’s impossible to populate the Links list in bulk from, say, an Excel
spreadsheet containing a URL column and a Description column.

The way around this is to add an additional column, perhaps called Site Description,
and use this in the Datasheet view along with the URL column. In this way, you can
bulk populate a Links list.

If you do this, all you will have is a URL field containing a URL (unless you copy the
cells from a Datasheet View of another SharePoint Links list, in which case the URL
columns you copy transfer both the URL and the Description). In other words, there’s
no corresponding description. In such cases, Figure 9.1 displays where only the URL
field has a value; the description field is empty.

BookLinkList - Description of the Windows SharePoint Services...

BB 0., X

L _] 42 Copy

sawe  Cancel Faste Delete
Item

Commit Clipboard Actions

URL * Click here to test
hitp:/fsupport.microsolt.com/deflavil.aspx?scd=kb; en-us; 878210

Notes

Issue Date 21.12.2009 m
Categary WSS 3.0 Hotfixes
Site Description Deseription of the Windows SharePuint Services 3.0 hotfix packege

save [ Cancel

Figure 9.1 is what you see when adding an item to a links list of the type previ-

ously described with three additional columns/fields. When adding an item to a
standard links list, the three rows in Figure 9.1 starting with “Issue Date” would
not be visible.

After a bulk populate, it’s usually necessary to edit each item individually because
then the Description field is available. In such a situation, it would be possible to
copy the contents of the Site Description field into the second box in the URL section.
It might not be the fastest process overall, but it’s not that demanding. If you don’t do
this, the description will be assumed to be the same as the contents of the URL field,
and that URL will be what you see in views of the list. So this tidying up process is
important because most users want to see the description (in this case of a Knowledge
Base article) and not a less meaningful URL.
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FIGURE 9.1
Editing a single
Links list item
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The Calendar List

Typically, the Calendar list is used as a calendar only for the area covered by the web-
site (for instance, for the customer company in the preceding example).

Like the Contacts list, the Calendar list is not merged with any Outlook calendar. If the
Outlook version allows it (see Hour 16, “Using Outlook 2010 with SPF 2010"”), however,
this calendar can appear in Outlook alongside the Outlook user’s own calendar.

The Tasks List

The Tasks list relates to workflow. Workflows are covered in Hour 21, “Creating Work-
flows in SPF 2010,” and Hour 22, “Using SharePoint Designer 2010 to Create Work-
flows,” and are not mentioned further here.

Survey

A Survey consists of a series of manually created questions, each of which typically
has multichoice, prespecified responses (with free text an alternative) the creator of
the Survey can specify. New in SPF 2010 is the ability to branch to a later question
than the next one in the normal order depending on the response to a question. The
built-in surveys are even so rather simple, and it’s wise to look for more powerful
third-party add-in products if you intend to use surveys in your SharePoint sites often.

The Custom List

A Custom list isn’t as custom as you might think. It’s just a list that doesn’t already
(in contrast to the others) have a predefined role.

Typically, it stores simple data. I use it to store FAQs, where I have a Single-Line Text
field for a question and a Multi-Line Text field for an answer.

Import Spreadsheet

In SPF 2010, the Import Spreadsheet option provides a way for you to move an exist-
ing Excel spreadsheet to an SPF 2010 site. If you use this option, a list is created from
a set of cells contained in a spreadsheet. The result is a list in which each field/col-
umn name matches its respective column in Excel.

The list created using the Import Spreadsheet option and the Excel spreadsheet from
which it’s derived are not connected. Changes made later to the spreadsheet are not



Using Standard Web Parts with the Team Site 123

reflected in the list. When the list is compiled, the spreadsheet and the list are two
completely independent entities.

Always delete the spreadsheet after you create the list from it. This forces your 7
users to update only the SPF 2010 list. ut:

Using Standard Web Parts with the
Team Site

Now that you understand the various list types, let’s look at the standard web parts
listed when you add a web part (see Figure 9.4 later in this section). To study these
standard web parts, we set up a separate site for testing them.

Creating a Site to Test Web Parts

If you want a site where you can test web parts, you must first create one. Let’s start at
the default page by following these steps:

1. To create the site, select Site Actions > New Site.

2. Name the (Blank) site Web Parts Test and specify the URL as http://spf1/
WebPartsTest (see Figure 9.2).

FIGURE 9.2
Creating the Web
Parts Test site

Web Parts Test

http:/fspf1/<URL names

[t WebPartsTest

Create | | More Options

I chose the Blank Site type for two reasons:
> It is a web part page, and web parts can be added easily to it.

> It is empty (unlike say a Meeting Workspace), so we can concentrate on
the (test) web parts we add to it.

3. Click Create.


http://spf1/WebPartsTest
http://spf1/WebPartsTest
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Adding Web Parts to the Test Site

To add a web part to your test site, follow these steps:

1. After the previous Create, you see an almost empty Web Parts Test site. Select
Page in the menu bar (Tab).

2. Select Edit Page from the ribbon (on the far left). The screen shown in Figure 9.3

displays.
FIGURE 9.3
The result of
Edit Page in a Q@ ) B |a)
blank site E-maila  Alert Wiows EdRMobile  Make
link  Mea Page= Homepage
fit Fught
3. Click Add a Web Part in the left column. There’s a selection of four groups of
web parts available at the moment for this site. (If we used one of the existing
sites based on the Meeting Workspace, there would be more options in particu-
lar web part versions of the Lists in those sites.) Figure 9.4 displays.
FIGURE 9.4 Categories Web Parts
Some of the
available web (.3 Content Rollup =l Content Editor
parts L3 Nocuments | Image Viewer
_J Media and Content
3 People
Upload a Web Part X
Upload
Documents
: Left
Lists
Discussions
Add a Web Part
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To the right of Figure 9.4, you can see on your screen an Add Web Part To section with
a drop-down showing Left. Even though we clicked the Add a Web Part over the left
column, we can still change our minds and have the web part added to the right col-
umn. In the next section, we actually add the web part.

Understanding Different (Nonlist)
Standard Web Parts

This section introduces some of the web parts included in the Blank Site template that
are not just representations of lists or libraries.

The Content Editor Web Part

The Content Editor web part is a way to include data in a section of a SharePoint web
page that differs in look and feel from the rest of the SharePoint web page. The fol-
lowing steps will make what I mean by that clearer:

1. At Figure 9.4, click Content Editor to select it.

2. Click Add. What you now see is a Content Editor web part listed below the Add
a Web Part section of Figure 9.2.

3. Click the downward arrow to the end of the line that starts with Content Editor.

4. Select Edit Web Part. Figure 9.5 displays where I expanded the Appearance
section.

1 Content Editor

Centent Editor

Content Link
b it i — =
Content Editor [E]l appearance

Title

Content Editor

5. Change the name of the Title to Test Content Editor Web Part. An area on the
screen displays named Test Content Editor Web Part.

6. Save the changes made by clicking OK.

The following steps are one way to create a suitable URL to put in the Content Link
box, as shown in Figure 9.5:
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FIGURE 9.5
Defining a Con-
tent Editor Web
Part
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FIGURE 9.6
Putting the Con-
tent Editor file in
a Doc Lib to
give a URL
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. Open Notepad while in the server.

. Enter this HTML code into Notepad.

<H3><center><color="#FF0000">Key Personnel</color></center></H3>
<center><table border=2 cellspacing=2 cellpadding=5>

<tr><bold>

<td>Finance</td><td>IT</td>
<td>Manufacturing</td><td>Personnel</td>

</bold></tr><tr>

<td>Jim McPherson</td><td>Woody Winchester</td>

<td>Robin Goodfellow</td><td>Lucius Cassio</td>

</tr>

</table></center>

. Save the file in C:\ as TextContentEditor.txt.

. Create in the WebPartsTest site a document library called WPT Doc Lib by click-

ing the Documents link; then click Create and specify Document Library.

. Upload the C:\TextContentEditor.txt file to the WPT Doc Lib document library,

as shown in Figure 9.6.

Web Parts Test » WPT Doc Lib : All Documents

Home

Documents 7 Type Name

WPT Doc Lib -
| TestContentEditor O HIW

Lists 4 Add new document

Discussions

. Right-click the name TestContentEditor and select properties. Copy (Ctrl-c) the

URL that is listed there.

. Go back to the home page of the WebPartsTest site, and again modify the web

part (steps 3 and 4 before Figure 9.5).

. This time paste (Ctrl-v) the URL of TestContentEditor into the Content Link sec-

tion and test the Link.

Links of type file:/// are not accepted in the Content Link field, so we couldn’t
directly refer to the TestContentEditor.txt file in its original location. By putting
the file in a document library in the same site, we ensure that people with
rights to access the site can access the file and that the web part would function
as we intended.

. Click OK, and Figure 9.7 displays.
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Test Content Editor Web Part
Key Personnel

Manufacturing Parsannel

obin Goodfellow | Lucius Casswo

10. The final step could be to remove the name and leave just the Key Personnel
diagram. Check out the options in the right-hand section of Figure 9.5 to see
how to do that if you want to experiment with this; otherwise, just move on.

The HTML Form Web Part

The HTML Form web part is a single entry box with a Go button (refer to the left half
of Figure 9.8). It doesn’t look like much, but as you'll see, even the simplest version of
this web part type (which is all we look at here) is useful.

HTML Form Web Part
Go

lest Content Editor Web Part HP France

CustomListforHTMLFormTest

[T company Location

Key Personnel

To use the Form web part, we first need some data, and then we run through how
web part connections work (something else that is simple but useful).

To show how this works, I created a custom list, added two columns to it (Company
and Location), and populated the columns with some data. (If you want to do this,
look at the right half of Figure 9.8 to see which columns and values were added.)
When that was done, a web part of that new list was available.

In the same page used for earlier exercises, I did the following:

1. Iselected Add a Web Part in the rightmost column.
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FIGURE 9.7
An example of
using the Con-
tent Editor web
part

FIGURE 9.8
Stage one of
showing how to
use the Form
web part
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Starting web
part connections
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The list of possible web parts appeared, and the new web part was now listed.
(A new section was available in Figure 9.4 [in Categories] called List and
Libraries that included both the newly created WPT Doc Lib and the Custom
List I called CustomListforHTMLFormTest.)

2. I selected it.

3. Iclicked OK.

The rightmost column of Figure 9.8 contains the web part version of that new List;
that is, I created a new view called WebPartView where I had removed both the Title
column and the attachments column from the View when I created the Custom List.

Now add an HTML Form Web Part with a similar technique. (Don’t bother changing
the name of it.)

1. Add a web part in the left column.
2. Select the HTML List Web Part for the web part types listed.

3. Click OK.

Pop-ups should be enabled for at least this site before performing the following
steps.

Now that that both web parts are available, we can set up a connection between
them (a so-called web part connection):

1. Click the small arrow next to the Edit button in the web part of the list we just
created.

2. Then on Connections, select Get Filter Values From. Often we have a number of
possible web parts to connect to. In Figure 9.9, however, we have just one
choice: HTML Form Web Part.

RO VWO T

CustomListforHTMLFormTest - [

[T compan Minimize
Close
* Delete
@ Edit web Part
Connections r
ng us
Get Parameters From 4 Cormany
Get Filter Values From L. HTML Form Web Part

——————

us
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When adding content to the list, the Title field is compulsory. So | used dummy
values of 1 to 12. The key data in this list for this HTML Form Web Part test is the
repeated company names and the non-repeated (for each company) locations.

3. Select HTML Form Web Part. A pop-up appears (see Figure 9.10).

|7 Lonfigurc Lonncction  Webpage Dialog

I | it fsp Wb ar tsTest]_layouts Aspitform. asppagelrl=htp%

L

Connection Settings

r Ficld Name: IT). -
Field Name: [T - |
Cancel

hm:rmr!mwuhrm,f_hyumnqﬂ:e Internet | Protected Mode: DFF

4. There is only one column in our standard HTML Form web part, so that drop-
down has a single entry (T1). We then need to decide if we want to link the
HTML Form Web Part to Company or Location (the drop-down lists all fields in
the list, not just those). We decide on Company.

5. Click Finish.
6. Click Stop Editing.

Now we see Figure 9.8 again. The CustomListforHTMLFormTest web part (in the
text that follows I use CL1 for this list) still shows all possible Items.

7. Write IBM into the HTML Form Web Part field and click Go. You now see Figure
9.11 (compare this with Figure 9.8).

HTML Form Web Part CustomListforHTMLFormTest
IBM ﬂl T Company'¥ Location

Test Content Editor Web Part 7 1M Germany
Key Personnel

Finance I Manufacturing | Personnel

& Add new item

Entering IBM in the HTML Form web part connected to CL1 has filtered the informa-
tion that CL1 shows us. CL1 the list still contains rows for HP, IBM MS, and Oracle, as
does CL1 the web part of that list (because we are using a nonfiltered view for it).
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FIGURE 9.10
Configuring
the web part
connection

FIGURE 9.11
The result of
entering IBM
into the Form
web part
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However, CL1 the connected web part displays only the information about the com-
pany the user of this page chose to specify in the HTML Form web part.

The Image Viewer Web Part

The Image Viewer web part enables you to position an image on any part of a page
to which a web part can be added. Other methods of adding images to a page require
coding changes, so they are less straightforward.

With the Image Viewer web part, you need to point at an image that all the people
accessing the page have the rights to see. One such location is the /_layouts/images/
directory, which is the storage location for the homepage.gif image (the photo of
some people). You can verify this by looking at the Site Image web part (which is a
standard Image web part that has been renamed) via Modify Shared Web Part.

One way to get an “appropriate” version is to open the image library and right-
click one of the images that, at this point, appears in a reduced-size form. Select
Copy Link Location. Enter this link into the URL field of the Image web part (Ctrl-v)
and click Test Link.

You'll probably see more than you want to (not just the image, but the image’s
metadata). So on this test image, again right-click. Select Copy Location and
enter this new value into the URL field of the Image web part. Now at least you'll
just have an image being displayed.

Another way to guarantee that everyone can access the image is to create a site (or
subsite) that everyone has access rights to (safest way is to allow anonymous access;
see Hour 10, “Learning About Authentication and Access Rights”) and within that
site create an image library. Upload your images to this newly created image library.
Then use an appropriate version of the image from the image library in the URL field
of the Image web part.

The Page Viewer Web Part

The Page Viewer web part does just one thing, but it does it well. It enables you to
incorporate any page that can be accessed from the Internet into your SPF 2010 site.
For instance, a page in an Internal Dell SPF 2010 site could include a (public) HP
Hardware Announcements web page so that Dell people can quickly see new HP
announcements.

To see the example shown in Figure 9.12, follow these steps:

1. Add a Page Viewer web part to the page.
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Page Viewer CustomListforHT|
WITVAEAD J 7 Companyy
;ﬁ WSSV4FAQ i ey

Home

View Al Site Content
2 Al Thanks for hosting this si

Documents 4 Add new item

Lists | AMan:i,;l
L3

i —]

HTML Form Web Part

=Y

Select Edit Web Part.
Enter http://wssv4faq.mindsharp.com into the URL field.

Click OK.

@ > w BN

Click Stop Editing.

The Picture Library Slideshow Web Part

The Picture Library Slideshow web part shows a slide show of images and photos from
a picture library. (You'd never have guessed!)

The Relevant Documents Web Part

A relevant document is a document that the user who is accessing the page (“me”)
has done something with. The choices are Has Created, Has Checked Out, and Has
Last Modified (see Figure 9.13).

Relevant Documents

Type  Name Last

I TestContentEditor  12/29/2009 3:15 PM

Page Viewer

WSSV4FAQ

@4 wssvaFaQ

The Silverlight Web Part

The Silverlight web part is beyond the scope of this book because using it requires pro-
gramming knowledge. The sole parameter for it is a URL that contains the address of
a Silverlight Application Package (.xap file).
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FIGURE 9.12
An example of
using the Page
Viewer web part

FIGURE 9.13
An example of
using the User
Tasks web part
(in the right col-
umn)
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I suspect that over time we’ll see a lot of user-supplied .xap packages both useful and
not (and free and not).

The Site Users Web Part

The Site Users web part shows the administrator at a glance which groups of users
can access the site.

Some possible options are
» Show People in This Site’s Member Group

> Show People in the Group: (Where You Specify the Group)

The User Tasks Web Part

The User Tasks web part is similar to the Relevant Documents web part (see Figure
9.13) in that it shows only items that have been entered elsewhere (in this case, natu-
rally, in a Tasks list rather than in a Documents list).

The XML Viewer Web Part

The XML Viewer web part is similar in operation to the Content Editor web part.

Because writing XML code is beyond the scope of this book, I'll leave it to the XML
experts among you to wonder about how you could use XML code in a web part.

Summary

We looked at the list types that haven’t been mentioned earlier and examined what
they are good for and potential problems associated with their use.

We then looked at the default web parts that come with SPF 2010. We saw when each
of them is used (when appropriate) in actual examples of their use.

Q&A

Q. I can'’t find the /_layouts/images/ directory. Where is it in the file system?

A. Find this directory: C:\Program Files\Common Files\Microsoft Shared\web
server extensions\14\TEMPLATE\LAYOUTS.
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Q. How do I transfer web parts from one column to another?

A. Use the following steps to move a web part from the left column to the end of
the right column:

1. Click the arrow on the top right of the web part you want to move and
select Edit Web Part.

2. In the new box on the right of the screen, expand the Layout section.

3. Change the Zone to Right and the Zone Index to 10.

It’s helpful to use increments greater than 1 when specifying the position of a
web part in the zone. Using 10 is perhaps overkill, but it ensures that the web
part is at the bottom of the list, even when other web parts are added to the
zone.

Workshop

Quiz
1. What do the Contacts list and the Calendar list have in common?

2. Iwant to add a web part to my page. When I choose Site Actions > Other,
however, I don’t see any web parts that were discussed in this hour.

Answers

1. Both lists can be synchronized with some versions of Outlook, and yet the copy
of both lists in Outlook is separate from your Outlook Contacts and your Out-
look calendar.

2. You don't see any web parts because what you do see when you select Create are
lists and library types (and sites!) from which you can create a new list or library
or site. To add a web part to a page, start by going to Site Actions > Edit Page.
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HOUR 10

Learning About
Authentication and Access
Rights

What You’ll Learn in This Hour

» How anonymous users and authenticated users can be allowed access to
our sites

> Getting familiar with the built-in authorization levels (SharePoint groups)
» User levels and the rights associated with them

This hour expands on Hour 3, “Adding Users and Giving Them Rights,” by looking at
how you can give anonymous users or all authenticated users access to a site. It also
looks at how to change the logged on user when accessing the site and the differ-
ences logging in with a different level of user makes to what can be seen and what
can be done.

We created new users and assigned them to SharePoint groups in Hour 3. Refer
to that hour if you need to refresh your memory about SharePoint groups and
their privileges.

Learning About Anonymous Access and
All Authenticated Users

This section looks at a few special cases of groups of users: anonymous users and all
authenticated users.

gy —
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Anonymous Access

It is possible to have anonymous access to a site. As installed, SPF 2010 does not
enable anonymous access, so the ability to access anonymously needs first to be spec-
ified, and then it is possible to say what anonymous-access users are enabled to do.

Anonymous access is a two-step process set at the Web Application level:

1. Specify that anonymous access is possible by selecting the web application in
Central Administration and then choosing Authentication Providers in the rib-
bon. Then select an Authentication provider (typically Default is the only one)
and for that provider specify that Anonymous Access is enabled.

2. You need to specify what anonymous users are allowed to do.

When anonymous access is possible, select Anonymous Policy in the same (Web
Application) ribbon; then specify what anonymous users can access from a choice of
Entire Web site, Lists and Libraries, and Nothing.

As this is set at the web application level, it applies for all site collections (and all sites
in them) in the web application, something that might be forgotten later when creat-
ing a site. So be careful.

Allowing anonymous access isn’t a sensible choice for many sites. You may decide
that you don’t want anonymous users to access even a restricted amount of your site’s
information. If that’s the case, you can restrict access to the site to only users who
have specifically been given rights to the site, or you can consider giving all the users
who are logged in to your domain such rights. In the latter case, you should, instead
of specifying anonymous access, give authenticated users access rights to your site.

The “Q&A” section gives information on creating a web application and site collec-
tion for you to test anonymous access in a completely separate site of sites.

Authenticated Users

The Authenticated Users group is a special set of users available when an SPF 2010
server is in a domain. In WSS 3.0 and MOSS 2007 there was a simple link on the left
side of the screen, “Add All Authenticated Users,” which gave this group access to a
site quickly and easily. In SPF 2010 this link has been removed (pity, because I
thought it was useful), and now you have to give a user access rights in the normal
way and then specify that you want to add this group (write Authenticated Users
and then Ctrl-K to get the name checked).
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The good thing about adding this group is that it includes everyone who is logged in
to the domain rather than anyone who can access the site, so it’s an easy way to
restrict access to company insiders.

Understanding the Rights of Different
Kinds of Users

So far, even though we’ve created different users and assigned them to one of the
existing SharePoint groups or to a new specially created SharePoint group, we've
always been logged in as administrator. I use this access right throughout this book
unless otherwise stated.

The rest of this hour describes how we can log in as someone else and the effect of
doing so on what we can do in the site and what we can see of the site.

Logging In to a Site as Someone Else

In SPF 2010, logging in as someone else is simple. Just as with Windows 7 (or Vista),
you can use the authority of a normal user most of the day and “run as an adminis-
trator” when you do something “special.”

When accessing SPF 2010, you can switch users as follows:

1. Go to the Home page. Look at the upper-right corner of the screen. You see text
similar to SPF1\administrator, with a small arrow to the right of the text. Click
the arrow (see Figure 10.1).

r
SPF1\administrator =

._)% My Settings

,-3/" Update your user information,

- regional settings, and alerts.
5ign in as Different User
Login with a different account.

Sear
Sign Out
Logout of this site.
pc @ g8 Tite Location Description . W

My Test My Office To discuss
Calendar this and

that.

137

FIGURE 10.1
Signing in as a
different user
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FIGURE 10.2
Starting to log in
as MyReader

FIGURE 10.3
Logging in as
MyReader

HOUR 10: Learning About Authentication and Access Rights

2. Click Sign in as Different User. The standard login box displays, as shown in
Figure 10.2.

Windows Security

Connecting to 192.168.1.2,
| SPF1\Administrator

MJ Co——

Remember my credentials

’ Use another account

3. Click Use Another Account. The standard login box displays, as shown in
Figure 10.3.

Windaws Securty

Connecting to 19216812,

mj SPF1\Administrator

[ sPF1\MyReader

Demain: SPFL

Hemember my credentials

Notice that SPF1\administrator is replaced by SPF1\myreader at the top-right part of
the screen. Otherwise, everything seems to be the same. Or is it?

If this doesn’t work, don’t immediately suspect that you have the wrong pass-
word. First make sure you have specified the preceding SPF1\; second, make
sure you have given the user access rights to the site (in Hour 3, you gave several
users access rights, and you might have missed one); third, maybe the password
you remember is wrong, and if you can’t guess the right one, go in the server to
Administrative Tools > Computer Management > Users and right-click the User
Name to specify a new password.

Effect on the Default Site When Logging in as
Somebody Else

The screen shows little difference compared to before, and you have to look closely to
see what is now missing:

> Near the upper-left corner when logged in as administrator, there was an Edit
button (before the Link to Browse). Now there isn’t.
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» Before, there was a Recycle Bin at the bottom of the left column just above All
Site Content. Now there isn’t.
It’s clear why these two items have gone:
» The user MyReader has Read rights, and a reader can’t edit pages.
» The user MyReader has Read rights, and readers can’t delete anything or add

anything, so there is no need for a Recycle Bin for them.

The main difference, however, is behind the scenes. If you now (as MyReader) click
Site Actions you see two options only (Figure 10.4). If you remember, Site Actions for
the administrator had approximately ten options.

Browse

Sync to SharePoint Workspace

Create a synchromized copy of
this sitc on your computer
using SharePoint Workspace.

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

Here, too, the reason there is a difference is clear. All the other functions are not valid
for a person with only Read rights.

Now log in as MyContrib. Before you do and before you look at Figure 10.5, however,
think about whether any of the two previously mentioned items will then be present

Browse

Edit Page
EuiL the cunlenls uf Lhis paye.

Sync to Sharcloint Werkspace
Create a synchronized copy of
this site on your computer Bt
using SharePoint Workspace.

2@

New Page
Create a page you can
customize.

view All Site Content
Wiew all libraries and lists in o
this site. i
Sile Wurklows

Start or check the ctatue of cite
workflows.

Q [y [

The Brals P anbe

or whether they will both still be missing—and whether Site Actions will offer any
more alternatives and if so, what.

The Recycle Bin is back (in its usual place) because a contributor does have Delete
and Add rights. The Edit button is back, as shown in Figure 10.5, and Site Actions
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FIGURE 10.4
The reduced Site
Actions list when
logged in as
MyReader

FIGURE 10.5

The Site Actions
list when logged
in as MyContrib
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FIGURE 10.6
Granting permis-
sion to Team
Site Designers

DR
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now has three extra functions, one of which (Edit Page) is just a repeat of the Edit
icon just above it; the second is Adding a Page that is also clear; and the third is
about workflows, discussed in Hour 21, “Creating Workflows in SPF 2010,” and Hour
22, “Using SharePoint Designer 2010 to Create Workflows.”

What is the situation if you give someone Design rights? We look at this next.

Microsoft failed to include a group called Team Site Designers, so first create this
group and give that group Design rights. When you’ve done this, you can add it
and they get Design rights. If you want to try this out, use the techniques that
were specified in Hour 3 to create the user, MyDesign. Then, in this site (logged in
as an administrator), use People and Groups to add MyDesign to the new Team
Site Designers group. Assign this group Design rights with Site Actions > Site Per-
missions > Grant Permissions (see Figure 10.6).

Grant Permissions =)

Select Users

Users/Groups:

Team Site Designers ;

Grant Permissions

" add users to a SharePoint group (recommended)

® Grant users permission directly

[T Full Control - Has full control.

2 Design - Can view, add, update, delete, approve, and
customize,

When you are investigating someone else’s site, it is worth spending the time to
look at exactly which permissions have been granted to each group that is listed.
Even though some groups are included when the product has been installed, even
they could have had their access rights amended by an earlier Administrator, and
of course any new groups they added (such as the ReadPlus group you added in
Hour 3) could have any set of access rights (and the name of the group could be
misleading!).

Effect on Site Settings When Logging In as
Somebody Else

Let’s closely look at what happens to the Site Settings screen and compare the situation
when logged in as administrator or when logged in as designer. Select the same menu
item (Site Actions) and select the same item from the drop-down list (Site Settings):

» Logging in as the administrator displays the screen shown in Figure 10.7. It's a
long list.
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%) Users and

k-{,ﬁ@ Permissions
People and groups

Site permissions

List templates
Master pages

Ry
Site libraries and lists
User alerts

te web analytics

Search and offline

Look and Feel
Tith
icon

Quick launch

cription, and

site collaction Top link bar
administrators Tree view
All people Site theme
i Gallerles E Site Actions
| B, Site columns E Manage site leatures
e [51 e content types E: site as template
Web parts site definition
this site

Solution ]'J'
o Site
Vi M
wlz=| Administration rchy
N = egional settings Por @ connection

Site collection weh
analytics reports
SharePoint Designer
Settings

visual Upgrade

Help settings

» Logging in as a person with Design rights displays Figure 10.8. It’s a short list.

Look and Fee

Iw Quick launch
Top link bar

Galleries
Site columns

Site content types

Site theme Web parls
Themes
o Site Solutions
Yot By )
kv —| Administration
g U]
Site hbranes and hists

Not much left of all those options in Figure 10.8, is there? Again, the screen is
changed to reflect just what that particular user (within or not within a SharePoint
group) has rights to do.

If the user doesn’t have rights to do something, then (almost without exception) the
user will not see it.

Remember that Administrator was the name of the administrator of the server (or
VM) on which we installed SPF 2010. Also recall that SPF1\ Administrator is also the
site collection administrator for the main site. So what happens if we have someone
with Administration rights who isn’t a site collection administrator, for instance, if we
are signed in as MyAdmin?

Sign in as MyAdmin and have another look at Site Settings.

Figure 10.9 shows more possibilities than Figure 10.8 (Site Administration has been
cut off at the same point as Figure 10.7 when creating the image), but the entire Site
Collection Administration section is missing compared to Figure 10.7, as is the Site
Collection Administrators link in the User and Permissions section.
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FIGURE 10.7
Site Settings
when logged in
as administrator

FIGURE 10.8
Site Settings
when logged in
as MyDesign
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FIGURE 10.9
Site Settings
when logged in
as a mere site
admin
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L@Q Permissions
People and groups

Site p sions

Search and offline

Both of these omissions are fairly obvious, but it’s interesting that a site administrator
isn’t even allowed to see who the site collection administrators are.

Many readers probably have just one name and password combination to access Share-
Point sites. For those readers, were the preceding sections a complete waste of time?

Not necessarily. You might be wondering why your friend Joe, who works just down
the corridor, can see more on his screen than you can. You might also be trying to fol-
low another SharePoint book and are wondering why you don't see the options it
describes. This is actually a tricky one. One of the usual reasons for this is that the
book you are reading is describing something in SPS 2010 that doesn't even exist in
SPF 2010. In that case, even Joe (if he is using SPF 2010) won't see it.

I believe it's better to be open about these things rather than to hide them. So, no,
you didn’t waste your time reading the preceding sections. Now if you discover that
you are missing access to something you need in your work, you know (if Joe has that
access) that you just need to be moved to a different SharePoint group, which has the
same rights that Joe already has (or which Joe is a member of). I'm not saying that
will happen if you ask, but if you don’t ask, you certainly won't be moved.

General Security Principles Apply

Of all the users we created together in Hour 3, one has so far not been used:
MyDocLib. We haven’t used it because I want to use MyDocLib as an example when
showing you how to restrict access to a list within a site to a particular group.

First, however, there’s one thing about SharePoint security that you need to know:
SharePoint security does not break any standard security rules. Therefore, when
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restricting access to a document library, you can allow someone to access only the doc-
ument library in question who also has the rights to access the site (or subsite) in which
the document library is located. If you want someone to be allowed to access a docu-
ment library but not be allowed to access the site containing it, the only solution is to
create a special site that the person can access and put the document library there.

Treat “access” here as an example. You can’t give them Contribute rights to the
document library if they have only Read rights to the site. Again, doing so would
break standard security rules.

Specifying Special Access Rights for a Document
Library

Now that you know the general principles, check again that MyDocLib has been
given rights to the main site. Go back to being the administrator and access People
and Groups / Team Site Members. You should see mydoclib listed along with mycon-
trib. If mydoclib is not listed there, add it (as MyDocLib).

Now that we know that MyDocLib has access rights to the main site, there is nothing
stopping us from giving MyDocLib access rights to a document library in the site. To
do this, follow these steps:

1. We have two libraries, so let’s open Shared Documents from the link in Quick
Launch. It already has one document in it, so using this Document Library is a
reasonable test.

2. Access Library Tools > Library (tab) and Library Settings (ribbon). Figure 10.10
displays the top part of what you'll see.

List Information

Shared Documents

http://spfl/Shared Documents/Forms/allitems. aspx

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

General Settings Permissions and Management Communici

scription and navigation his document library RSS settings

ing settings hrary as tem
ed settings

Validation settings

3. In the center column (Permissions and Management), select Permissions for
This Document Library item. You see Figure 10.11, which is warning you that
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FIGURE 10.10
Customizing a
document library
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FIGURE 10.11

Standard permis-
sions for a docu-

ment library

FIGURE 10.12
Starting to
amend the stan-
dard permis-

sions for a docu-

ment library
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Permission Tools

Manage Stop Inheriting Check
Parent Permissions Permissions

Inheritance

This library inherits permissions from its parent. (Team Site)

RuadPlus

at the moment the Document Library is inheriting its permissions from the site
itis in.

Clearly the first step needed is for this document library to stop inheriting
permissions.

. Click Stop Inheriting Permissions. You receive a warning that you are going to

specify permissions for this document library. Click OK.

As Figure 10.12 shows, this is the same list of SharePoint groups and users
shown in Figure 10.11. Now, however, there are several different ribbon items
and a clearly visible check box next to each SharePoint Group.

Permission Tools
site Actions ~ B Browse Edit

(! r ’_';-'
& & &«
e Us Check

Inhertt Grant

Permissions  Permissions P Permissions

Grant

This ibrary has unique permissions.

In this case, we intend to end up with a document library that can be accessed
by all the administrators (members of the Team Site Owners SharePoint group)
and MyDocLib.

. Select all the rows except Team Site Owners and select Remove User Permissions

(see Figure 10.13).
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Site Actions * M€ Browse Edit
€) <! ef. ) L
@ % & &
Inherit Grant Edit User Remove User Cheq
Permissions Permissions Permissions Permissions  Permisg
Inheritance Grant Modify Cher
This library has unique permissions.
— Name
Il ReadPlus
[+ Team Site Designers
v Team Site Members

Site Actions ~

Permission Tools

B Browse

6. Click OK when the warn

ing message appears.

7. The list now shows only Team Site Owners. The final step is to add MyDocLib,

so select Grant Permissions.

Figure 10.14 shows the situation before checking the username you've typed in
(always a good idea). Figure 10.15 shows an extract of the same screen after the user-

name has been checked.

Grant Perm

Sclect Users

You can enter user names,
group names, or e-mail
addresses. Separate them
with semicolans.

Grant Permissions

Select the permissions you
wiant these users to have.
You can add users to a
SharePoint group that has
alrcady been granted the
appropriate permission
levels, or you can grant th
users spedfic permission
levels,

Adding users o a SharePoint
group is recommended, as

Users/Groups:
MyDocLib

Grant Parmissions

' Add users to a SharePoint group {recommended)

@ Grant users permission directly
[~ Full Control - Has full control.

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

[ | Centribute - Can view, add, update, and delete st items and

= documents.
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FIGURE 10.13
Removing some
user permissions

FIGURE 10.14
Adding a user to
Shared Docu-
ments
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FIGURE 10.15
Adding a user
after having
checked the
username

Mﬁ;ﬁ,—

FIGURE 10.16
Only the admin-
istrators and one
user have
access rights
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Grant Permissions

Select Users
Users/Groups:

Yuu an enler user names, SPF1\mydoclib ;

yroup names, or e-mail
addresses. Separate them
with semicolons.

Look at your options if you had tried to add the user to a SharePoint group. You
could do this, but except for the Team Site Owners newsgroup that has access
rights to the site, all the other SharePoint groups are listed as <Name> (No
Access). Adding MyDocLib to any of them would not give MyDocLib any access
rights to the document library, which is certainly not what we had in mind.

Note that I have given this user direct permissions.

We have achieved our goal, and both the administrators and this single user can
access the content in this document library (see Figure 10.16). No one else apart from
Site Owners can, though!

permissions.

-
| SPF1\ymydochb User Contribute

O Team Site Owners SharePoint

Summary

The different types of users who can access SPF 2010 sites were discussed. After briefly
covering anonymous access and the All Authenticated Users group (all the users
logged in to the domain), we examined the effect different permissions have on the
look of SPF 2010 sites and the different options available.

Finally, we looked at how SPF 2010 applies general security principles, using an
example of what happens when access rights to a document library are restricted to
administrators and one particular user only.
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Q&A

Q. Anonymous access is specified at the web application level. What is a web
application, and how do I create one?

A. A web application is a bunch of sites accessible via the same port.

The basic installation created one web application (http://spfl) at port 80 (that
is, the default site). All the sites we have added so far have been subsites to that
site and are thus included in that same web application.

Even if we were to add a new “top-level” site to start off a new site collection
(which, remember was a top-level site with its subsites and sub-subsites), that
top-level site would still be in the same spfl web application.

Here we look at creating a web application because it is good practice to sepa-
rate anonymous access content from the normal content. As anonymous
access is set at the web application level (see previous text), you can either
allow anonymous access for all the sites below the default site (probably not a
good idea) or create a new set of sites containing data that is suitable for
anonymous access. This “new site of sites” must be contained in a site
application.

Here are the basic instructions for creating a new web application where you
specify that anonymous access is allowed, followed by the instructions for cre-
ating a new top-level site (site collection):

1. Open Central Administration > Manage web applications (in the Appli-
cation Management section).

2. New (In the ribbon, upper left).

3. Along way down the page you need to Register New Managed Account.
Do this (using SPF1\Administrator) and return to the Create New Web
Application screen.

4. Note the port number and accept the defaults until halfway down the
page.
5. Change Allow Anonymous (in the Security Configuration section) to Yes.

6. Near the bottom of the page, specify SPF1 (the only selection in the drop-
down) as the location of the Search server.

7. Turn the Customer Experience Improvement Program off. (Check back to
see that Require Use Remote Interfaces Permission is turned off).

8. Click OK.
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After a long wait, sometimes so long on a slow machine that it times-out, in

which case just redo the creation, we now have a web application and anony-

mous access has been specified for it. The next steps create a top-level site:

1.

From the Central Administration main page (or the Applications Man-
agement page), in the center of it, is a Create Site Collections link. Click it.

Make sure the web application listed at the top of the page is the one you
want to use; otherwise change it. Give the top-level site a name (I used
Anonymous Website and specified AnonWebSite for the URL).

Select Team Site.

Specify Administrator as the Primary Site Collection administrator. (Note
that the site collection administrator could be anyone. For a site created
for the Personnel department, it would be useful if it were someone
within the department and not you. In this case of a site for anonymous
access, however, the administrator of the server is fine.)

Note in passing that each site collection has its own set of (different) quo-
tas but only if you have already created a separate quota template. Here
we have only one listed.

Click OK.

The site is created and can be accessed via http://spfl:<portnumber>.
(Mine is 42641, so http://spf1:42641 is what I can see.)

Q. | already have a web application, and | didn’t specify anonymous access
when | created it. How can | do so how?

A. Complete the following steps:

1.

Go to Central Administration > Manage web applications (in the Appli-
cation Management section).

Select the web application that you want anonymous access to be
allowed for.

Select Authentication Providers in the ribbon.

Select (usually) Default, and the Anonymous Access section should be
visible on the page. (Then refer to the beginning of this hour for how to
say what anonymous users an do).
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Quiz
1. Name the couple of “special” sets of users discussed in this hour.

2. Do all users always see the same things when they access the same page?

3. Why when we grant a specific user rights to a document library (or list) should
we specify the user permissions directly rather than assign the user to a Share-
Point group?

Answers

1. Anonymous access and the Authenticated Users group.
2. No, what they see depends on which rights they have.

3. Yes, you should specify user permissions directly. If the user is assigned to a
group, that group will have access rights to the document library (or list). That
is not what we want in this case.
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HOUR 11

Using What We’ve Learned
So Far in a Site

What You’ll Learn in This Hour

> Collecting data to create a site

> Assigning data to appropriate SharePoint lists and libraries, and accept-
ing when data isn’t suitable

> Deciding what to place on the default site page
» How a user accesses information

This hour works through the actions needed when creating a website for a particular
work scenario.

Brainstorming What Information a Site
Could Contain

Now that we learned the concepts of building a website using SPF 2010, let’s put
them into practice by setting up a site for a particular purpose.

Let’s build a site that can be used as a model for large teams investigating a serious
crime. The first thing is to brainstorm what kinds of information the team is likely to
have and need. So, just at random, a few things come to mind:

» Eyewitness reports
P Interviews with suspects
P Interviews with relatives

» Photographs of suspects
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Photographs of witnesses

Soundtracks of interviews

Videos of interviews

Videos of the crime scene

Photographs of the crime scene

Fingerprints

DNA samples

Links to other computer systems

General information to the team members
Restaurant and hotel information for out-of-area members of the team
Images of menus

Recommendations from local members of the team
Dates of press briefings

Dates of internal meetings

vV vV v v v vV v vV vV v v v v Vv v

Method for the boss of the team to report to his superiors

This gives you the general idea. Include anything and everything connected with
issues related to the site, even if it later ends up being rejected.

Making Sense of the Mass of Data

Brainstorming should lead to a mass of hodge-podge ideas. The next step to starting
a website is to collate this date and assign it to SharePoint “things.” We start with the
documents previously listed (but we could start anywhere).

Thinking About Documents

Here’s our first attempt at a list of the documents:
» Eyewitness reports
> Interviews with suspects

» Interviews with relatives
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At this point (and this is normal), we discover that we forgot that the team will pro-
duce various reports, so we add them to the list:

Weekly summaries
Progress reports
Text of press releases

Transcript of press briefing

vV v v v Vv

Reports from the team boss to higher management

It's fairly clear that all these documents will go into SharePoint document libraries.
What is not clear is how many document libraries, because we might think of some
more documents later in the process.

We need to think about whether we need a document library that includes all these
documents, some (fewer than eight) document libraries to contain them, or eight dif-
ferent document libraries (one document library listed item).

In other words, think about consolidation. To do that, consider the names of the pre-
viously listed categories. Interviews with eyewitnesses, interviews with suspects, and
interviews with relatives should go in the same document library because

» They are all interviews.

> There is a floating line between a suspect and an eyewitness (or relative): Being
one doesn't exclude being the other.

We can put all three categories in an Interviews document library. Then we need
something that makes it possible for us to mark someone as both an eyewitness and
a suspect, for example.

I often do this by having three Yes/No fields:
» Suspect: Yes/No
> Eyewitness: Yes/No

» Relative: Yes/No

Perhaps you think there will be a demand for the latest three weekly summaries Bx‘”m_
and the latest three progress reports to be visible on the same page. In this ay
case, you need two document libraries.
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Go back to Hour 6, “Using Libraries and Lists,” and you see that you can have
two web parts on the same page that show content from the same document
library and yet show different content.

In other words, these two setups solve the demand for the latest three sum-
maries and the latest three progress reports: two document libraries and a single
document library with two non-overlapping views.

As well as using premade views, you can also use (in real time) filters on one or
more fields to get the same effect. The problem is that before moving on you
have to spend time resetting the filters back to the All settings.

This makes it possible to easily create views, such as Suspect (condition is Suspect =
Yes) or even a combined view, such as Suspect and Eyewitness (first condition is Sus-
pect = Yes; second condition is Eyewitness = Yes).

Another option is to have a Choice type field with three choices (Suspect, Eyewitness,
and Relative) and make this Choice type field (unlike the one we used in Hour 8,
“Creating and Using Views and Folders”) have multiple choices.

The Interviews document library reduces the list by three items. Five items are left! We
can immediately cross another one off: reports from the team boss to higher manage-
ment. This won’t be available to team members other than the boss, so it can’t be
located in the same document library as anything else. So we create a document
library called Reports to Senior Management. We can decide later what to do to keep
it secure. Four items left.

Because two of the four items relate to the press, both of them can be in a document
library called Press Documents. To keep the two kinds of documents apart but still
within the same document library, we can use the same technique as in Hour 8 and
use a Choice field called, perhaps, Type of Document. In this, we have two alterna-
tives: Press Releases and Press Briefing Transcripts. Of course, we'll pre-prepare views
for each of those two values (just as we did in Hour 8 for HP, IBM, and so on). Two left.

Both the two left, despite the completely different names in the list, are reports made
on a regular basis. We can put them in the same document library using a Choice
field (and views) to keep them apart.

Finally, we discover that we completely missed one set of documents. Regular team
meetings will no doubt be written up. Because of the size of the team, there will prob-
ably be team meetings of subteams and team meetings of the entire squad. So we
need one document library for team meetings with an extra field, Team Name, to cat-
egorize them and ease the use of views.



Making Sense of the Mass of Data

The end result (at least for now) are the following document libraries:
> Interviews
> Press Documents
» Summaries and Progress Reports
» Team Meetings
> Reports to Senior Management

The Reports to Senior Management document library needs to be separate.

Pictures

In the original list, we have four sets of pictures:
> Photographs of suspects
> Photographs of witnesses
» Photographs of the crime scene
>

Images of menus

The first three involve solving the crime; the fourth does not.

The first two—following the ideas previously stated—can go into a single picture
library. In this picture library, there must be a way (as previously, with the Yes/No
fields) to decide whether someone is a witness or a suspect or both.

In fact, we now realize that we will have photographs of relatives, too, so this picture
library will include them and be the equivalent of a document library.

You'll often find, when trying to making sense of your collection of things and decid-
ing what to include in a site, that you want other things to appear in a site, too.

The images of menus need their own picture library. For the moment, we can’t think
of any other social usage for a picture library. Also it might prove useful if the out-of-
town members of the squad (that is, those for whom the images of menus were con-
ceived) can recognize the other members of the squad. In other words, we need a
third picture library (with photographs of squad members). Let’s also add descriptions
to the photographs in the picture library.

The end result is that we have four picture libraries:

> Suspects, Eyewitnesses, and Relatives
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» Crime Scene
» Menu Images (and other social bric-a-brac)

» Squad Member Pictures (with brief descriptions)

My preference is to keep the crime scene pictures in their own picture library. It's
only a preference, but it seems logical because they are a completely different
set of pictures (from those of people).

Now let’s look at some of the easier items to categorize.

Announcements

One item obviously goes in an Announcements list: general information to the team
members. This can be used both for general information about how the investigation
is proceeding and for information for out-of-town squad members about interesting
things about to happen in the town. Given the seriousness of the investigation, it’s
best to keep them apart.

We'll have two Announcements lists:
» General investigation information announcements

» Announcements about interesting local events

Dates

Two date items were previously listed: dates of press briefings and dates of internal
meetings. These are obvious candidates for different Calendar lists.

Make the date items different because they are of different priority to different
people.

At this point, there could be a third calendar—one giving the local events for the out-
of-towners’ free time.

Now, we have three different Calendar lists:
» Press Briefings
» Internal Meetings

» Local Events
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Unformatted Information

A few items listed in our original list are both in the social category and haven’t been
covered:

» Restaurant and hotel information for out-of-area members of the team

» Recommendations from local members of the team

Both items are likely to be free format, with a title and a brief description from the
local squad member, so they are suitable for the Custom list format with a title such
as Bob’s Café and a description.

I see no reason why we can’t combine these items if they are strictly free-formatted
information. If the restaurant/hotel information is official (and so probably laid out
within a certain number of set fields) and the recommendations are strictly off-the-
cuff ones, however, there should be two Custom lists (with different fields). Again, it’s
a decision for the site designer based on the designer’s sense of how this information
is going to be provided.

So we have two different Custom lists:
» Local Hotel and Restaurant Details

» Local Tips

Other Information

Here’s what's left from the original list:
» Soundtracks of interviews
Videos of interviews
Videos of the crime scene

>

>

» Fingerprints
> DNA samples
>

Links to other computer systems

Links

Links to other computer systems may seem to be the only obvious Links library
required; however, fingerprints might be stored in a national (perhaps) fingerprint
system rather than in our SharePoint site. Therefore, there ought to be a link to the
fingerprint system.
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I obviously don’t watch television enough, because I have no idea where DNA infor-
mation is stored and accessed. Let’s assume that the information is similar to finger-
prints and thus requires us to access another system.

From this, we can calculate that we will have one Links library, which contains sev-
eral entries, such as the following:

» Links to Various Police-Related Organizations
» Link to the Fingerprint System

» Link to the DNA System

Just because we have listed something (about what the site should provide) in our
brainstorming, we need to remain flexible and remind ourselves constantly that not
everything needs to be stored in our own system. What is important is that our team
can access the information, not that it is stored in our system. Links lists are often the
solution to this “problem.”

Audio and Video

We're left with audio and video. There is no list or library specifically for audio and
video as there was for pictures. So the logical place to put these files is in a document
library (or libraries)—that is, if we put them in a library at all. Whereas MP3 audio
files are small and are not going to be a problem for a document library, video files
are large and are a potential problem for (for instance) backups. One option, there-
fore, is to keep video files in the file system.

The other thing is that the SharePoint v4 systems do not as delivered provide any
functionality for playing back video files in a window within the browser. Typically,
either software additions are required (if third-party additions to the basic SharePoint
software are available), or a video file will open a completely separate copy of soft-
ware capable of playing back the video format we use.

In addition, it might first be necessary to check which file formats can be uploaded to
a document library. The first question in the “Q&A” section shows how to check the
file formats enabled in document libraries and how to amend that list.

Otherwise, if MP3 (for instance) is on the list of file types that are “banned,” any
attempt to upload a single MP3 file (or a batch of files containing at least one MP3
file) will fail.

For the purpose of this site-creation exercise, let’s just assume that we’ve covered all
the bases and that both audio and video files will be added to document libraries.



Placing the Lists/Libraries into the Web Pages

To be as logical as possible, let’s have three separate document libraries:
» Soundtracks of Interviews
> Videos of Interviews

» Videos of the Scene of the Crime

Summary of Lists/Libraries

So far, our final tally of lists and libraries is as follows:
» Document libraries (8)

Picture libraries (4)

Announcements lists (2)

Calendar lists (3)

Custom lists (2)

vV v v v VY

Links lists (1)

Placing the Lists/Libraries into the Web
Pages

We've brainstormed our lists and libraries, so now we must create them and add
fields (as appropriate) for each list. Then we must decide which lists/libraries should
appear in the Quick Launch section and which lists/libraries need to appear in web
part form in the main section of the page.

Deciding on One Site or Several Sites

First, consider whether one site is enough for your needs. If you look at our list, it is
because the only thing we have that is of restricted access is one single document
library; we can assume that there is nothing to stop the top management having
rights to access the rest of the site. Therefore, we can also give them rights to that one
Reports to Senior Management document library (following the rules outlined in
Hour 10, “Learning About Authentication and Access Rights”).

However, although that approach is possible, we can always expect to have missed
something when doing the brainstorming and follow-up design sessions. This means
that we could have missed some other piece of information needed for contact
between the senior management and the squad leader.
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B;Lﬁl_e_ | thought about a Discussions list for the squad team. In the end, however, |
ay decided that they’ll be in a big room and will hold their discussions in person.

In fact, we probably missed that they need to communicate. These days, many senior
managers communicate via a computer. Therefore, a Discussions list open only to
senior management and the squad leader is certainly a possibility we should add to
our design.

So now we have both a Discussions list and a document library that have restricted
access. The obvious solution is to put them in a subsite that does not inherit permissions.

Byﬂm_ When an item is created (or in this case a document is added to a document

ay library), both the Created and the Modified fields contain the time and time it was
created. When an item is changed, the Modified field is amended, but the Cre-
ated field stays the same.

Usually, you want to know both about the latest new and the latest amended arti-
cles. Therefore, you use the Modified field.

If you want to see in one part of the screen the latest New documents and in
another part of the screen the latest Modified (but not New) documents, how-
ever, you need to use two web parts from the same document library with two dif-
ferent views.

You want one view just sorted on Created; that gives the latest New documents.
You want a second view that is sorted on Modified to give all documents that have
been modified but which includes a filter that keeps out newly added documents.
(To do this you create a calculated field called NotMod whose value is “=Created-
Modified” and then have a filter that is defined as NotMod not equal 0).

In that subsite, we have so few lists/libraries that we might as well put both web parts
in the main section of the screen. We can place the Discussions list on the left, and on
the right the document library, the web part for which should, perhaps, use a view
that specifies something between 10 and 20 items.

D_iﬁ#mu,,_ Typically, the best sort order for the main page of a site is by the Modified field in
ow: descending order. (So specifying an item limit of 5 in a view will show the latest 5
items.)

| find 5 to be a useful limit if the page is crowded and 10 to be more suitable if it
isn’t.

Allocating Lists/Web Parts to the Default Page

What about the main site? It’s obvious that we have so many lists and libraries that
we are not going to fit the web parts for all of them in the center section. So what we
look for there are the lists/libraries that need to be “in your face.”
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This knocks out most of the document libraries because we expect people to regularly
look through them without prompting. For instance, the meeting reports and so on
will automatically be read by people who were away at the time (or missed most of
the meeting because they were daydreaming). Therefore, they don’t need to be in the
main section. And, in any case, there’s a technique called alerts (discussed a bit later
in this hour). With alerts, you can tell people when something has been changed in a
document library (or list).

For both these reasons, we’ll use what little space we have in the main section of the
screen for some other lists. The first obvious candidates are one of the two Announce-
ments lists and two of the three Calendar lists.

Why not both the Announcement lists and all three Calendar lists? The reason is Byﬂm_
that the ones | don’t plan to include on the standard page are the ones intended ay

only for out-oftowners because those lists are almost entirely uninteresting for
local squad members.

You can tweak the calendars to make sure they don’t take up too much space. %

Of the rest, only one list/library should be included in the main section of the page:
the Links list. That is there because people will be using it often as a way to go
directly to other systems, and they won’t want to first open it from Quick Launch.

Specifying What Will Be Listed in the Quick
Launch Section

As for the question of which items to list in Quick Launch, it depends on how many
lists/libraries you have. At a minimum, you should have a link there for every
list/library that you have not included as a web part in the main section of the
screen. If you have the space, however, there’s nothing wrong with having even the
list/libraries behind those web parts present in the main section of the page (or some
of them) listed in the Quick Launch section.

To some extent, in a company environment this can be decided by the size of the
monitors in use and the standard screen resolution. Just as an overfull screen looks a
mess, so does a nearly empty one.

Positioning the Web Parts in the Web Page

So far, there’s been no discussion about how to position those web parts that we
selected for the main section of the page. A good start is to get rid of the standard pic-
ture (if you are using a site template that includes it)! It does nothing useful and just
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Using small-size
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FIGURE 11.2
Using at least
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fills up otherwise useful space. Follow that, if you have two Announcements lists, by
placing (one each!) at the top of the two columns.

For some reason, it’s a good standard to have the Links list on the rightmost side of
the screen. (Because we want all the links in the list to be visible here, that should be

the rightmost section completed.)

That leaves the two calendars, which can then be placed only in the leftmost screen
section (with the more important one first).

Here the view called Calendar does look nice, I agree, but it takes up a lot of space. So
you should at least consider making one or both of your web parts use another more
boring view. Figures 11.1 and 11.2 illustrate this point.

Start Time End Time All Gy Event

In Figure 11.2 (and only a small part of the second calendar is actually on screen),
the second calendar dominates the entire screen (even though it contains no more
information than the first calendar). So use full calendars with care. If you want them
to dominate, fine. But if you don’t, use more minimal versions.

That’s enough for setting up the site. Now let’s look at the needs of the people who
require access to a site’s information.



Additional Functions for the Users of the Site

Additional Functions for the Users of
the Site

People tend to use a site in three different ways:
» They access the site regularly and check what’s new there.
» They want to be told when things are new.

» They want to search for things from the site.

Of course, people might also want to do a combination of any of the things previ-
ously listed. Let’s look at these briefly.

People Who Access the Site Regularly

People who access the site regularly want to see at-a-glance information. The infor-
mation they see directly is what the site designer decides they are likely to be most
interested in.

People Who Want to Be Prompted for Updates

In the earlier releases users could specify alerts at List or Library level, and they would
then receive email whenever anything happened in the List or Library. This restric-
tion (which is still valid, although alerts are now possible on Views) on having Alerts
only at List or Library level was something that caused a lot of queries to SharePoint
administrators.

Often, therefore, site administrators didn’t tell their users that alerts were possible
because, from the point-of-view of the administrator, alerts did nothing but cause
him work. Another reason was that the administration of alerts was a mess because
the only person who could create an alert was the user and the administrator had no
picture of how many alerts were in place and for what. That has now been improved
but users complaining about getting too many alerts (or not getting any) remains.

For alerts to function, the SharePoint system needs to send emails. This is something
that our system hasn’t been set to do, so instead of going through how to create an
alert, we go through how to create an RSS feed because this doesn’t require the
administrator to do anything. (Sneaky perhaps, but these days I tend to rely more on
RSS feeds than on emails, so I'm helping you to do what I do.)

(Very brief information on how an administrator can specify outgoing email, which is
what is required for alerts to work, is in the “Q&A"” section.)
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Here are the steps for creating an RSS feed for The Books Documents document
library:

1. Open The Book Documents library.
2. Select Library (menu line).

As you can see in Figure 11.3, the RSS feed is in the Share & Track section. (If
your administrator has already specified support for outgoing email, this section
would be the place where an icon for Alert creation would appear.) It doesn’t
appear in Figure 11.3 because outgoing email hasn’t been specified; it wouldn'’t
be possible to use even if it were there, so SharePoint, as usual, doesn’t show it.

FIGURE 11.3 Library Tools
ChOOSIHg Stte Actions ~ Browse
RSS feed = " )
1 r; If) = Current View: —J E-mail a Link
D ') "} [ All pocuments = [El) RS Feed
Standard Datasheet
View View Current Page
View Format Manage Views Share & Track
Pictures Name Modified
My Own Photus x E
HP_Excell 12/28/2009 ©

3. Click RSS Feed. Figure 11.4 shows the top section of the page.

FIGURE 11.4
The RSS feed Team Site: The Book Documents Displaying 21/21
You are viewing a feed thatc ins freq ly updated |
content. When you subscribe to a feed, it is added to the Commaon
Feed List. Updated information from the feed is automatically = All 21
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4. There are now two alternatives:

» You can copy the URL and then go to your RSS Reader; create a new feed;
and specify the URL you just copied. (This is what I do.)

» You can click Subscribe to This Feed.



Q&A

This option is a big disappointment. What you expect, based on your experience of
creating RSS feeds from many non-SharePoint sites, is a selection of different RSS
readers so that you can directly add this feed to your RSS Reader. Instead all this func-
tion does is add the feed to a folder in the copy of IE on the PC you are using at the
time. So you need to add it to your own RSS Reader by hand anyway.

People Who Want to Search the Site

The final category of typical users consists of those who neither want to visit a site
regularly nor want to receive email about changes to it. These people typically access
a site only when they want something specific; therefore, they tend to use the Search
function.

Searching a SPF 2010 site is covered in both in Hour 13, “Using SF 2010 Search and
Installing Search Server 2010 Express,” (for simple out-of-the-box searches) and Hour
14, “Improving Searches,” (for more complicated searches after Search Server 2010
Express has been added).

Summary

This hour covered basic site design. It started with brainstorming data and then
assigned this data to suitable kinds of SharePoint lists and libraries. The hour then
examined where to place the data in the site and how typical users might access
the data.

Q&A

Q. How do I find out which file formats are on the banned list (and how do I add
new formats)?

A. Go to Central Administration > Security > Define Blocked File Types. You see a
screen similar to Figure 11.5.
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security

ashx

Upgrade and Migration asmx
asp
General Apphcation bas

Settings bat
Configuration Wizards cdx
cer
chm
class
cmd
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Scroll down the list to see whether MP3 files are blocked. They are not, and nei-
ther are such files such as AVI, MP4, and WMV file types that many adminis-
trators of business sites might well want to ban. However (and to my mind,
oddly), Microsoft help files (.chm) are banned.

(Before you do anything else, check that you can’t upload .chm files.) So delete

CHM from the list of file types in Figure 11.5 and click OK. Now you can upload

Microsoft help files.

Readers of my earlier book on WSS 3.0 will notice that in SPF 2010 when CHM is
removed from the list, there is no longer a warning. As | pointed out in the equiva-
lent hour of that book, the warning was about something that wasn’t true. Did
they spot this for themselves, or did someone in the Microsoft development team
read my book?

Adding file types such as MP4 to the list of file types is equally trivial. Just
insert a line feed at the correct alphabetical location (for ease of use); add MP4
and click OK.

Q. How can administrators make alerts possible?

A. To create alerts, the administrator needs to allow the SharePoint system to send

email; otherwise, there is no link available in the Share and Track group in the
ribbon. This is done in Central Administration > System Settings > Configure
Outgoing e-Mail Settings.

The main requirement is the need to have an SMTP server available. Typically,
this is Exchange Server, but it could be any SMTP server (even a small, free one
installed on the same server as your SPF 2010).

Getting the name of that SMTP server correct is the usual stumbling block in
what otherwise is a relatively simple process (unlike setting incoming email
settings).
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Workshop

Quiz

1.

Is the data we have gathered in the brainstorming phase the totality of data
for the site?

. IfI have only a single document library that is of restricted access, should I

locate it in the standard site and specify special access rights for it?

Can I specify that I get an email alert when a single item in a list or document
in a document library changes?

Answers

1.

It’s not likely to be. The subsequent processes (of assigning the data to lists and
libraries and of then deciding what to include on the default page) all tends to
throw up new data that was previously overlooked.

It is one option you have. Unless you are 100 percent sure that you will not
have any more lists or libraries with restricted access, however, it might be a
better option to create a special site (with restricted access) for it.

Not as such. If the item in question is the only one in a view and you have
specified alerts for a particular view, then yes, you can. But typically, the stan-
dard options, views, lists, and such mean that an alert can act on several items
or documents, not just on one.
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HOUR 12
Using Wikis and Blogs

What You’ll Learn in This Hour

» Definition of wikis and blogs

» Which site types are based on the wiki page type
> How best to create and use wiki functionality

» How to create a simple blog site

Wikis and blogs were introduced to the SharePoint range in 2007. Whereas blog
functionality hasn’t changed much for SPF 2010, wiki functionality has improved a
lot, so the emphasis in this hour is on wiki functionality. Basic blog functionality is
still covered, but look out (in Codeplex) for an “Extended Blog Edition” for SPF 2010
and SPS 2010 (at the time of writing only available in a 2007 version) as a way of
improving on the basic blog functionality.

Wikis and Blogs in SPF 2010

To most of you, the terms blogs and wikis are already familiar. Blogs are a way for
people to write an open letter to (potentially) the world. Wikis don’t get as much
attention as blogs, so we discuss them first.

An example of a wiki is Wikipedia, which is an online encyclopedia that depends on
the contributions of the masses to produce quality entries. For example, someone
describes a pop artist’s background and posts it. This description can then be
amended and expanded on by anyone who knows more about the subject.
Wikipedia defines a wiki as follows (http://en.wikipedia.org/wiki/Wiki):

“A wiki is software that allows users to collaboratively create, edit, link, and
organize the content of a website, usually for reference material. Wikis are
often used to create collaborative websites and to power community websites.”


http://en.wikipedia.org/wiki/Wiki
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In the v3 products, both wikis and blogs had only basic functionality built-in, and
quickly two CodePlex projects arose to try to improve on that functionality. The wiki
project never made it past the beta stage, but the blog project quickly provided useful
and stable additional functionality to blog functionality.

Despite the basic functionality available, people still used the wiki functionality
unless they required much more, in which case they went to third-party products.
However, here we look at wiki functionality in the SPF 2010 product, and it—to say
the least—is confusing. So how it was before is briefly described and then we go on
from that (clear) starting point to describe how it is in SPF 2010.

In the v3 SharePoint products there was the choice of selecting a Wiki Site Template
when creating a site or of creating any kind of site and then in that site specifying a
Wiki Library. When you created a Wiki Site, your first page was “Welcome to Your
Wiki Site,” and you could click How to Use This Wiki Site to see some explanatory
text on how to add (wiki) content. That How to Use page was stored in a Wiki
Library!

In other words, the only main difference between creating a Wiki Site and creating a
Wiki Library was that if you created a Wiki Site, it already contained a Wiki Library
(in fact it contained only a Wiki Library), and by going the Wiki Site route you in
effect “forced” yourself to have a separate site that contained all your wiki informa-
tion. If you created a Wiki Library you could have (it was your choice) included that
in another kind of site that contained other things beside wiki pages.

This, to my mind, wasn’t as good an administration solution, so I therefore recom-
mended in my earlier book that a wiki site should be created so that all the wiki
information was stored in the same site.

In the v4 products (SPF 2010 and SPS 2010), there no longer is a Wiki Site Template in
the list of Site Templates you can choose from. There is still a Wiki Library (now called
a Wiki Page Library) List/Library type you can choose. So you can still decide whether
to create a site just for wikis or to add a Wiki (Page) Library to an existing site.

Later in this hour, we learn how to do that. We add a Wiki Page Library to a site we
previously created for convenience, but it’s best in production to create a new site just
for wikis.

The pages of a Wiki Page Library look just like the pages of a Wiki Library in the v3
product. So at first glance there is little difference between wiki pages in SPF 2010 and
those in WSS 3.0—basic wiki functionality, looking very much like a Wikipedia page
with mainly text and links.



Creating a Basic Wiki in SPF 2010

Let’s start this hour by creating a Wiki Page Library and using it to create a simple
Wikipedia type set of pages. When that is done we look at what Microsoft in this ver-
sion of SharePoint has added to that basic concept.

Creating a Basic Wiki in SPF 2010

Start creating a basic wiki by going to the WebPartsTest site:

1.

2.

4.

Go to Site Actions > More Options.

Click Wiki Page Library.

any type of Library.

. Name the library Wiki Library Test. Figure 12.1 is standard for the creation of

Hame and Description
TYpe a NEw NAME as you want it to appear in headings and links

¢ t the site. Type descriptive text that will help site visitors
use this document brary.

Havigation

Specity whether a link to this decument library appears in the Quick

Launch.

throughout the site. Type descriptive text that will help site visitors
Click Create.

MName:

|W|ki Library Test

Description:
I} Jisplay this document library on the
Launch?
@& ves C o
Cancel I

The Home web page of a Wiki Page Library contains a brief description of

what a wiki is (see Figure 12.2).

At this point, you can click How to Use This Wiki Library to see a page with all the
things you can do with your wiki (see Figure 12.3). (We concentrate on a few basic
things in this hour.)

To add information to a wiki, follow these steps:

1. Go back in the browser or just click one of the two Home options you see.

2.

Click the Edit icon in the ribbon.
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FIGURE 12.1
Creating a Wiki
Library
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FIGURE 12.2
The Starter Page
of a wiki library

FIGURE 12.3
How to use a
Wiki Library
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Erowse

m Web Parts Test » Wiki Library Test» Home

Home 5

Recently Modified Welcome to your wiki library!
Yau can get started and add content to this page by clicking Edi|
Home mare ahout wiki Bhraries by clicking Haw To Use This Wiki Library. |

How 1o use This Wil what is a wiki library?

Library
Wikfwiki means quick in Hawaiian. A wiki library is a document libra
library grows organically by linking existing pages together or by ¢
Documen link to an uncreated page, he or she can follow the link and creag

WPT Doc Lib In business envirenments, a wiki library provides a low-maintenan|
i5 usually traded in e-mail messages, gleaned from hallway conver

Wiki Library Test recorded in a wiki library, in context with similar knowledge.

Other example uses of wiki Bbraries include brainstorming ideas, of

Lists guide, gathering data from the field, tracking call center knowledg

How to use this wiki library

You can use this wiki libeary to share knowledge, brainstorm ideas, collabarate with your team on & design, create an
instruction guide, build an encyclopedia of knowledge, or just write down daily information in an easily accessible and
meodifiable format.

Fditing wiki pages

To see the commands available, dick Edit at the top of the page. You can then edit the page by cicking Edit Page.
‘Whan you are editing, you can type text onto the page or ingert tables and pictures. Your changes are automatically
saved, so when you're done, you only need to dlick Step Editing or simply navigate away fram the page.

Creating wiki links

‘feu ean link to ancther page in this wiki library by enclosing the name of the page in double brackets. When vou type [[,
the wiki will suggest page names that start with what you've typed. You can select one of these pages using the arrow
keys or the mouse, or you can bype in & new name. Tf you type in & new name, it will make a ink to a page which has
ol yet been created, Links are finished by typing 1] If you are linking to & page in a sublolder er an item in another list,
veu ean press tab to add the selected cuggested item to your link without closing the link.

au can link to many ohjects in SharaPoint, not just pages. Here are some examples of links:
Dogs]] : 4 link to & page named Dogs in the same folder.

:\nlmgls. Dogsll : A link to a page named Dogs in a subfolder called Animals.

Annguncements/Welcame]] : A link to the item called Weleome in the Announcements list en this site.

[[I':Ir..ahﬂ'ﬂ‘ Documents/Animals/Cats.docx]] : A link to a file called Cats.docx whach lives in a folder called Animals in

the Shared Documents library of this site.

To create a link to a page and have the link display different text than the page name, type a pipe character (|) after the
page name, and then type the display text. For example, type [[Home|Home Page]] to create the link labeled Hame Page
that points te the page named Home.

To display double epening or closing brackets without making a link, type a backslash before the two brackets. For
example, \[[ or \]].

Crealing pages
There are two main ways to create a new page in your wiki library:

1. Create a link to a page which does not exist and then click on it to create the page:
This is the recommended way to create a page because it is easier for people to find the page when ancther page
linkes to it Links to pages that do not yet exist have a dashed underline.

2. Create 3 page thatis net linked to any gthar:
In the Site Actions menu, click New Page. This will ask you far a name and then create that page in the current
wika library.

Managing your wiki library
You can manage the pages in your wiki library by clicking View All Pages on the Page tab of any page in the library.

Restoring a page

IF you need to restore & pravious version of & page, click Versions in the Page tab at the tap of the page. You can then
elick on any of the versions in the quick launch to view the page a5 it existed at that Lime. When you find the version you
want to restore, select it and click Restore this version in the toclbar.

Viewing incoming links
You can see which pages link to the current page by o
any pages which link to this page.

king Incoming Links at the top of the page. This will show you

Nothing seems to change in the text section, but the ribbon is replaced by one
suitable for editing, and you can now delete the existing text (which you
couldn’t before).

3. Select the existing text and delete it. Now we have a clean sheet to work with.
We start with the Title.
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This is the Wiki Page Library’s top page, so you might want to write some informa-
tion to your users describing how your company (or whatever) will use the wiki
functionality.

If you use an English language version of SPF 2010, but your users don’t have
English as their mother tongue, this is a good place to explain the wiki concept in
their language (perhaps by writing a translation of the “How to Use a Wiki

Library”).

4. Add some text. (As you can see, it’s similar to working in Word.)

>

vV v v VY

Write the heading text.
Select the text.

Center it.

Make the font larger.

Add an underline.

Let’s assume that the wiki site will be used to share (internally) information
about customer staff who work with us and the products installed at the cus-
tomer company.

Figure 12.4 is a page in which that has been done and where you can also see
what the drop-down at the top right of the ribbon is for.

verdana M ¥ S AT | A <m LE -
? s FEE T 1%/ ;U
B 7 |U s x, x° — = <> [ | arabic
| 3 E B | styles Text Markup
<3 pas
V. AL A v Layoute Styles. 7 Basaue

Font Paragraph Styles  Layout Bulgarian

Catalan

2R3 Chinese Simplified
Chinese Tradional
Croatian

Czech

Or can you see what it is for? It's certainly for selecting a language, but what

can you do with this drop-down that you couldn’t do before? Nothing much
actually. It adds a piece of code to the page (not visible) that advises programs
that evaluate the page’s contents which language all (or some selected part) of
the text is in.
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FIGURE 12.4
Starting to create
a wiki home page
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FIGURE 12.5
The full text of
the page

FIGURE 12.6
Not very pretty
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5.

6.

There’s another possibly key function in the ribbon that is not directly obvious.

There are two A icons in the Font section on the left of Figure 12.4. The left of
the two actually leads to a choice of colors.

(The reason I find this difficult to see is that when installed the color of that A is

the same as that of the other A. If it were, for instance, bright red, it would be
obvious that this icon means change color.)

Add more text to the page following the guidelines from Figure 12.3. (See Figure

12.5 for the result of that.) While you are doing this, a few “helpful” pop-ups
appear that you can ignore.

This is the Wiki Site for the customer - ABCD Corporation

(Early 2010) this Wiki page contains links to Wiki pages about the customer’s contact people
we have installed ther

add to this page links to other areas of interest in connection with this customer.

vhen you do, you should follow the standard below -
ontacts]]” even if that page does not exst

as m "Customer Contacts:
at the time you specify it.

Customer Contact: [[CustomerContac

Inatalled Software: [[Inatalledse

Click Save at the left of the Ribbon.

See Figure 12.6. It's a mess, isn't it?

This is the Wiki Site for the customer - ABCD Corporation

contains links to Wiki pages about the customer's contact

So what went wrong?

» The first thing is that only the formatting is wrong. We lost all the line
feeds that made Figure 12.5 look reasonable.

» The other thing that appears wrong is that we have three things that are
underlined with a dotted line (and in a color book would also appear in
blue). The dotted underlining means that these are links to pages that
don't exist. When we create those pages, the dotted underlining disappeatrs.



Creating a Basic Wiki in SPF 2010 175

» Two of the underlined links should go to other pages. The first though
should indicate to readers that to create a link to another page, you need
to write two open square brackets, then the Title of the page you link to,
and then two close square brackets. We can remove that problem by
spelling it out rather than using the symbols.

7. Click Edit again.

The problem is that the function ignores line feeds; you need to move the cursor
to the correct line and then write the text in. (The opposite of what you’d
expect, isn't it?)

There are two main solutions.

If you are happy using HTML, you can use the HTML button and amend the
code by adding in <p></p> wherever you want an empty line. The HTML win-
dow is however extremely messy, so this would be the alternative to choose if
trying to adjust the page by (a loop of) changing something followed by saving
(and finding something still wrong) was driving you mad.

Remember the old (SharePoint v2 editor!) favorite of needing to have two
empty lines in your edit form when you actually only need one?

(After rewriting the text and including two empty lines when I wanted one—
and removing an extra line when I suddenly had two empty lines—I did the
final step 6.)

8. Click Save.

Now you should see Figure 12.7.

FIGURE 12.7
This is the Wiki Site for the customer - ABCD Corporation The first page

correctly spaced

he custamer's contact

9. C(lick the CustomerContacts link.

Even though the link to CustomerContacts is underlined because there is no
CustomerContacts page, you can still click the link. Figure 12.8 displays that
you want to create a Customer Contacts page, after which you can add some
data to it (see Figure 12.9).
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FIGURE 12.
GU. 8 MNew Page o x
Creating a new
Customer- _
Contacts page This page will be created in the Wikl Library Test hbrary
The page 'CustomearContacts' does not axist. Do you want to
create it?
[ Create Cancel

FIGURE 12'9 Please put as much information (in free form) as you can about the people in this company who
POpUlatlng the are in any way connected with us. Re-format the information for clarity once there is too much

. information to be read easily without re-formatting. Try to keep the names in alphabetical
CUStOmer {surname) order.
Contacts page
This is Your page to help you - make it count!
Jim Brown:
He's the project leader tor a project they call YUPS
He's probably almost fifty and is a techmical quy with a background in supporting Exchange.

Alison Greenwood:

She's
work

op manager for theirr computer operation. She tends to keep out of contacts with us- Used to

10. Click Create.

Diﬂ#mu,_ You (or someone else) can always decide to add these things later. Encourage and
ow: invite people to do so by including such a request on the page as was done here.

Byﬂm_ The YUPS project has been added to the text about Jim Brown as a Link so that if
ay someone later has some information about the YUPS project, she can click the
YUPS link, create a page, and then fill in some data about the project.

Dlﬂ%ﬂ.#?_ We didn’t put double square brackets around IBM because everyone knows IBM,
so there’s no point in creating a page in the Wiki for IBM. If the company Alison
Greenwood had worked for earlier had been SysFred Inc., a use of double-
brackets to create a link to a SysFred Inc. page would have been a good idea.

Wiki Pages (and Sites) in SPF 2010

When you install SPF 2010, the system creates a default site, and when it creates that
default site, it uses the Team Site site template. When creating additional sites later, you
decide which site template to use, so although you could create a site using the default
Team Site template, you also have the choice of another nine other site templates.
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The relevance to wikis is that the Team Site site template creates a site where the
default page is a wiki page. The default pages for all the other site templates are not
wiki pages but “web part pages” or pages where the main concentration is on adding
web parts in zones on the page. You might also see the term Zone Pages used for them.

Those are the page types we’ve mostly used so far in the book because they are the
easiest to use when adding web parts to a page in a controlled fashion. As we saw
when we amended the default page of the Home (Team Site-based) site, we could add
web parts, but it wasn’t so controlled. That, too, wouldn’t be too complicated if that
were as far as it went because it would mean that if you wanted to have your default
page be a wiki page, you would use the Team Site site template, and if you didn't,
you would use any other site template. However, there is an added complication.

In each kind of site, there is the possibility of adding a page (Site Actions > New
Page), and no matter whether you have a site where the default page is a Wiki Page
or is a Web Part Page > Zone Page, that new page will always be a Wiki Page.

Just for completeness note that this applies only to creating a new page. If you, for
instance, create a document library—even in a site based on the Team Site tem-
plate—and then Edit a page of the document library (for instance, the default View),
the page you see is a page of the Web Part Page type.

In the next section, we create a wiki Page in a site that isn’t of type Team Site.

Creating a More Advanced Wiki in SPF
2010

Here we create a more advanced wiki. To do that we use the WebPartsTest site again
for adding a page. You may remember from Hour 9, “Looking at List Types and the
Included Web Parts,” that this site was created using the Blank Site template.

1. Go to the Home page of the WebPartsTest site.

2. Click Site Actions > New Page. Figure 12.10 is one reason why I decided to use
the WebPartsTest site.

FIGURE 12.10
Create V4 Pages Library - Needing a

default wiki
library

Create Caneel
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FIGURE 12.11
Creating the first
(wiki) page
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We already created a Wiki Page Library in the WebPartsTest site, but that isn’t
good enough for this function. It has spotted that the website was not created

on the basis of the Team Site template and therefore didn’t have a default Wiki

Page Library (and a site assets library) installed from the start.

3. Click Create. Figure 12.11 that follows is worth showing because there is no fur-

ther action required from you in creating the Wiki Page Library and the Site
Assets Library.

MNew Page

This page will be created in the Site Pages hbrary.

New page

NewPage1

Cancel

4. Click Create. What you see is the same kind of wiki page we previously had
(refer back to Figure 12.4) when we created a Wiki Page Library.

Now let’s do a few checks:
Check 1: Look at the URL.
The URL is http://spf1/WebPartsTest/SitePages/NewPagel.aspx.

The URL of the Customer Contacts page we had earlier was http://spfl/
WebPartsTest/Wiki%20Library%20Test/CustomerContacts.aspx.

In other words, this page isn't stored in the Wiki Page Library we previously cre-

ated (Wiki Library Test); it is stored in a new library called Site Pages.

Check 2: Click the link to Site Pages.

It shows the standard (for a Wiki Page Library) starter page of Welcome to Your

Wiki Library (refer back to Figure 12.2).

Check 3: Click Site Actions > View All Site Content.

Figure 12.12 shows that both Site Pages and Site Assets were created behind the

scenes as Document Libraries.

The checks proved the point that even though we didn’t see anything, the two addi-
tional libraries shown in Figure 12.10 were created even though we already had a
Wiki Page Library in this site.


http://spf1/WebPartsTest/SitePages/NewPage1.aspx
http://spf1/WebPartsTest/Wiki%20Library%20Test/CustomerContacts.aspx
http://spf1/WebPartsTest/Wiki%20Library%20Test/CustomerContacts.aspx

Creating a More Advanced Wiki in SPF 2010

Create view: All Site Content =

Items  Last Modified

Document Libraries

] Site Pages

| Wiki Library Test

3 WPT Doc Lib

Also notice that Site Assets is there as a location for “files which are included on
pages within this site, such as images on wiki pages.” This solves the old problem of
where to put images so that everyone who should see them can.

To use an image in a wiki page, you first upload that image to the Site Assets Library.
For completeness, let’s do that, and as a test we can then use that image in the Wiki
Page Library page that we previously earlier (Wiki Library Test), not the one created
by the system (in Site Pages).

How to Add an Image to Site Assets and Use That
in a Wiki Page

The following steps show how to add an image to Site Assets and then use that image
in a wiki page:

1. Click Site Assets. (You should be at Figure 12.12.)
Click Add New Document.

Select a file via Browse.

P @ N

Click OK. The file is now in Site Assets; now let’s add it to a wiki page in Wiki
Library Test.

Click Wiki Library Test in Quick Launch.
Select (Tab) Editing Tools > Insert (see Figure 12.13).
Put the cursor a couple of lines below the Installed Software row.

Click Picture.

© ® N o O

Select From Address. Now you need to find the address of the .jpg file in Site
Assets.

10. In another browser copy, open Site Assets.
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FIGURE 12.12
All Site Content
after New Page
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FIGURE 12.13
Adding a picture
to a wiki page

FIGURE 12.14
Zooming in on
the picture to get
its URL
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Editing Tools

Site Actions ~ , Browse Page Format Text
m e @b B mim

Table Picture Link Upload Web Existing Mew

- - File Part List List
Tables Media Links Web Parts
Recently Modified
CustomerContacts
Home At the moment (Early 2010) this Wiki page cont
How To Use This Wiki
Library Please add to this page links to other areas of in
Sites (Mote that when you do, you should follow the =
Customer Contacts: two open square brackets
Blog Test
Customer Contacts: [[CustomerContacts]]
DocUments Installed Software: [[Installed Software]]
WPT Doc Lib
Wiki Library Test
Site Pages

11. Find the image you want and right-click at the end of the line.

12. Select View Properties (which displays as in Figure 12.14).

13.

14.
15.

Site Assets - PLO10141.JPG

&5 Manage Permissions S Adert Me
=% W Delete ftem _El 255 Manage Coples
Eait Check
Htem Out
Manage Ationy

Name

Title AMERA

Created at 1/3/2010 11 e
Last modified at 1/3/x L Cos ]

Right-click P101041 and select Copy Shortcut.

This displays http://192.168.1.2/WebPartsTest/SiteAssets/P1010141.]JPG, which
you can enter into the box you had at step 9. The final result, after adjusting
the size of the image by manipulating the Horizontal Size, looks like what is
shown in Figure 12.15.

Change the Tab to Editing Tools > Format Text to see the Ribbon icon Save.

Use Save from the drop-down or use Save and Keep Editing if you have more
changes you want to make to the page.

The process of capturing the correct web address was a bit messy, so is there
another way?
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Picture Tools

™ Browse  Page orm Design
MebPartsTesUSitedssets/P 1 3| '-4_: Horizontal Size: 340 px
—1 B vertical Size: 326 px
Image  Position
Styles
Properies ityles  Amange Size

7| Lock Aspect Ratio

How to Add an Image Directly to a Wiki Page

The following steps are alternative steps to the preceding 15 steps. This time we don’t
start by going to Site Assets to add the image.

1. Click Wiki Library Test in Quick Launch.

Select (Tab) Editing Tools > Insert (see Figure 12.13).

Put the cursor a couple of lines below the Installed Software row.
Click Picture.

Select From Computer.

o a0 > w N

Fill in the location of the image file. (Site Assets is the default value, as shown
in Figure 12.16.)

Select Picture 8 x
Name: C\Users\Mike\Desktop\MikePics2008 [ Browse... |
Upload to: | Site Assets =

[ overwrite exis ting files

oK ] [ Cancel
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FIGURE 12.15
The wiki page
including image

FIGURE 12.16

Selecting a pic-
ture from your

computer
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FIGURE 12.17
Giving the image
a Title before
adding to the
Library

ut!
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7. Click OK. Then you see Figure 12.17.

Site Assets - PLO101G0IPG

W8 0. X

Save Cancel  Paste Delete
Mem

Commit Clhipboard ctions
¥ The document was upioaded successfuly. Lise this form to update the properties of the document.

Name = P1010160

OLYMPUS DIGITAL CAMERA

S| B

8. Click Save (perhaps after amending the Title).

Now you are taken immediately to the wiki page where the Image has already been
added. (There is no fussing about trying to obtain a web address for it).

Again (after adjusting the size of the image by manipulating the Horizontal Size), the
final result looks like Figure 12.15.

Don’t forget that because this is a Wiki Page you need to save the change! (See
steps 14 and 15 regarding Figure 12.15.)

As with many alternative methods in SharePoint, the end result of both methods is
exactly the same.

Making a Wiki Not Look Like a Wiki

What we have so far is a normal-looking, text-based basic wiki with an image added
to it. However, if you take another look at Figure 12.13, you can see that in addition
to adding an image, you can also add Tables, Links, External Files, Web Parts, and
existing Lists. You can even create a New List (which is similar to the way we added
an image directly to the wiki page).

Rather than go through all these options, Figure 12.18 shows part of a wiki page that
uses some of them that you might recognize.

Yes, even though it looks nothing like a wiki page, the default page of the SharePoint
installation was a wiki page that now includes both a Text (Welcome); three
Lists (Calendar, Shared Documents, and even though it doesn’t look it, a Links
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Calendar = ¥ .
Welcome to your site! 4

Shared Documents i | q
Type  Neme Modified Madified By \

List—Getting Started); and an Image, most of which are on the page you see immedi-
ately after installing SPF 2010.

So wikis aren’t quite what they were in WSS 3.0 after all.

Differences in the Tabs and Ribbons of
the Wiki Page Type Compared to
“Normal” Pages

At this point, I'd like to thank Todd Bleeker of Mindsharp for encouraging me to look
deeper into wikis than I had planned.

The conversation with him started with some early comparisons he had made
between the two different sets of menu lines and ribbons used by (1) wiki pages and
(2) web part pages. He came up with several oddities of which he mentioned three
main groups of differences in connection with Editing a Page.

The following are some of those differences put in my own words. (Earlier in this
book, I have used the words “menu line” for what is officially a Tab; here I'll use
“Tab” because it is shorter.)

» When you want to edit a Page, in (1), you use (Tab) Page and (Ribbon) Edit. In
(2), this is (Tab) Page and (Ribbon) Edit Page.

> When (after you have specified Edit) you want to insert a web part using the
Tab, in (1) you use a Tab Item Editing Tools (with two sections, Format Text and
Insert), but in (2) the equivalent Tab is Page Tools (with only one section,
Insert).

> After finishing editing your page, you find in both (1) and (2) a Stop Editing
button. In (1) this means abandon your changes, but in (2) it means nothing
more than stop editing, and the changes you have made are safe.
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FIGURE 12.18
A Wiki page—
oris it?
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When you add something to a page of the Web Part Page type, changes to pages are
saved automatically—all changes are done immediately—but if you add something
in a page of the Wiki type, the drop-down (from the Save ribbon item that the Wiki
page type has, but the Web Part page doesn’t have) that includes the Stop Editing
option also includes a Save option and even a Save and Keep Editing option. Press the
wrong option, and you lose (all) your changes since you last saved.

Creating Blog Support in Standard SPF
2010

In this section, we work through the standard functionality for blogs provided by SPF
2010 out-of-the-box.

About a month after WSS 3.0 was released, there was an Extended Blog Edition
provided in codeplex (so free) that added useful additional functionality to blogs

and that was stable. At the time of writing this book, this wasn’t available for the
SPF 2010 blog function, but look for it if you are reading this book from the end

of 2010 onward.

Here are the steps to create a Blogs Site. To keep things simple we’re going to add it as
a subsite to the WebPartsTest site. Just as with wikis, in real life, you would probably
create the Blogs Site as a completely new top-level site, possibly even in a new web
application. (See also Hour 10’s “Q&A” section.)

1. Go to Home > Site Actions > New Site.

2. Name the site Blog Test Site and specify its URL, http://spfl/BlogTest.
3. Specify a template of type Blog (in the Collaboration column).
4

. Accept all the defaults for the remaining fields except Display This Site in Quick
Launch of the Parent Site, which I always specify for test sites because it makes
getting to them quicker.

5. Click Create. (Figure 12.19 gave a brief description about what a blog is. By
now, this shouldn’t be particularly useful information for most of the people
who see it.)

6. Click Create a post. Avoid the pitfalls new bloggers can fall into. (See the text in
italics in Figure 12.20.)

7. You can either Save as Draft, in which case you can't see it and need to go
to Manage Posts, as shown earlier in Figure 12.8, to see what it looks like.


http://spf1/BlogTest
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FIGURE 12.19
Welcome to your Blog! BlagtTaols Starting a blog

by SPFl\administrator  on 1 [l Create a post

[E] Manage posts

[ Manage comments
To begin using your site, click Create a Post under Blog [ Launch blog progra
Tools . post
What is a Blog?
A Blog is a Web site designed to help you share

About this blog

information related to a particular subject area in the form
of text, images, links, and other media such as video.
Blogs can be used as team sites, news sites, journals,
diaries, and more.

Blog posts usually consist of frequent short postings and

are t displayed in reverse chronological order

FIGURE 12.20
Writing a blog
item

Format ?m—H Insert

= 3 Verdana | &pt -
_‘l B 7 U e x, x' i Select -
Paste Styles Markup
ab, <3
- M. W A.M = Stiles« &  HTML.
Clipboard Font paragraph styles Markup

# [tems on this list require content approval. Your submission will nat appear in public views until appraved by someoq
®  with proper rights. Mare infarmation on content approval

Mitle = |,\'.\ new discovery in Wikl pages?

Body says tf

arnazing ho hat it is their first blog. Try to

s by ma,

While I was testing Wikis recently I discovered that .....

Alternatively, which I recommend, you can go straight to Publish. You can,
after all, correct it immediately if it looks terrible. It’s a good idea to do some-
thing about the Category Names in use. See Figure 12.21 for one good reason.

FIGURE 12.21
Category : Category 1 Your first blog

post appears in
the site.

EEE A new discovery in Wiki
January ‘ pageS?

03 1
SPF1\administrator on 1/3/2010 3:54 PM
y: Category 1

8 3 ;JUComment[s]

gﬂ RSS Feed

8. Click Home to see your blog site as other people will see it. At this point, you'll
notice how pointless the standard “Welcome to Your Blog!” post now looks, and
you'll rush to delete it (use Manage Posts).
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Only when logged in as Moderator will you see the right column. Your users won't
see it.

Compared with wikis, the out-of-the-box blog function is rather simple. Because it
doesn’t need much explanation, I spent most of this hour on wikis where there is a
lot of added functionality compared to the previous (2007) version. As I wrote at the
beginning of this hour, look out for a 2010 version of the Extended Blog Edition. That
(in its 2007 version) offered a lot of useful additional functionality to the standard
blog function, and so the 2010 version when available is well worth adding. The
2007 version was stable and so could be added to a SharePoint installation even by
people who usually would avoid free tools.

Summary

Here we worked through the standard wiki and blog functions included in SPF 2010.
We considered the different ways to create wiki pages and also noted the differences
between the different kinds of site templates as far as wiki pages are concerned.

Q&A

Q. | have Word 2010 on the client machine. How can | use that to create blogs
offline?

A. Here are the steps:
1. Click (on the Blog page) Launch Blog Program to Post.

2. The first time you do this, Word 2010 opens at an empty document, and
you see a series of pop-ups starting with Figure 12.22 to register your
copy of Word 2010 with that particular blog.

3. The options you select in the screens that follow are what you would
expect; because this is a Q&A I won't include them here. At the end of
the process that probably includes you signing in to the SharePoint site,
your Word 2010 copy is registered as being connected to this particular
blog site.

4. Figure 12.23 is a basic example of a new blog item showing that you can
use Word 2010 functionality to add an Image. (The image which no
doubt confuses some of you is of a log-in screen!)




- ~
New SharePoint Blog Account @I&J

Enter the information below to register your SharePoint blog account. Click OK
to contact your provider and configure your account settings.
Enter blog information

Blog URL | http:/f192.168. 1,2/ WebPartsTest/BlogTest
Help me fill out this section

P

Elog Post Insert Format

i E —q‘ |j[| B i
k 7
U= =) 23 copy
Publish Home Insert Open Manage Paste

- Page Category Existing Accounts b - Format Painter
Blog Clipboard

[Enter Post Title Here]

This is a second blog post.

Workshop

5. Click Publish, as shown in Figure 12.23, and Word connects to the blog
site and posts the blog.

6. Check that this has happened by going to the blog site.

Workshop

Quiz

1. Isit necessary to create a Team Site to get wiki pages?

2. Do I need to create a Wiki Page Library to get wiki pages?
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FIGURE 12.22
Starting the reg-
istration process

FIGURE 12.23
A sample blog
created in Word
2010
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Answers

1. No. You can create wiki pages in sites made from different site templates, not
just in sites created using the Team Site site template.

2. A trick question because the answer is actually, “Yes, but...”

» The Team Site site template when used automatically creates a Wiki Page
Library and a wiki page.

> Add a Page always (in whatever type of site) creates a wiki page, but in
all types of sites but the Team Site, it will also as part of the process cre-
ate a new Wiki Page Library called Site Pages.

» You can also get wiki pages by creating a Wiki Page Library.
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HOUR 13

Using SPF 2010 Search and
Installing Search Server
2010 Express

What You’ll Learn in This Hour

» How SPF 2010 Search works and how it compares to Search in SPS 2010
» Adding Search Server 2010 Express to the SPF 2010 server

Here we look first at how the search that is built in to SPF 2010 works. Then, as
preparation for Hour 14 (“Improving Searches”), we work through the installation of
Search Server 2010 Express on top of SPF 2010. Hour 14 then uses that installation to
show the additional search options that the combination of the two products make
available.

SPF 2010 Includes a Basic Search
Function

One of the main differences between the free versions of SharePoint and the expen-
sive ones (previously mentioned in the book as the Services line and the Server line)
has been in Search.

Just as in all the previous products in the Services line, SharePoint Foundation 2010
can search only data stored in its own databases. That is, it can search only data
that has been added to the SharePoint sites created after SPF 2010 has been installed.

This means that when you are positioned in your browser at a site—perhaps, at the
default page of a site—you can search only the site. This means that the search results
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FIGURE 13.1
The Search this
site box
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will be matching items that come from all the Lists and Libraries that are part of the
site. However you are positioned in your browser at a List or Library—perhaps you
have just opened a Custom List in your browser—you can either decide to search just
that List/Library, or you can decide to search the site that List/Library is a part of.

In addition to being restricted to searching only the content of its own sites, the
search routine is also simple. You enter a value in the Search box and get a set of
results. You cannot, for instance, use filters in any way to restrict what is searched
and where you search. You also cannot search for people (users of the sites).

The “expensive” product SharePoint Server 2010, like its predecessors in the server
line, also offers the possibility of, in addition to searching its own content, searching
many other locations such as websites, file system, Exchange databases, etc., and
People Search.

This hour discusses the basics of using the built-in SPF 2010 search function. You
then learn how to install the Search Server 2010 Express function on top of SPF 2010.
This is a necessary first step before reading Hour 14, about searching when Search
Server 2010 Express has been added to SPF 2010. As we you see in that hour, the
combination of two free products offers almost as much search functionality as the
expensive SharePoint Server 2010 and yet with none of the CALs requirements that
product has.

Using the Standard Search Function

We already have some documents stored in The Book Documents document library
in the default site, so let’s start by going to the default site (http://spfl) and then
going to the Search box at the top-right corner of the page.

As you can see in Figure 13.1, it’s not quite the top-right corner of the screen, but it’s
actually the top-right corner of the menu section of the screen.

Page

WikiTest1 Search this site... P20

3 WikiTestM4

nts. To add a new event, click "Add

your site!
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You can no doubt recognize the image as being the top-left corner of the standard
image, so if reading this offline you should have a good idea of where you'll find the
Search this Site box. It's a Search this Site box because we are located at site level and
therefore have the option of only searching the site.

Now enter MS in that box and click the magnifying glass. You can see in Figure 13.2
the first section of the search results.

1-10 of 30 results FIGURE 13-2
The results of
3 MS K
Share a document with the team by adding it to this document library. searchlng the
Authors: SPF1\administrator Date: 12/29/2009 site

http://spfl/BookSitel/Document Library/1/MS

"5_5_] First MS PowerPoint File
ppt ... 111616 .. 0 ... Team Site ... On-screen Show (4:3) ... No Sub-tit]
Authors: Mike Date: 12/28/2009 Size: 109KB
http://spfl/The Book Documents/MS_PowerPointl.ppt

"5_5_] First MS PowerPoint File
ppt ... 109568 ... 0 ... BookSitel ... No Sub-title
Authors: Mike Date: 12/29/2009 Size: 107KB
http://spf1/BookSite1/Document Library/1/MS/MS_PowerPointl.ppt

[8) The Book Documents - MS
Even this is a Shared Doc Lib! This Site This List ...
Date: 12/28/2009
http://spf1/The Book Documents/Forms/MS.aspx

Here are some of the things to particularly notice in that list:

> A search of a site also searches all the subsites of that site. (There are hits from
http://spfl and from http://spfl/BookSitel.)

» A search of a site will not only search the contents of lists and files, but it will
also search folder names and View names:

» Contents: First MS PowerPoint File (2,3)
» Folder: MS (1)

» View name: The Book Documents: MS (4)

Next we look at what happens when we move down to a document library in the
default site. This time the process is a bit longer, so I use numbered steps to make it
clearer:

1. Click Team Site to go back to the default page.
2. Click The Book Documents in the Quick Launch section.

As you can see in Figure 13.3, now the Search box really is at the top-right of
the screen (or near enough). The reason is that this is a page of the Web Part


http://spf1/BookSite1
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FIGURE 13.3
Searching a doc- : All Documents
ument library

b Parts Test  WikiTest1 Search this site P ]

WikiTestM3 WikiTestM4

Modified Modified By Company
12/28/2009 5:20 PM SPF1\administrator HP
12/28/2009 6:25 PM SPF1\administrator HP
12/28/2009 6:25 PM SPF1\administrator HP
12/28/2009 6:25 PM SPF1\administrator HP
12/28/2009 6:25 PM SPF1\administrator HP

Page type, and all sections of such a page always add up to 100% width, which
makes the menu section here just as wide as the data part (unlike the page in
Figure 13.1, which was a page of the Wiki Page type).

At this point, if you've just read my introduction, you ought to be confused.
You’ll be wondering why—when we are now at document library level—the
Search box is still saying “Search this site...”. Well, this might be different in
the version of SPF 2010 you have in front of you, but for now let’s assume that
because we are located where we are (in a document library in http://spfl), we
will not get the same results as we did when we were at the top of http://spfl.

3. Enter MS in the Search Box.

Do we see (in Figure 13.4) the same results that we saw in Figure 13.2?

FIGURE 13.4

Results of \ Team Site » Search Results
Searching a doc-
ument library Home  BookSitel  BookSite2  BookSite3  Web Parts Test This List 7] M8

WikiTest1 WikiTest2 WikiTest3 WikiTestM1 WikiTestM2
WikiTestM3 WikiTestM4

1-10 of 11 results

#] First MS PowerPoint File
ppt .. 111616 ... 0 ... Team Site ... On-screen Show (4:3) .. No Sub-title
Authors: Mike Date: 12/28/2009 Size: 109KB
http://spfl/The Book Documents/MS_PowerPointl.ppt

[B) The Book Documents - MS
Even this is a Shared Doc Lib! This Site This List ...
Date: 12/28/2009
http://spfl/The Book Documents/Forms/MS.aspx

[B) The Book Documents
Even this is a Shared Doc Lib! This Site This List ... MS
Date: 12/28/2009
http://spf1/The Book Documents/Forms/Allltems.aspx
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Instead of the 30 results we had in Figure 13.2, we now have only 11, and (if
you scroll down the page, you can check this) all of them are from The Book
Documents.

Now look at the top-right part of Figure 13.4, and you'll see the reason. When
we searched this site in Figure 13.3, we were actually searching This List, as
shown in Figure 13.4.

There remains only one further test. What happens if we change that drop-
down that is now showing This List?

4. Go to the drop-down and change it to (the only other option) This Site.
5. Click the magnifying glass again.

What you see, as shown in Figure 13.5, are the same first four hits that we had
in Figure 13.2; so even though we are now located within a site, we are still get-
ting hits from subsites to that site. It looks as if a search on a site is the same
whether it’s down from the site (default page) or from within a List or Library.
Well, it would except for one oddity. Figure 13.2 shows there were “about 30
results,” and Figure 13.5 shows there are “about 390 results.” What's going on?

FIGURE 13.5

Home BookSitel BookSite2 BookSite3 Web Parts Test | MS
This Site J
Results of
WikiTest1l WikiTest2 WikiTest3 WikiTestM1 WikiTestM2 Searching the
WikiTestM3 WikiTestM4 site from a docu-
1-10 of about 390 results ment Iibrary (1)

(3 MS
Share a document with the team by adding it to this document library. This Site This List ...
Authors: SPF1\administrator Date: 12/29/2009
http://spf1/BookSite1/Document Library/1/MS

Hﬁ_] First MS PowerPoint File
ppt ... 111616 ... 0 ... Team Site ... On-screen Show (4:3) ... No Sub-title
Authors: Mike Date: 12/28/2009 Size: 109KB
http://spf1/The Book Documents/MS_PowerPointl.ppt

Hﬁ_] First MS PowerPoint File
ppt ... 109568 ... 0 ... BookSitel ... No Sub-title
Authors: Mike Date: 12/29/2009 Size: 107KB
http://spfl/BookSitel/Document Library/1/MS/MS_PowerPointl.ppt

[§) The Book Documents - MS
Even this is a Shared Doc Lib! This Site This List ...
Date: 12/28/2009
http://spfl/The Book Documents/Forms/MS.aspx

6. Click 2 (at the bottom of the page) to go to the second page of hits. Figure 13.6
then indicates what the difference is.

Both these hits are from a different web application. They are from Central Adminis-
tration that was created by the installation routine as a new web application (using
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FIGURE 13.6
Results of
searching the
site from a docu-
ment library (2)
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11-20 of about 390 results

#) What's New in Microsoft SharePoint Foundation 2010
Checked in by the Help Cab importer. ... MS.WSS.HA10370062.htm ... Increg
SharePoint Foundation 2010 (formerly called Windows SharePoint Services)
information, and get more work done. Groups can work together more efficig

ht pfl:41170/sites/Help/Lists/Product
Help/WSSEndUser. 1033/MS.WS5.CH10372414/MS.WS5.HA10370062.htm

) Get started with SharePoint Foundation 2010
Checked in by the Help Cab importer. ... MS.WSS.HA10370686.htm ... helps
more effective by connecting people and information. You don't need to ha
sites to get started. ... This article provides information and links to help ...
Authors: System Account Date: 11/27/2009 Size: 30KB
http://spfl:41170/sites/Help/Lists/Product
Help/WSSEndUser. 1033/MS.WS5.CH10372414/MS.WS5.HA10370686.htm

the random port number 41170 here) and with its own (site collection) set of sites and
subsites. That explains the difference in the number of hits. If you go back and redo
the search when located in the default site, you can see that all 30 results are from
that site and from its subsites; none of the hits are from any other web application.

Another thing to notice in Figure 13.6 is that the two hits shown are both Help files.
You might not want Help files to show up in your results, but when using SPF 2010
you can't restrict the search apart from restricting it to site or list.

» Search site (1) (searches all web applications’ site collections)
» Search site (2) (searches the site and all its subsites)

> Search list (searches the list or library)

But now we move on to installing Search Server Express 2010 on top of SPF 2010, so
our searches even with SPF 2010 can be greatly improved.

Installing Search Server 2010 Express
in a SPF 2010 Installation

The following steps install Search Server 2010 Express on top of an existing SPF 2010
installation:

1. Go to the server.

2. When there, search for the free download for Search Server 2010 Express at
either http://www.microsoft.com/downloads or at my own site, http://wssv4faq.
mindsharp.com, where it will be in the V4Articles section. Figure 13.7 shows
the equivalent page for the public Beta version of the application, which is
what I used when testing and writing the installation instructions.


http://www.microsoft.com/downloads
http://wssv4faq.mindsharp.com
http://wssv4faq.mindsharp.com

12 Downboad detaits:
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Scarch Scrver 3018 Express Bels - Windews Internet Explorer i N

(€180 viz=

vt Fovoes |3 38 Supoested Snes -
[ Corwriosd detadss: Search Server 2010 Express Dets

© search [A10awebets — =][ Go| adweocedSeacch
Froduct Families
rdowe H
= Microsoft Search Server 2010 Express Beta
L Drief Description Microsoft
Business Selutiars This is a Deta version of Search Server 2010 Express.
Ceveloper Tools
Windows Live On This Paga
MSN y  Cnick ails 4 Quecdisw
Games B Xbox Argme + [nstrechong
Windows Mobile
All Downloads
Download Categories Download 1
GCames -
o Quick Details
Intermet
Windons Swcurity & Updutes File Hame: SearchServeriupress.exe
Wiedows Media Version: 1
Cuate Published: 11172009
Language: English
Downbopd Swe: 372.0HB
Extimated Downlosd Time: Dy (SEH) X1 15 hr 7 min
Changs Language: Englsh hd mge

microsoft.com;

2| Weh S

Unibed Stales Change | A Mironalt Sites

| sl

R | [ i wenmmet | Protected maode: oFF [Fa = [Hwow -

3. Click Download (making sure that English is selected in the Language section
at the bottom of Figure 13.7). There is only a single (x64) version of Search
Server 2010 Express available, so there is no decision to be made about

whether

to use a 32-bit or a 64-bit version.

You next see Figure 13.8. Here there is a decision to be made. If you think that
you might want to repeat the Search Server 2010 Express installation (perhaps

File Download - Security Warning | X

Do you want to run or save this file?

Mame: SearchServerExpress.exe
Type: Application, 372MB
From: download microsoft.com

Run swve [ Cancal |

~==  While files from the Intemet can be useful, this file type can
@ potentially ham your computer. f you do not trust the source. do not
run or save this software. What's the risk?

you've just made a snapshot of your VM, so you can go back to the situation

before you started downloading Search Server 2010 Express), use Save and then

run the downloaded file later from your hard disk. If you are optimistic that
everything will go smoothly, just do step 4.
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FIGURE 13.7
The download
page for Search
Server Express
2010

FIGURE 13.8
Run directly or
Save first?
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(The download takes quite a while, more than ten minutes, so only having to
do it once might be a good idea.)

4. Click Run. After a long wait, you see another small screen (Figure 13.9).

FIGURE 13.9 ]

A second Run
Do you want to run this software?

EI MName: SearchSer ver (=R
Publisher: Microsoft Corporation

| e pn | [ Don'tRun

Whil files from the Intemnet can be useful, this file type can potentially harm
your computer. Only run software from publishers you trust, What's the risk?

5. Click Run again. The screen you see after the second Run is Figure 13.10. It
looks similar to a screen you would see when installing any SharePoint product.

FIGURE 13.10 / s
The installation AN = P Micosoft il
page for Search Vi = g Search Server 2010
Server Express |\ Express
2010 ;
oW ware requirements
Read the install

B;L‘”m_ It all goes back to the previous version of SharePoint (WSS 3.0 and MOSS 2007)

ay where Microsoft created a version called MOSS 2007 for Search (naturally—this

was Microsoft after all—with a Standard version and an Enterprise version). | pre-
sume that under those names they didn’t sell too well, so they were revamped
with better search routines as Search Server 2008 (Standard and Enterprise),
and in order to introduce people to these “new” products, the free Search Server
2008 Express was invented. It was in effect WSS 3.0 with most of the search
functions from MOSS added. It had however a 4GB database size limit, which
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WSS 3.0 didn’t have so wasn’t a full replacement for that product. However it
could be added to it.

The reason that Figure 13.9 looks like a SharePoint screen is that Search Server
Express 2010 is a SharePoint product. (So, yes, you can just install it and you
have installed SharePoint).

Let’s now go back to our installation. Because Search Server 2010 Express is a
SharePoint product, the hardware and software requirements and the software
prerequisites are the same as they were for SPF 2010.

When installing always play it safe and never assume anything. In this case
my tests showed that installations done without doing Install Software prereq-
uisites looked fine, until I had created a new Search site and tried to search.
Then it didn’t work. Don’t do as I did (once!)—don’t skip the install software
prerequisites step.

6. Click Install Software Prerequisites. Accept all the screens that follow until the
process is complete and you are back at Figure 13.10.

7. Click Install Search Server Express.
8. Click Continue after accepting the typical licensing requirement that follows.

The File Location page follows (see Figure 13.11).

[ B Location |
i/-'r'n . Choose a file location
]

Microsoft® Search Server 2010 Express wil be installed on your computer. To install this
productin a different location, dick Browse, and then select the location.

[c:\Program Fies\Microsoft Office Servers Browse...

If you intend to use this computer as a search server, the search index files wil be stared on
the local hard drive. These files can be very large, so ensure that there is sufficent free
space on the selected drive. To change where Micosoft® Search Server 2010 Express wil
store its search index files, dick Browse, and then select the location.

|c:\Program Files\Microsoft Office Servers\14.0\Data Browse...

Install Now

9. Click Install Now to accept the standard locations.
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FIGURE 13.11
The File Loca-
tion page
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FIGURE 13.12
Waiting for the
installation to
progress

FIGURE 13.13
Run the Configu-
ration Wizard
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The next part of the installation takes quite a while, and you see Figure 13.12
before any progress is shown (in Figure 13.12 a small amount of progress is
shown) for long enough to think something is wrong.

A Microsoft® Search Server 2010 Express

Finally, Figure 13.13 displays.

arch Server 2010 Express

10. Leave the tick in place and click Close.

(In a single server installation, you can always run the Configuration Wizard at
once. If you have a farm of different servers, wait until the SharePoint 2010
product is installed on all of them, and only then run the Configuration Wizard.

There will here be a brief pause between Figure 13.13 disappearing and Figure
13.14 appearing. Most likely you will then see Figure 13.10 again and think,
“Oh, that was a quick installation,” and move to click Exit. Don’t! Just wait
another few seconds.



Installing Search Server 2010 Express in a SPF 2010 Installation

ntin Cancel to exit th rd. Ta run again, dick on the Start Menu sharteut.

11. Click Next.

12. Approve the need to stop and start three services (screen not shown here) by
clicking Yes. (Make 100% sure you only click once.)

Now with the next screen we are at a crucial stage of the installation. So be
careful not to automatically click Next in Figure 13.15. (Figure 13.5 shows only
the top half of the screen; Next is at the bottom of the screen).

SharePoinl Products Configuration Wizard

notoreste s default site.

We already have data at http://spfl, so we definitely don’t want to use that
default choice for Search Server 2010 Express. But do we need a new site for
Search Server (the second choice) or no site (the third choice)? My preference is
to keep things simple and to create a new site.

13. Be very careful! Select the section option No, do not overwrite the existing site.
14. Note the port number.

15. Now (and only now) click Next. But recheck first that you have selected the sec-
ond option.

16. After the wizard has gone through its 11 steps, click Finish on the Configuration
Successful screen (not shown here).

If at this stage (after Finish) you get a screen about communication problems,
just click the URL (http://spfl:27951 in my case) again in the browser. This time
you should get a login screen. Login in as SPF1\Administrator, and you will then
see Figure 13.16, which is the search page of Search Server 2010 Express (and
which is what you will see immediately if you didn’t have communication
problems).
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FIGURE 13.14
The lower part of
the Welcome to
SharePoint prod-
ucts screen

FIGURE 13.15
Do not overwrite
the existing site.

DS
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FIGURE 13.16
The Search
Server search
page
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Site Actions =

. Home * Search (@ SPFl\administrator -

Preferences
»p Advanced

We'll leave it there for this hour. The next hour looks at what new search possibilities
are available and how to use them.

Summary

In this hour, we went through how the search function provided with SPF 2010
worked. We also installed Search Server 2010 Express on the same server as SPF 2010.
The additional search functionality available in this free product (and the few restric-
tions associated with it) are covered in the next hour.

Q&A

Q. I heard that the SPF 2010 Search routine is powerful, yet you don’t indicate
this. What's the real story?

A. It depends what you are comparing. If you used the basic installation (free
database system) of Windows SharePoint Services 2.0, Search didn’t work . To
get Search, you had to either use SQL Server 2K (or later SQL Server 2005) and
get only a simple full-text search or pay for a third-party search tool.

Since WSS 3.0, the search function provided with the free SharePoint product
has been essentially the same as the search routine provided with the more
expensive SharePoint products of the same version level. Only the ability to
search outside the SharePoint sites was removed.

Search in the v4 products is even more powerful. Whereas search in WSS 3.0
was based on the rather under-performing Live.com search, SPF 2010 is based
on Bing. You can see this improvement in the information provided in the
page containing the hits.
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Quiz
1. What’s the usual recommendation about how long to wait after adding con-
tent to a site and doing a search, and is this wait really necessary?

2. If you are located in your browser at a list, which two search scope options do
you have?

Answers

1. About 24 hours. In most cases, it isn’t necessary to wait that long.

2. This List and This Site (but only after you have done a search—your first search
box says Search the Site but actually searches the list).
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HOUR 14

Improving Searches

What You’ll Learn in This Hour

» Three main aspects of searching

> Adding IFilters

» Customizing Search Server 2010 Express
» Improving all your searches

This hour delves deeper into SharePoint searching with the emphasis on the addi-
tional functionality that Search Server 2010 Express provides.

Searching Aspects

Following are three main aspects to searching:

» Crawling—Looking for documents, files, and data. A site—such as Google,
which lives by providing information from everywhere—wants to crawl as
many locations as possible. If you have a site on the Internet that you don't
want crawled, specify that in some way.

In the case of a crawl of a company site, the intention is usually to crawl only
meaningful locations for data. In that case, restrict what is crawled. As dis-
cussed in this hour, you want to define what you want to be crawled and what
shouldn’t be crawled.

> Indexing—Before you can index all the files that the crawl process finds, you
need to “translate” the contents of file formats into words that the indexer can
understand.

» Searching—Making sense of what you have indexed so that you have quality
links high on the results listing.
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Using IFilters to Translate the Contents
of Files

This section looks at IFilters—how they are used and how new IFilters can be added.

What Are IFilters?

Microsoft uses pieces of code, called IFilters, to make sense of the contents of files that
its search routines find. Some IFilters are built in to Microsoft’s search products. For
instance, SPF 2010 and Search Server 2010 Express both include IFilters for many
common file formats out-of-the-box.

The situation with WSS 3.0 and Search Server 2008 Express was that Search Server
2008 Express contained several more IFilters than WSS 3.0 out-of-the-box (because it
came out more than a year later), but you could add all those missing IFilters (and
more) by installing a free Filter Pack from Microsoft.

SPF 2010 and Search Server 2010 Express, as they were released the same time, con-
tain the same basic set of [Filters. In addition you may have noticed (Hour 2,
“Installing SharePoint Foundation 2010,” Figure 2.6) that one of the things that the
Prerequisites function installs is Filter Pack 2.0, which is the latest version of the Filter
Pack that could be added to WSS 3.0. Even so there will be some cases where you
have files of file types for which you don’t have an IFilter installed. In that case
although the files will be found by the crawl process, their contents will not be
indexed by the index process.

Files created by most main Microsoft products already have IFilters included either in
the product or in the Filter Pack, but there are some that are not covered (such as
Office template files). Similarly although standard file types such as .zip and .txt also
have IFilters included, the file types of most non-Microsoft products are not supported
by built-in (or Filter Pack) IFilters; so if you have files of such types, you need to find
IFilters for them if you want to search the contents of those files.

The usual place to go is the manufacturer of the product that you use because it has
an incentive to provide such a filter, but sometimes it either can’t be bothered or pro-
vides a poorly working IFilter; then you need to look for third-party companies spe-
cializing in creating IFilters. By far the most common file format for which an IFilter
needs to be found is the .pdf format used by what used to be called Adobe Acrobat.

Microsoft seem to delight in making working with Adobe products difficult; you may
remember that they do not provide icons in the SharePoint products for the .pdf file
type even though you can create documents from Word 2007 and 2010 saved in the



Using IFilters to Translate the Contents of Files

.pdf format. That situation is true for IFilters, too. Microsoft has never provided IFil-
ters for the .pdf file type and instead suggest you go to Adobe or to a third party for
them. Until recently (in 2009) Adobe repaid the compliment by making it impossible
to have an IFilter in a SharePoint system without you needing to install the entire
Adobe Reader product on the server. Luckily this has now changed.

The following section gives some information about Adobe’s own 64-bit IFilter sup-
port for its pdf format, before mentioning where a third-party IFilter for pdf support is
available. Test both if you have the time. If you don’t and you can afford the small
cost of it, use the third-party product. It is generally considered to be faster and more
accurate than the free version from Adobe, and likely if it hadn’t existed Adobe
would never have bothered making its own (separate product) version available.

Even if you intend to use the chargeable product, read the following section because
it gives details of how in an installation of SPF 2010 + Search Server 2010 Express you
get to the Administration Pages for Search. It’s by no means as simple as it was in the
previous version (WSS 3.0 + Search Server 2008 Express).

Adding an IFilter for the Adobe Acrobat (PDF)

File Type

Thanks to customer pressure over many years, Adobe finally in 2009 made available
a separate 64-bit IFilter for .pdf files. Earlier there had been a 32-bit IFilter for versions
of .pdf up to and including version 6.0 of Adobe Acrobat that could also be used for
64-bit systems, but for files of version 7, 8, and 9 to be indexed, you needed to install
the Adobe Reader product. You still need to do this for older versions of SharePoint
running on 32-bit systems if you don’t want to use the chargeable product.

This new (and separate) Adobe IFilter for file types up to version 9 is here:
http://www.adobe.com/support/downloads/detail.jsp?ftpID=4025. Because the
instructions on that page were written in 2009, they do not say that it is for SPF 2010
or SPS 2010. It is!

The installation procedure is straightforward. (Just click the file and let it go.) Follow-
ing the installation of the IFilter, PDF needs to be added to SPF 2010 as a file type
that will be included when files are crawled. (Without doing this, you have the abil-
ity to index a file type that isn’t included in the set of files you are indexing!)

To find where file types are listed, we first need to find the main page for Search
Administration. Following are the steps you need to take:

1. Open Central Administration (see Figure 14.1). (If in the server, click the menu
item; if on a client, specify http://spfl:portnumber in your browser.)
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FIGURE 14.1
Central Adminis-
tration concen-
trating on the
left column

FIGURE 14.2
The full options
of General Appli-
cation Settings
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Central
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Backup and Restore
Manage content

Security databases
Upgrade and Migration
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Settings I -=._J Re\.fle.\w problems and
solutions
Configuration Wizards Check job status

View Web Analytics

The reason that I have bothered with a screen here is that what you will
quickly become aware of when you use Central Administration is that the
options listed in the main section of the page under each heading are not all
the options available. To see all the options, you need to first select the item in
the left column.

Here we will be using a function of General Application Settings that is not the
single item listed under the General Application Settings header in the main
section of the page.

2. Click General Application Settings in the left column (see Figure 14.2).

Central : -
e e e e
e e ration 54 External Service Connections
Configure send to connections
Application Management Configure document conversions

System Settings
SharePoint Designer
Configure SharePoint Designer settings

Monitoring

Backup and Restore

Security Search
Upgrade and Migration Farm-Wide Search Administration | Crawler Impact Rules

General Application
Settings

Configuration Wizards
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The screen in the previous version only listed Configure Send to Connections.
(It’s a confusing page design, in my opinion.)

3. Click Farm-Wide Search Administration. (Ignore that our “farm” is a single
server; it's still a farm.) There’s not much here yet (see Figure 14.3), but the

next screen will satisfy all our search configuration demands.

Proxy server

Name

Farm-Wide Search Settings

Time-out (seconds)

Ignore SSL warnings

Search Service Applications

Search Service Application

None

60, 60

Modify Topology

Modify Topology

4. Click Search Service Application. (What you then see is shown in Figures 14.4,

14.5, and 14.6.)

|rdministration
Search Administration

Farm-Wwide Search
Administration

ICrawling
Content Sources

Crawl Rules

Crawl Log

Server Name Mappings
Host Distribution Rules
File Types

Reset All Crawled Content

Crawler Impact Rules

lQueries and Results
Authoritative Pages

Federated Locations

Metadata Properties

System Status

Crawl status
Background activity
Recent crawl rate
Searchable items
Recent query rate
Propagation status
Default content access account
Contact e-mail address
Proxy server

Scopes update status
Scopes update schedule
Scopes needing update
Search alerts status

Query logging

Online for crawling

None

0.03 items per second
783

0.00 queries per minute
Propagation not required
NT AUTHORITY\NETWORK SERVICE
someona@example.com
Nene

Idle

Automatically scheduled
0

On Disable

On Disable
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FIGURE 14.4
The top half of
the Search
Administration

page
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FIGURE 14.5
Most of the
lower half of the
Search Adminis-
tration page

FIGURE 14.6
The | Want To
section of the
Search Adminis-
tration page
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Web Analybcs Reports Local SharePoint sites remental  1/5/2010 3:06 PM
Local SharePoint sites
Local SharePoint sites

Local SharePoint sites

Local SharePoint sites

Page1 P
Search Application Topology
Shaortcuts

Add new link
IWant to ...

o Add new content to crawl

Federate results from other locations
Add users to search

Customize the Search Center
Secure the search system

Enhance the user experience

Learn more about search topology

LI T T - T - - T -

Read online documentation

The Modify Technology page confirms that Microsoft Search Server 2010
Express Restricts the Topology of a Search Service Application to One Server
with One Crawl Component and one Query Component.

There’s a lot on this page, which is why I created three figures and even then
didn’t cover everything. It is actually the Search Administration page, and if
you click Search Administration at the top-left part, you’ll load the same page.
If you click Farm-Wide Search Administration at the top of the left column in
Figure 14.4, you'll be back at Figure 14.3. How’s that for confusing?

We look at this page later when we do further investigation into the search
possibilities we now have after installing Search Server 2010 Express, but here
we want the list of file types. That is listed in Figure 14.4 under the Crawling
section of the left column.

5. Click File Types (see Figure 14.7).
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Central Administration » Search Service Application: Manage File Types FIGURE 14.7
The top of the
File Types page

Use this page to specify file types to include in the content index.

= New File Type

To avoid needing to have a large image so that you can see all the file types men-
tioned here—and remember these are only the file types that will be crawled; it is
not necessarily a list of the file types that will be indexed—I'll list them:

ascx, asp, aspx, csv, doc, docm, docx, dot, eml, exch, htm, html, jhtml], jsp,
mbht, mhtml, msg, mspx, nsf, nws, odc, odp, ods, odt, one, php, ppt, pptm,
pptx, pub, tif, tiff, txt, url, vdw, vdx, vsd, vss, vst, vsx, vtx, xIs, xlIsb, xlsm, xlIsx,
xml, zip

Now we just need to add pdf to the list here, and we’re almost finished.
6. Asshown in Figure 14.7, click New File Type.
7. Click OK on the Add File Type screen, which is not shown here.

8. Check the list in Figure 14.7 to see that pdf is now listed (without an icon).

Another alternative is to use the commercial 64-bit (pdf) IFilter from Foxit Soft-
ware. You can get this at http://www.foxitsoftware.com/pdf/ifilter/. These Foxit
IFilters cost (early 2010) $330 per server. As noted they are reputed to be consid-
erably faster (and better) than the Adobe ones so are well worth considering.
There is a download link for the Foxit Software 64-bit IFilter here: http://mirrors.
foxitsoftware.com/pub/foxit/ifilter/desktop/win/1.x/1.0/enu/
FoxitPDFIFilter10_X64_enu.msi.

Adding an IFilter for Other File Types

[Filters of varying quality for other file types are available from various commercial
and noncommercial companies. Just search for them.


http://www.foxitsoftware.com/pdf/ifilter/
http://mirrors.foxitsoftware.com/pub/foxit/ifilter/desktop/win/1.x/1.0/enu/FoxitPDFIFilter10_X64_enu.msi
http://mirrors.foxitsoftware.com/pub/foxit/ifilter/desktop/win/1.x/1.0/enu/FoxitPDFIFilter10_X64_enu.msi
http://mirrors.foxitsoftware.com/pub/foxit/ifilter/desktop/win/1.x/1.0/enu/FoxitPDFIFilter10_X64_enu.msi
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The best-quality ones tend to come from companies whose main product uses their
own proprietary file formats. If these companies want their applications to be used,
they need to provide working IFilters for them, so they usually do.

niﬁﬁmu,,_ Follow the (Microsoft) Filter Central blog; it occasionally mentions newly available
ow: IFilters. The RSS feed for it is http://blogs.msdn.com/ifilter/rss.xml.

Actions Needed After Installing IFilters

After installing one or more IFilters and carrying out the additional steps, restart the
server and do a completely new crawl for documents (and new indexing); this ensures
that these document types are included in the indexes.

An alternative approach is to do the following:
1. Net stop osearch
2. Net start osearch

3. Ilisreset

I prefer doing completely new crawls in such situations.

Crawling and Indexing in SPF 2010 and
Search Server 2010 Express

This section compares the methods used to crawl when using SPF 2010 and when
using Search Server 2010 Express.

Crawling SPF 2010

Crawling in SPF 2010 can be done at the command line. Open a command prompt
and go to C:\Program Files\ Common Files\Microsoft Shared\web server exten-
sions\14\BIN. Run the following command:

stsadm -o spsearch -action fullcrawlstart


http://blogs.msdn.com/ifilter/rss.xml
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Crawling Search Server 2010 Express

To crawl in Search Server 2010 Express, do the following:

Work your way down from Central Administration (via Figures 14.1, 14.2, and 14.3)
until you reach Figure 14.4.

1. As also shown in Figure 14.4, click Content Sources (see Figure 14.8).

@ : - ) ‘ L FIGURE 14.8
1 Sﬁre%mrzmo Central Administration » Search Service Applicatiq Starting a new
crawl after

adding an IFilter

Administration

Use this page to add, edit, or delete content sources, and to manage crawls.
Search Administration

Farm-Wide Search

Administration = New Content Source 2] Refresh  Start all crawls

Crawling Type Name Status Current crawl duration Last crawl dural
Content Sources

Local Idle
SharePoint
Crawl Log sites

00:02:10
Crawl Rules ﬂ:‘_ﬂ

2. Click Start All Crawls.

Using Other Search Server 2010
Express Options

Search Server 2010 Express provides more flexibility than SPF 2010 in determining
what exactly we want to search. Let’s look at some of those additional functions.

For both SPF 2010 and SPS 2010, these (manual) crawls are typically done only
after installing a new IFilter to create a completely new index. The first crawls are ay
done automatically when the Search function starts.

‘F

Things are sometimes not what they seem to be. The Search Administration page
has a Crawl History section (see Figure 14.5), which shows the latest six crawl ay
results. There are also other pages you can go to so that you can see progressive
older crawl results. At least that is what it looks like. In fact you can only use the
right-arrow on that screen section to go to a single extra page (i.e., the second
page, which also shows six crawl results). If you want to see all the crawl results
you need to select the Crawl Log in the Search Administration page’s Quick
Launch section (see Figure 14.4) and then select Crawl History there.

‘F
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FIGURE 14.9
The Content
Source page
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After those two important notes, another thing to watch out for is how to do a new
Full Crawl. It looks as if this ought to be done using the Reset All Crawled Content
link (again in the Quick Launch section of the Search Administration , Figure 14.4).
In fact that, in the (slightly revised) words of Woody Windischman who kindly
answered a question I had on this:

Essentially, it will return the Search indexes to a “known clean” state by
1. Deleting the existing file-system indexes

2. Resetting the search database index tables to a clean state (including resetting
unique ID counters)

It does not:
1. Delete content source definitions or schedules
2. Start new crawls (though defined crawls from #1 should start on schedule)

3. Stop any crawl that might already be underway (though it may wait until it is
done before it actually does anything)

The way to start a Full Crawl is to select Content Sources; click the single Content
Source (“Local SharePoint sites”), which is provided as part of the installation, and
then go to the bottom of the page where there is a Start Full Crawl section. Select the
check box and click OK.

The Reset All Crawled Content option should be used only when the search indexes
are in a mess and search is clearly not working properly.

Let’s now look at how to define which locations we can search using Search Server
2010 Express. Here are the steps required:

1. Asshown in Figure 14.9, select Content Sources. This time, look at what we can
add as locations to be searched.

Use this page to add, edit, or delete content sources, and to manage crawls.

= New Content Source _] Refresh  Start all crawls

Type Name Status Current crawl duration Last crawl duration

g Local Idle 00:02:10
SharePaint
sites
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2. Click Local SharePoint sites, which is the only content source that has been
installed by the Search Server 2010 Express installation routine. You can either
amend the existing content source or create new ones using New Content
Source, or do both. Here we look at the existing source to see what has been
specified for it.

Figure 14.10 shows two key sections that are needed when saying what is to be

crawled.
Start Addresses Type start addresses below (one per line): *
Type the URLs from which the search system http://spfl ;I
should start crawling. http://spf1:30626
http://spfl:44465
http://spf1:8073
~
2
Example:
http://intranetsite
Crawl Settings Select crawling behavior for all start addresses in this content source:

Specify the behavior for crawling this type of
content. @ crawl

erything under the hostname for each start address

Selecting to craw! everything under the € Only crawl the Site Collection of each start address
hostname will also crawl all the SharePoint
Sites in the server.
Crawl Schedules Select the schedule that this should be a part of:
Select the crawl schedules for this content
source. Full Crawl
None ;I

Create schedule

The Start Address section includes all the top-level sites that were in existence when
Search Server 2010 Express was installed with the exception of the Central Adminis-
tration site. Addresses are not removed from this box if one of those top-level sites is
later deleted (as was the case here with http://spfl1:44465). In such cases, you can
avoid unnecessary error messages by removing the addresses of deleted top-level sites
from the table in Figure 14.10. You need to do this manually. The system will not do
this for you when you delete a top-level site.

The Crawl Settings section enables you to decide if you want to crawl all sites (that is,
subsites) below the top-level site (site collection) or whether you want to just crawl
the top-level site.

Finally, Crawl Schedules does not by default set a schedule for when Full Crawls are
to take place. When Search Server 2010 Express was installed, a single Full Crawl was
automatically done using the above Start Addresses. Since then only Incremental
Crawls have been done according to the default schedule that can also be changed
in the same screen that Figure 14.10 shows a section of.
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FIGURE 14.10
Where to search
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FIGURE 14.11
A misleading
Crawl Rules page
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It is wise in production situations to Create a new schedule for Full Crawl so that it
occurs at a suitable time, during the weekend for instance. The default value (when a
schedule is specified) of every 20 minutes is suitable only for Incremental Crawls,
where it is also the default and should not be selected for Full Crawls.

Normally, three main problems exist when you crawl “foreign” websites:

» You might need rights to access them.
» The sites’ administrators might have blocked crawling.

» You have no control over the amount of data to be crawled.

The first of these (provided you know an appropriate name and password) is handled
by selecting crawl rules (see Figure 14.4). Here again Microsoft managed to confuse
us because the first screen you see (Figure 14.11) gives only the option of choosing
paths and has no box for specifying how to access these locations.

clude or exclude 15 from being crawled and specify authentication accounts
pplied while content ks being crawiled. Full crawl of content source is required for cn

Type a URL and click test to find out if it matches a rule.

h xamples: http://hastname/*; http://*.=; =://hostname/*

| Test |

=i New Crawl Rule

At first glance, this screen seems to indicate that the only Crawl Rule you can set is
which locations should be crawled. This is just an intermediate page that enables
you to test various URLs. To actually specify, for example, the Administrator account
and password for crawls, we need to create a New Crawl Rule using the link in Figure
14.11. (This leads to Figure 14.12.)

In addition to selecting paths that are not to be crawled, there is now also the possi-
bility of giving name and password access information (or alternative access infor-
mation) for paths you want to be crawled. The items in the Specify Authentication
section are grayed out (and thus inaccessible) until the radio button in the Crawl
Configuration section is changed to Include All Items in the Path.

I won't go into the other options here. If you are serious about search, there are spe-
cialist books available only on Search. Here the intention is to introduce you to the
options available rather than go through each option in detail.
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Path Path: =

Type the path affected by this rule. |
Examples: http://hostname/*; http://*.=; =://hostname/*

™ Follow regular expression syntax when matching this rule
™ match case

Crawl Configuration
9 @ Exclude all items in this path

Select whether items in the path are excluded from I Exclude complex URLs {URLs that contain question marks
or included in the content index.
C Include all items in this path
I~ Follow links on the URL without crawling the URL itself
I Crawl complex URLs (URLs that contain a question mark -
[T Crawl SharePoint content as http pages

Specify Authentication @ Use the default content access account (NT

Use the default content access account to access AUTHORITY\NETWORK SERVICE)

foderis s Eha poth: @ specify a different content access account
@ .

¢ client certificate

e« Specify form credentials

e Use

coolae for crawlng

Next, we look at how to do searches using the data we will have indexed in the
crawling/indexing phases.

Using the Search Server 2010 Search
Function in the SPF 2010 Site

Here it seems logical to do our search from the newly created Search page—which is
the default page of the new site we created in Hour 13, “Using SPF 2010 Search and
Installing Search Server 2010 Express,” (see Figure 13.16). When we go to that page,
we see a simple entry form for searches.

Entering a search term there gives us a different (and probably slightly better) search
than we would get from the standard SPF 2010 search. However, it's messy to always
need to go to this page when we already have search boxes in our existing sites, so
let’s consider what happens if we search in the default site that SPF 2010 created.

What actually happens is that, unlike the situation with the v3 products where you
had to fiddle with the system to get this to work, the Search in the default SPF 2010
site by default will use the Search Server 2010 search function.

You can check this (or turn it off if you want to keep the two kinds of searches strictly
separated) with the following steps:

1. Go to Central Administration.

2. Select Manage Web Applications.
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FIGURE 14.13
Starting to check
Search in the
SPF default site

FIGURE 14.14
Two activated
searches
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3. Select http://spf1:80 (see Figure 14.13).

Site Actions + Browse Web Applications

e X &

Mew  Extend Delete General
Settings = 3L Service Connections

Lﬁ Manage Features

(5 Managed Paths

£

Contribute Manage

Central
Administration Name

Application Management

Cacnt ot

4. Click Manage Features (Figure 14.14).

Manage Web Application Features

0K
Name Status

Office Server Enterprise
Search

Uses the Search Server
Service for search over broad
____ enterprise content. In
{ addition to list and site Deactivate
z scopes, provides search over
people profiles, business data,
remote and custom content
sources. Uses multiple tabs to

display results in the Search
Center.

Office Server Site Search

% i Uses the Search Server Deactivate
Service for site and list

scoped searches.

As can be seen (lower option), using the Search Server Service is now (by default after
installing Search Server 2010 Express) the active option for searching the sites we cre-
ated in SPF 2010. Because Search Server 2010 Express has been installed, we also
have the possibility to search many other sources of enterprise data even from within
the SPF 2010 sites. Now that we’ve checked that, here’s a quick look at the key addi-
tional search functions available to us in our searches.

The Queries and Results section enables us to improve the quality of our searches.
Apart from again restricting searches and also specifying on which page the search
results appear (using Scopes), there are a couple of useful new functions:



Q&A

> Authoritative Pages enable you to specify which parts of the areas being
searched contain the best quality information.

> Federated Search is a useful function that enables you to use ready-made
search functions (available on the Internet; search for them in Bing or Google
using Federated Search Locations or Federated Search Connectors) for search-
ing particular locations. These ready-made search functions are fully config-
urable so that, for instance, you can have a web part on a page that uses a
Federated Search Connector for Bing. You can then make a couple of special
versions of this web part that are further restricted; perhaps the first could
search only http://social.technet.microsoft.com (TechNet Forums) and the sec-
ond could only search www.microsoft.com.

Summary

In this hour, you learned that searching actually means deciding where to look for
data; grabbing, interpreting, and indexing all the files within the scope we set; and
finally having a search function to find suitable data for our needs from the mass of
base data provided by the indexing stage.

You also learned both how to restrict your search by specifying only particular places
to look for information and how to extend your search by adding IFilters to enable
your indexing software to extract sensible data from more file formats.

Finally, you learned how adding Search Server 2010 means that its extended search
functions are also available for your searches in the SPF 2010 sites.

Q&A

Q. Is SPF 2010 plus Search Server 2010 Express better than the search pro-
vided by the much more expensive SPS 2010?

A. No. But the functionality provided is virtually the same.
Q. Search Server 2010 Express is free and seems to be powerful. Why should |
bother paying for Search Server 2010?

A. Search Server 2010 and Search Server 2010 Express are identical in functional-
ity, but Express is limited to running on a single machine.
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Workshop

Quiz
1. What are the three main aspects of searching?

2. What is the purpose of an IFilter?

Answers
1. Crawling, indexing, and searching.
2. An [Filter is needed so that contents of a file in a particular file format can be

understood by the indexing program. Without it, the indexing program usu-
ally can’t extract meaningful data from a file.
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HOUR 15

Using Different Versions of
the Main Office Products
with SPF 2010

What You’ll Learn in This Hour

» Stating the rules for the interaction of Office products with SharePoint
products

Storing documents in document libraries
Creating document workspaces in Office 2003 and Office 2007
Differentiating between the workspaces in Office 2003 and Office 2007

How files attached to Outlook 2003 and Outlook 2007 email messages
can be stored in a SPF 2010 site

v vyvVvyy

This is the first of a number of hours about the inter-relationship between SPF 2010
and Office products. At first glance, the bullet points at the start of this hour look out
of place in a book written about a SharePoint 2010 product, which mostly considers
the interaction between various Office 2010 products and SPF 2010. The explanation
is a simple one—what is covered in those is functionality that has been removed
from Office 2010. It is thus available only for users of previous Office products.

This book, unlike some others, does not start with the assumption that all the users
accessing SPF 2010 systems are also using Office 2010 on their PCs; therefore, there is
coverage in the book of both Office 2003 and Office 2007 where it is warranted. The
now missing functionality was both important and useful, so I spend time in this
hour covering it in depth.
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Office Products and SPF 2010: The Rules

The interaction between an Office product and a SharePoint site varies depending on
which version of Office and SharePoint you use. In this section, I define the “rules.”

The standard rule is that the full functionality available in each Office version works
only with the equivalent SharePoint version:

> To get the most out of SharePoint Team Services (STS) 2001, you need to run
Office XP on your client.

> To get the most out of WSS 2.0, you need to run Office 2003.
> To get the most out of WSS 3.0, you need to run Office 2007.

> To get the most out of SPF 2010, you need to run Office 2010.

The second rule is that all the Office versions are backward-compatible. If you use
STS and Office 2010, Office 2007, or Office 2003, you have the same functionality
you had with Office XP but no more. Whereas if you use WSS 2.0 and Office 2010 or
Office 2007, you have the same functionality you had with Office 2003, but no more;
naturally if you use WSS 3.0 with Office 2010, you get the same functionality you
had with Office 2007 but no more.

There are also a couple of exceptions to the preceding rules: The first exception is
that any Office application might offer no more functionality when used with Share-
Point than an earlier version of that particular Office application. The second—and
perhaps less-expected—exception is that a later Office application might offer less
functionality with SharePoint than an earlier version. This is rare; although worry-
ingly at the time of writing several Office 2010 applications have lost functionality
when working with SharePoint sites compared to the equivalent Office 2007 product.
(See the “Creation of Document Workspaces” and “Files Attached to Outlook” sec-
tions at the end of this hour for two examples of this).

This hour starts by looking at Word, Excel, and PowerPoint. Despite being principal
Office applications, their functionality, when used with SPF 2010, has hardly
changed since Office 2003 (or Office 2007).

Let’s investigate three main interaction areas of these Office products with SPF 2010:
> Storing documents in document libraries
> Creating document workspaces

> Adding attachments to Outlook messages
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Storing Documents in Document
Libraries

You might ask, “It’s obvious that you can store Word (and so on) documents in a doc-
ument library, so why discuss that?” The answer is that when these documents are
stored in a document library, some differences exist as compared to the way other
document types are stored in document libraries.

These differences are
» Edit available in Microsoft Word/Excel/PowerPoint but not in Acrobat

> Standard Word/Excel/PowerPoint templates available for use (and more, see
the “Available Templates” section)

» SPF 2010 column information included with the Word/Excel/PowerPoint file

Different Editing Options

The most obvious difference is that there is an “Edit in Microsoft XXX” (where XXX is
Word, Excel, or PowerPoint depending on what kind of file it is) entry in the drop-
down when you click the area to the right of a Word, Excel, or PowerPoint docu-
ment’s name in a view (see Figure 15.1).

B HP_Text2 1
.E_] HP_Word1 - 1
i) HP_Word1 View Properties 1
i HP_Word2 [ Edit Properties 1
=) 1BM_Excel] B] Edit in Microsoft Word
=] IBM_Excel] [y Check Out 1
&) 18M_Excel] ] | Version History 1
B IEM PDFL Send To LBl
Il ] IBM_PDF2 $ Manage Permissions 1]
= MS_Excell X Delete 1

When selecting an Acrobat file in the same library, there is no equivalent Edit in
Acrobat option (see Figure 15.2). This is true even if you have the commercial version
of Acrobat that enables changes and saving.

There is no PDF icon in Figure 15.2. To add it, get a pdf icon from the document
at http://www.adobe.com/misc/pdfs/TM_GuideforThirdPartiesFinalPrint.pdf.
Then scale it to 16 x 16 pixels, and save it as a gif file (icpdf.gif). (The icon is in
the “Adobe PDF File Icon” section of that paper that also gives the rules for its
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FIGURE 15.1
Edit in Microsoft
Word


http://www.adobe.com/misc/pdfs/TM_GuideforThirdPartiesFinalPrint.pdf
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FIGURE 15.2
No edit capability
in Adobe Acrobat

FIGURE 15.3
List of document
library templates
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EI_] 1BM_FExcel3
a IBM_PDF1 -
a IBM_PDF2 View Properties
@_] MS Excell _j Edit Properties
a PDF1 Check Out

\ersion History
[
g] Send To 4
[‘;J MS_Texti ﬁ Manage Permissions
)] Ms_word1 | 2 Delete

use on websites.) Then save it to the server at C:\Program Files\Common
Files\Microsoft Shared\web server extensions\14\TEMPLATE\IMAGES.

Open C:\Program Files\Common Files\Microsoft Shared\web server exten-
sions\14\TEMPLATEAXML\DOCICON.XML in Notebook; copy the PNG row and
change (twice) PNG to PDF. Save. Finally, run iisreset in the command line.

Available Templates

A Document Library has a New Document function. When this is used an empty doc-
ument is created that uses a template specified when the Document Library was cre-
ated. The only applications for which templates are included in the SPF 2010 installa-

tion are all Office products.

To see the list of available templates, create a new document library by going to Site
Actions in the menu line tab and then selecting More Options. If you want to create a
document library, give it a name and then select More Options (in that screen this time).

The list of possible templates is displayed as in Figure 15.3.

None

Microsoft Word 97-2002 document
Microsoft Excel 97-2003 spreadshest
Microsoft PowerPoint 97-2003 presentation
Microsoft Word document

Microsoft® Excel® spreadsheet

Microsoft PowerPoint presentation
Microsoft OneNote 2010 Notebook
Microsoft SharePoint Designer Web page
Basic page

Web Part page

The four items at the end of the list were also available (the OneNote template was of
course for 2007 and not for 2010) in the previous versions of SharePoint. It’s perhaps
indicative of the usual use of templates—namely for Office products—that I thought
at first were new features of the SPF 2010/SPS 2010 implementation!
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Figure 15.4 shows what happens if you use New Document while in a document
library that has the web part page template specified.

Name:
aspx

(| Overwrite if file already exists?

Choose a Layout Template:
Header, Footer, 3 Columns
Full Page, Vertical
Header, Left Column, Body
Header, Right Column, Body
Header, Footer, 2 Columns, 4 Rows
Header, Footer, 4 Columns, Top Row
Left Column, Header, Footer, Top Row, 3 Columns
Right Column, Header, Footer, Top Row, 3 Columns

You have the full options that would be available to you if you went through the nor-
mal (and longer) process of Creating a web part page and then specifying this docu-
ment library to contain it.

This is a good use of the document library template function. The best practice
when creating web part pages is that they are stored in a single document library
that contains only web part pages. To do this you need to create a new document
library. Specifying a different template to the default Word template for that docu-
ment library takes a single click, once. Yet this saves several clicks every time a
web part page is later created in that document library.

There are different templates in Figure 15.3 for the Excel/PowerPoint/Word file types
for the 97-2003 format (.doc) and for the 2007-2010 file format (.docx). That isn't a
major problem because the administrator will know which file format he can use in
his company. The problem with these templates is that they aren’t typically as
straightforward as the web part page example was. There are a couple of reasons:

> Creating a New document using such a template often requires logging in to
the server.

» When you say that you are saving to a SharePoint site’s document library (see
Figure 15.5), it works straightforwardly only if you have already done saves to
that document library from the client PC. If the site and document library you
want to save to isn’t already listed in the Recent Locations section that you see
after clicking Save to SharePoint, as shown in Figure 15.5, you need to write in
the http:// address of the server + document library (plus the filename you
want to use) when saving the file. Some users won't be happy having to do this.

To avoid the possible need for manually entering the document library’s URL in the
Save field following the use of New Document, encourage your users to create their
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FIGURE 15.4
Creating a new
web part page
via a template of
document library
templates
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FIGURE 15.5
The first step in
saving to Share-
Point from an
Office 2010
product
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H Save

Share
[ save As
[ Open @_: 5| Send Using E-mail
[ Close

@ Save to SkyDrive
Info
Recent Save to SharePoint
New @ Publish as Blog Post
Print "

File Types

m H Change File Type

documents in their own copies of Word (or other Office program) and then upload
them to a SharePoint document library by accessing the SharePoint document library
in their browsers. In most cases (using a noncustomized, blank template) the end
result looks exactly the same. Only if you have created a special company template
for your users does using the New Document function offer any advantages, and even
those advantages can be reduced by making sure all the users can access that (Word
and such) template in their own PCs’ copies of the Office product.

Missing from the list of templates in Figure 15.3 is a template for earlier versions of
OneNote. The OneNote 2007 and 2010 formats are completely different, and
OneNote 2007 cannot read OneNote 2010-formatted files. Unless you are sure that all
your users have OneNote 2010, this would be a good reason for advising your users
not to use the OneNote (2010) template and to create their OneNote files in the prod-
uct (and specify when saving the OneNote 2007 file format).

SPF 2010 Column Information

A relationship exists between additional fields/columns in a document library and
the properties of a Word/Excel/PowerPoint document that doesn’t exist with a non-
Office document.

Here’s the situation in brief: A non-Office document (perhaps a PDF) has its own
properties that are part of the document. When you add an Acrobat file to a docu-
ment library, that document library might have extra columns/fields, and you will
give those fields values. So you might have a Company field and give it the value HP.

If you move documents from a document library in one site to an (already exist-
ing) identical document library in another site, you need—in the case of PDF
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files—to copy both the files (typically from Explorer view to Explorer view) and the
columns and their data (typically from Datasheet view to Datasheet view). Doing

so is the only way to get the file, the file’'s own properties, and the SPF 2010 col-
umn information across (at the files level).

Now let’s take that document offline so that we can edit it. The file is copied to our
hard disk, and that Acrobat file includes both the document and the document’s
properties. However, the (SPF 2010 document library) Company field no longer exists,
so it no longer has a value. The information is lost.

Compare this with an Office document. One difference is that an Office document
can be edited and then copied back to the SharePoint site. This naturally means that
none of the column data is lost. However it is also possible to save a copy of an Office
document to your hard disk, Even then the file you have on the hard disk contains
the data from those SPF 2010 columns. They are not lost.

All this becomes clearer if we work through an example:

1. Create a new Document Library by clicking Site Actions > New Document
Library.

2. The Document Library is Open. Click Library > Library Settings.

3. Add two new columns: Subject and Formula One Cars. These were carefully
chosen. Subject is the name of a standard Property of a Word document. For-
mula One Cars clearly isn’t the name of a standard Property.

If you want to check that Subject is the name of a standard Property, open Word
2010 in your client PC and create a new blank Word document. Then select File >
Info. Now look to the right side of the page (also shown in Figure 15.7) and select
Properties > Show All Properties, and you see Subject listed.

4. Create a simple document in Word 2010 (one line of text is enough), and
upload it to the document library you just created. You will be asked to fill in
the two new fields (columns), as shown in Figure 15.6.

HEBE B0 X

—— Ei 23 Copy

Save Cancel  Paste Delete
Trem

Commit Clipboard Adtions

Name * This is a test of document properties  .docx
Title Property Test
Subject Formula Cars

Formula One Cars Toro Rosso
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FIGURE 15.6
Adding values to
two document
library columns
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FIGURE 15.7
Where to check
the properties of
a Document

FIGURE 15.8
Document Prop-
erties - Server

FIGURE 15.9
Document Prop-
erties shows
only standard
properties.
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5. Save the document. This saves it to the document library.

6. Now (using IE) right-click the actual name of the document in the Document
Library view and select Save Target As. This copies your amended document to
a location in your client PC. The file is now completely separated from the doc-
ument library.

7. Open the document in your client copy of Word 2010.
8. Select File > Info.

9. Go to the right of the screen and select Properties (Figure 15.7).

| Properties = |

D Show Document Panel
=
g Edit properties in the Document
Panel above the document.
Sl Advanced Properties
I-f Show the Properties dialog box.

Show All Properties

Display only the properties that
are most relevant to the document

10. Click Show Document Panel. A document panel, Document Properties - Server,
opens at the top of the document (see Figure 15.8).

) Docwment Properties - Server +

Tite: Subject: Formula One Cars:
Propes Ly Test Formuia Cars Toro R

11. Click the drop-down arrow, as shown in Figure 15.8, and select Document Prop-
erties (see Figure 15.9).

() Document Properties =

[ Authar: Tite: Subject:
Mice Property Test Formula Cars

As you can see in Figure 15.9, the standard document property Subject now contains
the value we added in a document library column with the same name. (Actually
the Title field does, too.) The Formula One Cars information is not listed in Docu-
ment Properties. Instead it (and the Title and the Subject fields) are listed in Docu-
ment Properties - Server, which is a list of those fields/columns included in the docu-
ment library. Even if the document has been copied to the client PC’s hard disk and
opened there, these fields still have values.
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Following is a summary of the way this works between Office 2010/2007 and Office
2003:

» Office 2010 (and Office 2007)—If the column name is the same as an Office
document property, the value entered into the column is transferred to the doc-
ument property with the same name (accessed via Document Properties).

If the column name is not the same as an Office property, the value entered is
retained as a server property (accessed via Document Properties - Server).

» Office 2003—If the column name is the same as an Office document property,
the value entered into the column is transferred to the document property with
the same name. (There are a few standard document properties for which this
doesn’t apply, but we won't discuss them here.)

If the column name is not the same as an Office property, a document property
is automatically created with that value.

If you move Office documents from a document library in one site to an identical
document library in another site, you need to copy only the files (typically from
Explorer view to Explorer view). After all, those files contain the file, the file's own
properties, and the SPF 2010 column information.

The exercise helped you see one advantage that can be gained by combining Office
products (rather than non-Office products) with SPF 2010.

Another main function that is restricted to Office products is the capability to create
websites to discuss a particular document. This is something that was available in
Office 2007 and Office 2003 but has been removed from the Office 2010 products. See
the “Q&A” section for brief information on what replaces it. Because it is a useful
function, it is discussed next for both Office 2007 and Office 2003, both working with
SPF 2010.

Creating SPF 2010 Document
Workspaces in Office 2007

As previously mentioned in this hour, some kinds of interaction with SharePoint prod-
ucts that were in earlier Office products are no longer available in Office 2010. Creat-
ing Document Workspaces (in effect a site for storing and discussing a single docu-
ment) were possible in both Office 2003 and Office 2007 when working with the 2007
and 2003 versions of SharePoint.
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FIGURE 15.10
Selecting a loca-
tion and name
for the document
workspace
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This section shows how to continue to create them with SPF 2010 if you have Office
2007 on your client systems. The following section gives the equivalent details for
when you have Office 2003 on your client systems.

To create a document workspace in Office 2007, follow these steps:

1. Open Word and create a document. I use the text “Test document for a docu-

ment workspace.”

2. When in Word 2007, click the (Office) icon at the top-left corner of the page;
select Publish, and then select Create Document Workspace (see Figure 15.7).

Figure 15.10 appears on the rightmost side of the screen. As you can see, you

have two choices:

> Specify a name for the document workspace. (Call it BookDocWS1.) Cur-
rently, it has the name of the document (which hadn’t been saved and

was thus Document5).

» Say where the document workspace should be created.

Document Management

Document Workspace

Create a Document Workspace site if you want to share a copy of this document
with others. Your local copy of the document will be synchronized with the server
so that you can see your changes and work on the document with others. When

you click Create, a new site is created automatically.

@ Tell me more...

Document Waorkspace name:

‘Dncuments |

Location for new workspace:

Search Server
Central Administration

This example shows that it is good to call websites something recognizable. The
only one in this list that is recognizable is our Anonymous Web Site; the others
are too general. (All the sites listed are top-level sites, the default site of a site

collection.)

3. Accept the offered Team Site with Create.

If you aren’t offered a SharePoint site here, you'll see only Type New URL. Type
http:/SPF1 (or the TCP-IP equivalent). If you are told the site needs to be a
trusted site, go to your browser’s Internet settings and add the address you just
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typed to the list of trusted sites in the security section. Then return here and
click Create again.

4. If you haven't saved the document, you'll be asked to. Then, you'll be asked for
authorization with the typical Name/Password box.

5. The document workspace is created. You see Figure 15.11 in the rightmost panel.

Document Management |
5‘3 BookDoCWS1

Open site in brewsar

2 BEOS

Status

é his document is up to date, If you 1saved changes, you must save the
)
document before you can update the workspace copy.

Don’t be worried if the authorization process happens twice.

6. Select Open Site in Browser to see what we have.

Figure 15.12 shows the site that has been created. The Navigate Up list shows
that it is located under the default Team Site.

Announcements

Welcome to the BoockDocWS1 Document Workspace &inew
by SPFll\administrator

You can use this Document Workspace to work on documents with othd
the Tasks list to assign and manage tasks. Upload files to the Shared O
them with others. Use the Links list to create shortcuts to files...

4k Add new announcement

Shared Documents
[ Type Name Modified Modified By

@__] Test 1/8/2010 4:38 PM SPF1\administrator
document
for a
document
workspace

Unlike the subsites previously created, this site did not inherit by default per-
missions from the Team Site, and instead the only user at the moment is the
administrator who created the document and decided to store it in a document
workspace. (Figure 15.13 is obtained by clicking Site Actions > Site permissions.)
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FIGURE 15.11
The Document
Management
panel

Bxﬂg/_

FIGURE 15.12
The default page
of a document
workspace
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FIGURE 15.13
The only person
with access
rights is the
administrator

FIGURE 15.14
Selecting the
site and docu-
ment name in
Office 2003
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& & @8

Inherit Grant Create Edit User Remove User
Permissions Permissions Group Permissions Permissions
Inheritance Grant Maodify

This web site has unigue permissions.
|:| Mame

] SPF1\administratar

Creating SPF 2010 Document
Workspaces in Office 2003

Here are the details that were promised earlier for creating a document workspace
when your users are running Office 2003 on their clients:

1. Create and save a document. Access Tools on the menu line and select Shared
Workspace.

2. Team Site is selected (see Figure 15.14). The drop-down shows various Share-
Point servers that this workstation running Office 2003 has been connected to
in the past.

Shared Workspace r x

e ia)

Members

Document Workspace name:
|F‘rnpartyTest ‘
Location For new workspace:
[Team sSite [+]

Create a Document Workspace F
yoU want to share a copy of this
document, A workspace also
enables you to invite others, assign
them tasks, and link to additional
resources, When you click Create,

the workspace is created For you
automatically,

3. The default name of the document workspace comes from the document name,
but it can be changed. We’ll change it to BookDoc2003WS1.

4. Accept the default value TeamSite by clicking Create. The result (shown in
Figure 15.15) is similar to the Word 2007 equivalent. If you click Open Site in
Browser, the website looks similar to that in Figure 15.12.
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Shared Workspace v X
QY

&3 BookDoc2003WS1
* Open site in browser

0:@0a
1 [ = o e

Members

@ wss3ladministratar

There are no members to display. To
add a new member, click the Add New
Members command in this task pane.

Never mix Office 2007 and Office 2003 applications on the same client system!

Differentiating Between Office 2007
and Office 2003 Document Workspaces

Although creating a document workspace is a similar process in both 2003 and 2007,
there are several differences. The main difference is that, in the Word 2003 version of
the Shared Workspace panel, there is an extra icon.

If you click any icon and look at the bottom of the Shared Workspace panel, you see
that it's possible to do administration tasks directly from Word with this new (docu-
ment workspace) site.

That missing icon on the right for Word 2007 means that these options are no longer
available in Word 2007. The unavailable options are

» Restrict Permissions
» Alert Me About This Document

» Version History

All are however—like all the other options here—available when accessing the docu-
ment workspace in a browser (as administrator).

To summarize, there is little difference between Office 2003 and 2007 when creating
document workspaces. The main differences are

» The creation of a document workspace fails often from Office 2003; it works
better from Office 2007.

235

FIGURE 15.15
The Shared
Workspace panel
in Word 2003
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> In Office 2007, you don’t have to rely entirely on the list of sites available in the
drop-down of where the document workspace is to be created; you can also
specify a URL of a site or subsite.

Otherwise, the end result is the same. A site is especially created for a document, and
it is possible to administer it with the Office product or by using a browser and access-
ing the site.

Several users could have the document open at the same time, and some of
them could have it open for editing. (Only one person at a time can have it open
for editing if the file is accessed from the SPF 2010 document library. However,
several people using Word could have the linked Word copy open for editing.)

To avoid possible conflicts among competing edits, use the checking-out option
for the document so that only one person can have it open for editing at a time;
the others can still read it.

The default settings (when using both Word 2003 and Word 2007) are to be asked
before changes made to a document (in either the website version of the document or
in the Word version of it), which produces an updated document in the site. Auto-
matic updates are possible but may lead to a better version being overwritten.

Although these new document workspaces are not listed in our default site (in the
Sites section of the Quick Launch), you can select Site Actions > View All Site Content
when at the Team Site. You then see a Sites and Workspaces section where they are
listed (see Figure 15.16).

Sites and Workspaces
§Hi Bookpoc2003ws1

fiffl BookDocws1

This is the first site created for the SPF
%

B BookSitel 2010 in 24 Hours Book.

§%8 BookSite2 BookSite2 used a self-made site template.

g Booksitea

There’s a second way to display these two workspaces listed on the default page.
Go to the “Q&A” section if you want to know how to do this.

Storing Email Attachments in a
SharePoint Site

Another function removed from Office 2010 that was available in Outlook 2007 is the
capability to store email attachments in a SharePoint site rather than only as part of
the email. In Outlook 2007, when you add an attachment, if you just select Attach
File, the attachment is sent with the email. If the recipient opens the email, say, a few
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weeks later, the recipient may see an old version of the document because in the
meantime you've updated it. There are, however, alternative ways to attach.

Click that strange icon to the right of Include. You get a new pane on the rightmost
side of the screen (see Figure 15.17).

FIGURE 15.17
Attachment
Options pane in
Outlook 2010

Attachment Options ¥ x

=l Send attachments as

() Regular attachments

Each recipient gets a separate
copy of the attachments.

® Shared attachments

Each racipient gets a copy that is
also available in a Document
Workspace and can be
automatically updated with
changes made by others.

Create Document Workspace at:
Central Administration
Home

Search Server

Anonymous Web Site
(Type new URL)

This Attachment Options pane looks familiar. It's exactly the same list of sites as in
Figure 15.10. However, Central Administration has moved two places up the list.

The point is that it’s the same technique. The attachment will now be stored in its
own subsite of the Team Site, so the issue with the recipient opening the message two
weeks after you sent is resolved. The recipient always sees the latest version upon

opening the message.

At the same time, anyone who receives the email including the message can see the
info panel, as shown in Figure 15.18.

FIGURE 15.18
You have been invited to the Test document for attaching to Outlook Document An email invita-
Workspace. You can work with either the shared attachment or the workspace copy. tion to the docu-

Shared attachments opened in the 2003 and later versions of the Microsoft Office
programs Word, Excel, PowerPoint, and Visio can be updated automatically with
changes made by others.

ment workspace

This is the obligatory piece of text so that the virus checker won't reject the message.

There is one attachment.

Test document
or attaching to.,
Mike

All the email recipients that can be added (see the following “By the Way”) are added
to the list of users for the workspace that contains the document.
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This list usually contains domain users. In this case, my Hotmail address couldn’t be
recognized by the SharePoint site, and the sender got a message to that effect.

The workspace has already been created, as you can see by again clicking Site
Actions > View All Site Content from the Team Site.

Summary

In this hour, we looked at some of the ways in which Office 2003, Office 2007, and
Office 2010 documents combine with SPF 2010 systems and especially at the differ-
ences when non-Office document formats are used.

We concentrated on three main areas: storing and editing documents stored in docu-
ment libraries; creating document workspaces, which are sites created for discussing a
document; and adding attachments to Outlook emails so that the attachment is not
just the version available at the time the message was sent but is (through being
stored on a server) the latest version.

We discovered that unless Microsoft has reconsidered by the time you read this book
and added functionality back, some functions for cooperation with SharePoint sys-
tems are missing from some Office 2010 products compared with the equivalent
Office 2007 (and Office 2003 to a more limited extent) products.

Q&A

Q. How can I have both sites and workspaces listed on the default page?

A. To do this, all you have to do is add a tree view to the leftmost column (or per-
haps better still, replace Quick Launch with it) with the following steps:

1. Go to the default site. Select Site Actions > Site Settings.

2. The fourth option in the second column is Tree View. Select it (see Figure
15.19).

In Figure 15.19, notice that I have selected the existing selection of Quick
Launch and Enable Tree View. They are check boxes, so you can of course have
both or one (or none) selected.

Now the leftmost side includes all the subsites of Team Site, including the two
document workspaces (see Figure 15.20). I don’t know about you, but I think it’s
much messier than Quick Launch.
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Did you notice the option for Quick Launch in the Site Settings? A common ques-
tion in the newsgroups has been how to remove the Quick Launch section from
the page.

People saw the Quick Launch option (which enables you to change the order of
items in Quick Launch) and expected a Remove Quick Launch option. It's not obvi-
ous that to get to that option you need to select Tree View.

Enable Quick Launch

Spedfy whether the Quick Launch should W Enable Quick Launch
be displayed to aid navigation. The Quick
Launch displays site content in a logical
manner.

Enable Tree View

= Viev

Spedfy whether a tree view should be ] Enable Tres View
displayed to aid navigation. The tree view
displays site content in a physical manner.

x|

Site Hierarchy

8 BookDoc2003Ws 4
ﬁﬂ HookUocWs1

8% Booksitel

4 3§ Booksite2 =

=4y Document Libre

= Agenda

=3

= Attendees

] Ubjectives

Tree View, which lists the entire structure of the site, is however more powerful.

(You can go directly from this page to a library/list that’s in a subsite or work-
space). It’s up to the site designer or the customer requirements to decide what is
chosen.

Q. Earlier, we learned that Office 2010 applications no longer can create docu-
ment workspaces. What has replaced this?

A. It wasn't in the beta version of the Office 2010 products, but Microsoft expects
to have something called Co-Authoring available by the time the applications
go into production. It is only available for the users of Office 2010 products,
however. That is fine if all your users run Office 2010, but if you have mixed
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FIGURE 15.20
The look of Tree
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Office 2007 and Office 2010 users, you have major problems because there are
certain requirements (that is, compulsory checkout is not possible if you use
Co-Authoring) to suit Co-Authoring that don't suit Office 2007 users.

Workshop

Quiz
1. Are there any major differences between the interaction of Office 2003 or Office
2007 applications and the interaction of Office 2010 applications with SPF 2010?

2. Why is adding attachments to an Outlook email a SharePoint issue?

3. If you want to remove Quick Launch, do you go to the Quick Launch item in
Central Administration?

Answers

1. There are major improvements when using Outlook 2010 (or Outlook 2007)
and Access 2010 (or Access 2007) with SPF 2010 compared to using the 2003
versions. There are also (at the time of writing) several useful functions in some
Office 2007 products that are not in the equivalent Office 2010 products.

2. Because one option using Outlook 2007 is to store the attachment in its own
document workspace.

3. No, go to Tree View.



HOUR 16

Using Outlook 2010 with
SPF 2010

What You’ll Learn in This Hour

» Linking SPF 2010 document libraries to Outlook 2010
» Linking SPF 2010 Calendars to Outlook 2010

Linking SPF 2010 Contacts to Outlook 2010

Using Outlook 2007 instead of Outlook 2010

Using Outlook 2003 instead of Outlook 2010

vVvyy

Having in the previous hour, looked at something (attachment storage) that is no
longer possible when the user is running Outlook 2010, this hour looks at what is
possible when using Outlook 2010 with SPF 2010.

The hour focuses on how document libraries, calendar lists, and contact lists from
SPF 2010 sites appear and function in Outlook 2010. It concludes (in the “Q&A” sec-
tion) by briefly looking at a situation when the user is using Outlook 2007 or 2003
rather than 2010.

Linking Document Libraries to Outlook
2010

With Outlook 2010, you can link a SPF 2010 document library to Outlook. There are
a couple of reasons for doing this:

P It enables you to take the files offline to work with them (using standard Out-
look 2010 functionality).
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> It enables you to use Outlook 2010’s built-in Viewer to see inside your docu-
ments (only for formats supported by the Outlook 2010 Viewer).

Both these functions are also possible with Outlook 2007. They are not, however,
possible with Outlook 2003.

To have some documents in a document library that we can use to demonstrate this,
I'll copy some files into the document library of BookSite2 using the techniques used
earlier in Hour 7, “Creating and Using Libraries.”

Following that, Figure 16.1 shows what we have on the default page of that site.

SPF1\administrator =

Browse

t There are no items to show in this view of [ Subject Owner Time

the "Objectives” list. To add a new item,
click *Add new item". There are no items to show in this view of the "a¢
& Add " list. To add a new item, click "Add new item®.

Add new item

&b add new item

Attendees

[T Mame Edit Response Comment Document Library

There are no items to show in this view of Typa hame Motiied By

the "Attendees” hst.
ﬁ windows 7 Application SPF1\adm

Compatibility List for
IT Pros Cintw
4 Manage attendoes

(F] weekiyblog T SPF1\adm

_I solo_mini_manual SPF1ladm
HEw

fﬂ} Paul Galvin Wild West SPF1\adm
Hes —

] JoakCovar & ww SPF1)

& MyBo kCover O SPF1\adm

@) completerealword SPF1\adm

oW -

The following steps must be taken in a client system that is running Outlook
2010; otherwise, Connect to Outlook, although listed, is not available for use.

Follow these steps to link that document library to Outlook 2010:

1. Open the document library by clicking the Document Library heading in
Figure 16.1.

2. Change the ribbon to Library (in the Library Tools section).
3. Move across to the right to the Connect and Export section.

Figure 16.2 shows what you see if you move the cursor over the top icon in this
section.
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Library Taols s -
L | e Feedback
P Documents | by =
_ [ Modify View . Current View: — @ 23 [ edit Library :
)| U b . 5
=] © il Create Column  All Documents  + u B9 [E4 Form web Parts + &
Hew Create E-maila RSS | Syncto SharePoint Library
Row 2] | View [J] Navigate Up Current Page Link  Feed Workspace @ Settings
Datasheet Manage Views Share & Track Connect & Export Customize Library Setti
[ Type Name Connect to Outlook
. Synchronize items and make
Wi %
| CompleteRealWorid 0 them available offine using
B MyBookCover Hvew Microsoft Outlook.
] Paul Galvin Wild West Eivew 5.12.2008 12:49 SPH
(] solo_mini_manual &ner 5.12.2008 12:50 SPH
[&] weeklyblog Evew 5.12.2008 12:51 SPH
=] Windows 7 Application Compatibility List for IT Pros &new 9.12.2009 12:54 SPH

4k Add new document

It might be that you don’t see exactly the same ribbon (as shown in Figure 16.2)
on your screen. For instance, in the Connect & Export section in Figure 16.2,
there is a column of three icons. On large screens and bigger windows, those
icons have labels (Connect to Outlook, Export to Excel, and Open with Explorer).
Another less useful change is that the small icon in Figure 16.2 for Edit Library
can become a large icon like that used in Figure 16.2 for RSS Feed.

The ribbon only works when using a recent browser. If you are still using, for
instance, IEG, you get a message warning you of limited functionality, and you can-
not follow any of the following steps. (IE6 is not officially supported as a browser
for SPF 2010.)

4. Click the Connect to Outlook icon.

5. Control is likely to be transferred to a pop-up IE window asking you to confirm
that you want the website to open the Outlook program (see Figure 16.3).

ernet Explorer | — | 2
Internet Explorer f

\J - Do you want to allow this website to open a program on
1 your computer?
From: 172.27.89.106
Program: Microseft Outlook

Address: stssync//sts/7 -
ver=1.1&type=documentséicmd=add- -

Always ask before opening this type of address

Mow | [ Cancel |

potertially harm your computer. Do not allow it unless you trust

[ 3' Allowing web content to open a program can be useful, but it can
- the source of the content. What's the risk 7

6. Click Allow.
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FIGURE 16.2
Finding Connect
to Outlook

‘F

ay

%
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FIGURE 16.3
Outlook requires
permission.
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7. A similar second pop-up box might appear; click Allow there, too. (This second
pop-up is to allow the transfer of content.)

Diﬁ#mu,_ | logged in using 172.27.89.106, the TCP/IP address of the SPF1 server at the
ow: time, rather than SPF1.

After this second Allow with the background of the website, Outlook 2010
opens, and on top of that there is a new pop-up window that again asks if we
actually want to do this (see Figure 16.4).

FIGURE 16.4 (s e —T™y
Approving the Micrasoft Outlook &J

connection of

the document Ul
library to Outlook = You should only connect lists from sources you know and trust.

Connect this SharePoint Document Library to Outlook?

1in BookSite2 - Document Library
http: /172, 27.89. 106,/BookSite 2/Document Library/1
To configure this Document Library, dick Advanced.

——|——

=
-

8. Click Advanced and change the default name to SPF1 Book Documents (see
Figure 16.5).

FIGURE 16.5 [Snorcpaint it Optiors TR T e oo e . ==
Specifying the

name in Outlook
2010 of the doc-

Use the choices below to configure options for this SharePoint list.

. General
ument libra ry Folder Name: SPF 1 Book Documents|
List Name: Document Library
Type: Document Library
Location: http:/{172.27.89. 106 /BookSite2/Document Library/
Server Version: Not Avalable
Permissions: Read
Desaription:

Display this list on other computers with the account:  Walsh, Michael
Update Limit
Update this subscription with the publisher's recommendation. Send/Receive groups do

not update more frequently than the recommended limit to prevent your subscription
from possibly being cancelled by the content provider.

Current provider limit: Not published.

9. Click OK.
10. This takes us back to Figure 16.4. Click Yes.

11. Now you need to Log In (again) to the website (see Figure 16.6).
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Windows Security

S

Connecting to 172.27.89.106

Enter your credentials

— | Llser name

| Password

Domain: WINT

[ Remember my credentials

12. Enter User name in the form SPF1\Administrator. (Otherwise WIN7 would be

taken as the “domain.”)

Don’t worry if you need to enter the preceding text twice before you move on.

What now happens is that the pop-up disappears, and one-by-one the files from the
document library are (slowly) copied across and listed on the page. When all the six

files that were in the BookSite2 document library are copied, you see something like

Figure 16.7 (which is the center section of the page).

Search 1 (Ctrl+E)

larrange By: Availability Downloaded on top

4 Downloaded Documents

s

£ completeRealworld.doc
SPFI\administratar

09 December 2009

101 KB

1il] CompleteRealWorld.doc 12:48
SPFL\administrator

[=] MyBookCover.JPG 12:49
SPFL\administrator

[E}] Paul Galvin Wild West.pptx 1250
SPFL\administrator

[ solo_mini_manual.pdf 12:51
SPF1\administrator

|| weekiyblog.bxt 1252

SPF1\administrator

E] windows 7 Application Compatibility List for IT Pr...
SPFL\administrator

-
This is the final chapter in what | @
hope has been avery

interesting book.

My nineteen MVP colleagues
have each written about a
SharePoint 2010 subject close to
their heart, but what if they
didn’t cover something you
need to know more about or
what if you want more than a
single chapter can give you?

Here, I'll help you to find other
books; to know how to
continually track Microsoft and
other articles and documents;

Here, in addition to the list of documents, you can see a new pane containing the

content of the first document in the list. Figure 16.8, for instance, shows what the pre-

viewer for Excel files makes of the last item in the Document Library.
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FIGURE 16.6
Authorizing
access to the
website

Dl

FIGURE 16.7
The document
library as shown
in Outlook 2010
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FIGURE 16.8
Another preview
example

Search 1 (Ctri+E)

Pl Windows 7 Application

Arrange By: Availability Downloaded ontop & SPFI\administrator

4 Downloaded Documents 09 December 2009

@) CompleteRealWorld.doc 1248
SPF1\administrator

| MyBookCover.JPG 1249

 SPFI\administratar G

(] Paul Galvin Wild Westpptx 12:50
SPF1\administrator

() solo_mini_manual.pdf 1251
SPFL\administrator

[ weekiyblog.bet 1252
SPF1\administrator

] windows 7 Application Compatibility List for IT Pro...
SPFL\administrator

=
-

List last updated: Novemb

"Compatible” means that
Windows Logo Program co

“Compatible —Windows7
7" logo, software and hard
http://www.microsoft.con
https://winqual.microsoft.

;wmwmmau‘mlu

Bx‘”m_ Previewers are available for most standard basic file formats—here for instance
ay xt and .jpg—and for all Microsoft Office products. At the time of this writing,
there was no Previewer available for pdf files; however, this is expected by the
time the product is fully released. (There is a pdf viewer in Outlook 2007.)

Deleting Connections to Old Servers

At some stage, you should remove from Outlook 2010 some of your connections to
old (or test) Lists because they are no longer needed and, by still being there, take up
useful screen space. To do this, follow these steps:

1. With Outlook 2010 open, scroll down in the left column to the SharePoint Lists
section.

2. Select the name of the link you want to remove; here this link is to an old test
document library called Team Site—Shared Documents (see Figure 16.9).

3. Right-click and then select Delete Folder, which gives you Figure 16.10.

4. Click OK, and the Link is removed.

D_iﬁﬁ‘mu,,_ The text in Figure 16.10 is much scarier than it ought to be. The key paragraph is
ow: the second one—namely that you are not deleting the List on the (SharePoint)
server.

Linking Calendars to Outiook 2010

Another useful way to combine Outlook 2010 with SPF 2010 is to link calendars
between the two. This section goes into the details of how to set that up.

1. Open a Calendar List in SPF 2010 and select Calendar in the Calendar Tools
section. As shown in Figure 16.11, I have selected the Calendar entry from the
(default) Team Site because there is already an entry there.
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FIGURE 16.9
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A scary warning

Do you want to delete the "Team Site - Shared Documents” folder and its contents? Deleting this folder removes the

A

e werver.

related Shareont kst from all computers that yeu use.
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FIGURE 16.11
The Calendar
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On the far right of this extract (see Figure 16.11) of the ribbon is an item Calen-
dars Overlay. This enables you to overlay SharePoint Calendars within SharePoint.
As you see in Outlook 2010, you can overlay SharePoint Calendars with the Out-

look Calendar.
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FIGURE 16.12
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2. Select Connect to Outlook.

3. The same warning about allowing a website to open a program on your com-
puter is present as a pop-up (refer to Figure 16.3). Just click Allow.

4. The same follow-up warning about allowing the website to open web content
comes here, too. Click Allow.

5. Finally Outlook 2010 opens, and there is the same warning as in Figure 16.4,
only now for SharePoint Calendar. Click Advanced, change the name to
SPF1-Calendar, write Calendar from the SPF1 Team Site in the description
field, click OK, and then select Yes (see Figure 16.4).

6. Again you need to connect to the site with SPF1\ Administrator and password.

7. You now have a Listing for SPF1—Calendar in a new Other Calendars section.
SPF1—Calendar has been automatically selected for display, so your Outlook
now displays both the Outlook Calendar and the SPF 2010 Calendar (see
Figure 16.12).

Folder View
e ‘Wl G == - ‘n.: 7%
et 7 Day Work Week [Month |Schedule Open  Calendar E-mail Share  Publish  Calendar
Days Week ad iew Calendar - Groups ~ Calendar Calendar Online ~ Permissions
Arrange 5| Manage Calendars Share
4 » December 2009 Search Ca
‘Calendar x 4 SPF1 - Calendar x
Mon | Tue | Wed | Thu | Fi | Sat | sun Mon | Tue | wed | Thu |
30 1 2 3 4 5 6 30Nov 1Dec 2
o 028 020: 020: 020: |
& 1 2 -3 o
2 3
7 8 9 10 1 12 13 il 8 9 10
| 028: 2 =
& Bl
£ Bl
14 15 16 |17 |18 19 20 14 15 6 17
~ 028 = = My Tt
= =
E Bl
3 =
21 2 23 24 25 26 27 21 2 23 24
~ 028 o Julat Jul o4
= =
= 2

To get an overlay view of the two calendars, click the leftward-facing arrow at the
top of the SPF1—Calendar section of Figure 16.12. The Overlay View obtained is
shown in Figure 16.13.
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Search SPF1 - Caler

<4 » December 2009

# Calendar X % SPFL-Calendar X
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30 Nov 1 Dec 2 3 4 )
i
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i
]

14 15 16 17 18 19

12:00 My Test C

14-19.12

21 22 23 24 25 26

21- 2612

It's up to you when using Outlook 2010 to decide which of these alternatives
(Overlay or Non-Overlay) you choose to see at any time. You can also see only one
of the two calendars, or you can include one or more calendars from the My Cal-
endars and Shared Calendars sections.

Synchronization occurs at the frequency specified. To see the synchronization in
SPF 2010, you need to reaccess or refresh the page containing the Calendar List
(or containing a web part list view derived from it).

Overlapping two or more SharePoint calendars with your own calendar is a perfect
way to solve the problem of being a member of several different projects, each of
which has its own calendar located in SharePoint sites. Although there are alter-
natives using only SharePoint, using Outlook 2010 to overlay them is both easier
and more powerful.

Synchronization between SPF 2010 and Outlook 2010 for SPF 2010 calendars that are
stored in Outlook 2010 is two-way. So it is possible to add a new item to a calendar in

the Outlook 2010 copy of a SPF 2010 calendar and then have it synchronized auto-
matically to the SPF 2010 site. (Changes made to the SPF 2010 calendar naturally
also synchronize to the Outlook 2010 version of the Calendar.)
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FIGURE 16.13
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FIGURE 16.14
A calendar in
SPF 2010 that
includes an
entry made in
Outlook 2010

FIGURE 16.15
The List View
web part of the
SPF 2010 calen-
dar also contains
the new entry.
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To see this in action, we need to take the following steps:

1. Access the Outlook 2010 copy of the SharePoint Calendar (SPF1—Calendar). Do
this by removing Calendar from the Overlay View, as shown in Figure 16.13.

2. Add a new entry. Here I'm adding a meeting for the December 30, 2009 (called
End of Year Meeting).

3. Now open the calendar in SPF 2010. Here I'm going directly to
http://172.27.89.106/Lists/Calendar/calendar.aspx. Your TCP/IP address will be
different of course. Figure 16.14 displays a small section of the page.

13 14 15 16 17
12:00 pm - 1:00 pri
My Test Calendar

20 21 22 23 24

27 28 29 30 31
10:00 am - 1:00 prr
End of Year Mesting

4. Click Team Site in the breadcrumbs near the top left of the Calendar page, a
part of which was shown in Figure 16.14. Figure 16.15 shows a revised section
of the default page of the (default) Team Site.

Calendar

Start Time End Time o+ Event Type ¥ g Tite Lecation

Welcome to your site!

Shared Documents

Type NHame Medified

o

If the calendar was already open in your browser, you need to refresh the page
because you will see only the initial entry.
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Linking Contacts to Outlook 2010 (and
Learning How to Delete a List)

At the moment, we don’t have a Contacts List in our site, but we need one to check
functionality with Outlook 2010, so follow these steps to create one. We create one in
the (default) Team Site, but it could be created in one of the other sites if preferred;
just amend the steps for using it.

1. Go to the Team Site if you aren’t already there.

In Hour 6, “Using Libraries and Lists,” | recommend that you don’t install Sil-
verlight on your server because the “Improve(d) Creation Experience” it offers is
in this case not an improvement. On your client system you probably have no
choice because other applications or websites may require Silverlight.

Figure 16.16 is what the More Options page looks like when the SPF 2010 site is
accessed from a client system where Silverlight has been installed. Figure 6.2 in
Hour 6 is what it looks like when accessed from the SPF 2010 server where Sil-
verlight hasn’t been installed.

Create
Browse From:

Installed Items > _

Office.com

Filter By:
All Types 3 w
Library

List Announcements

Page

it

all Categories L | - i

Blank Site Blag Calandar

Contacts Content Page Custom List

2. Select Site Actions and then More Options from the drop-down (see Figure 16.16).

3. Going through this All list of things that can be created would take forever, so
click List in the left column to make the list of options more manageable (see
Figure 16.17).
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FIGURE 16.16
The More
Options page in
a system with
Silverlight
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FIGURE 16.17
All the different
List types
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Create
Browse From:

Installed Items >

Title & Type
Office.com
i pes w ;3J
Library
List 5 Announcements Calendar Contacts

Page
Site

All Categories > w _I‘ b, |
Blank & Custom ,g?)

Custom List Custom List in
Datasheet View

Collaboration Discussion Board
Content & Data

Search

Tracking
o

o Ftagnal list Fvtarnal |ick

»

Trnart Srresadchest

Office.com

4. This is just a list of all the items from the Communications; Tracking and Custom
Lists columns are in the non-Silverlight version in Figure 6.2. (The second copy of

External List will probably be gone in your copy of SPF 2010.) Click Calendar.

5. Specify BookCalendarl as the name of the Calendar in the right section of the
screen. Create now becomes an available option.

6. Click Create.

Around this time if not before, you’ll have realized that we wanted to create a Con-
tacts List and we’ve created by mistake a Calendar List. I've done this to show
you how to delete a List you've created by mistake because it’s not that obvious.

7. After the BookCalendarl list has been created, you have only the horizontal
menu selection, but nothing has been selected, and therefore there is no thread
visible. Select Calendar in the Calendar Tools section. (Refer to Figure 16.11—
again, no misprint!)

8. Select List Settings to the right of the screen (see Figure 16.18).
9. Click Delete this List.
10. Click OK to approve that the List is sent to the Recycle Bin.

11. After that small detour, go back to the screenshot shown in Figure 16.16, and
this time select Contacts.

12. This time specify BookContacts1 as the name and again select Create. To use
it, add some new names using Add New Item, as shown in Figure 16.19.
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BookCalendarl * List Settings

BookSite2

List Information

General Settings
fiiiie, description. and. navigaten
Versioning settings
Adwvanced settings

Validation settings

Content Types

Name: BookCalendarl
Web Address: http://172.27.89.106/Lists/BookCalendarl/calendar.aspx
Description:

Permissions and Management

Delete this list
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Permissions for this list

Workflow Settings

e =

i Modify View . Current View:

= - @ Sync to SharePoint W
5 | 1O il Create Column | All contacts = =
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FIGURE 16.18
List Settings

FIGURE 16.19
A new Contacts
List
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Row (2] View [Z] Navigate Up Current Page Link Feed & Exportto Excel

Datasheet Manage Views Share & Track Connect & Exp|
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There are no items to show in this view of the "BookContacts1” list. To add a new item, click "N

4k Add new item

13. Then in Figure 16.20, select Connect to Outlook.

FIGURE 16.20
Browse List

The populated

oy [B Modify View . Current View: — @ Sync ta SharePaint Workspace Contacts List in
= I il Create Column | Al contacts = (=4 k 5 Connect to Outlook SPF 2010
New Create Emalla RSS
Row [ View (3 Navigate Up Current Page link  Feed 1 Export to Excel
Datasheet Manage Views Share & Track Connect & Export
[Fl @ LastName First Name Company Business Phone
Bannister & Minnie
Bluebottle &new
Grytpype-Thynne &inew Hercules
Moriarty Evew 1im
Seagoon few Neddy
& Add new item

The same three “do you want to” screens come that we’ve already seen when
connecting a document library and a calendar. Proceed through those screens
as before.

14. Again select Advanced in the third screen to change the name to SPF1—BookCon-
tacts1 before finally seeing the BookContacts1 List in your copy of Outlook 2010.
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FIGURE 16.21
The populated
Contacts List in
Outlook 2010
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You see the Business Card view that takes up a lot of space for no good reason, so go
to View on the menu line and then select Change Views at the far left of the ribbon.
I've amended this to “Address Card,” as shown in Figure 16.21.

| Home Send / Receive Folder View
- - Reverse Sort
& 1
L B :
Change View =

View > Settings
Current View Arrangement

4 Ny Contacts

8= Contacts

23] Suggested Contacts
4 Other Contacts

8 SPF1 - BookContactsl

Search SPF1 - BookContactsl [Ctrl+E)

Bluebottie

Moriarty, Jim

|
|
Grytpype Thynne, Hercules |
|
|

Seagoon, Neddy

Just as with calendars, the link between the listing in the Other Contacts group in
Outlook 2010 and the SharePoint Contacts List is synchronized in both directions.

The choice of which View is to be used for a Contacts set in Outlook 2010 is indi-
vidual to the particular Contacts set. You could have, for instance, Contacts as a
List and SPF1—BooksContents1 as Address Card.

Unlike with calendars, however, you cannot overlay the SPF 2010 Contacts List you

copied to Outlook 2010 with the Outlook 2010 Contacts List. Instead, you can select
only one of the Contact lists listed in the left column to be displayed in the center of
the screen.

Summary

In this hour, we looked at document libraries, calendars, and contacts and how you
can use them in connection with Outlook 2010.
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Q. | have Outlook 2007—can I still get this functionality?

A. Connecting these lists to Outlook 2007 is almost identical with copying them to
Outlook 2010. Also the options available when the lists have been copied to
Outlook 2007 are similar. With Outlook 2007, synchronization is two-way, and
with Outlook 2007, too, you have preview software for files in document
libraries that can overlay calendars but cannot overlay contacts.

Q. I have Outlook 2003—can I still get this functionality?

A. With Outlook 2003 on the client PC, functionality is cut down severely:

» There is no longer a Connect to Outlook option for document libraries if
Outlook 2003 is used.

» You can no longer overlay a SharePoint calendar with an Outlook calendar if
Outlook 2003 is used.

There is only one-way synchronization between a SharePoint calendar in
Outlook 2003 and the same calendar in the SharePoint site. One-way here
means that changes made in the SharePoint site are reflected in the
Outlook 2003 copy of the calendar but not vice versa.

» There is only one-way synchronization between a SharePoint Contact List in
Outlook 2003 and the same contacts list in the SharePoint site. One-way
here means that changes made in the SharePoint site are reflected in the
Outlook 2003 copy of the contacts list but not vice versa.

Q. | have some file types in my Document Library that are not shown in the Pre-
view screen in Outlook 2010. Why not?

A. Microsoft provides in Outlook 2010 preview software for most common file
types. If there isn’t preview software included for a particular file type, the con-
tents of files of that file type will not be displayed in the Preview pane.

Check the main Office page (http://www.microsoft.com/office) to see if preview D_iﬁﬁunu,,_
software for any new file types is available. This might also come as part of an ow:

Outlook 2010 (or Office 2010) Service Pack.
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Workshop

Quiz
1. How can you use Outlook 2007/2010 to view the contents of a document stored
in an SPF 2010 document library?

2. What is the main difference between using SPF 2010 calendars and contacts
lists with Outlook 2003 and Outlook 2007/2010?

Answers

1. Both these Outlook products have a viewing frame with built-in Viewers for
many standard file types. If an SPF 2010 document library is also listed in Out-
look 2007/2010, this viewing frame can be used to view the contents of most of
the documents in that document library.

2. Outlook 2003 has only one-way synchronization for these lists. Outlook
2007/2010 has two-way synchronization.



HOUR 17

Sharing OneNote 2010 or
OneNote 2007 Notebooks
with SPF 2010

What You’ll Learn in This Hour

» Using OneNote 2010 with SPF 2010
» Using OneNote 2007 with SPF 2010

This hour looks at the various ways of using the OneNote product with SPF 2010.
Because there are quite large differences between the usage with OneNote 2010 and
with OneNote 2007, I cover each case separately.

Why Combine OneNote 2010
with SPF 2010

I've been a keen user of OneNote since its early days, and I hope by covering its use
with SPF 2010 in this book encourages more people to start using it. OneNote 2010 is
included in every version of Office 2010 except the Starter Edition, which should help.

OneNote is the modern equivalent of the Borland product Sidekick that was installed
in many client systems in the early DOS days. It ran in the background, and you
could use it for quickly copying text to and having it saved automatically.

I use OneNote (both OneNote 2007 and OneNote 2010 on different machines) as a
structured location for keeping (private) copies of important sections of web pages
and articles. Other people use it as a storage location for videos, slide shows, and so
on. It's a versatile product with imaginative developers, and its main strength is that
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you can copy and paste almost anything to it while not needing to explicitly save
what you have copied.

For most OneNote users, the information they store in it is important to them, and
therefore they want access to it wherever they are. Storing OneNote 2010 notebooks
in SPF 2010 allows access to them from any PC running its own copy of OneNote
2010 (or OneNote 2007 if the Notebooks have been stored in that format).

There are three main ways to use OneNote 2010:
Option 1. Store and use them on a single client PC running OneNote 2010.

Option 2. Store them in a USB stick and use them from any client PC run-
ning OneNote 2010.

Option 3. Store them in an SPF 2010 (or SP 2010) server and use them from
any client PC running OneNote 2010.

Option 1 is clearly a solution only when you can guarantee that you will have that
PC available to you when you want to access your OneNote files. That won’t be the
situation for most people.

Option 2 works all the time, provided the PCs where you are have USB ports that you
have access to (and provided you don’t lose the USB stick!). In effect this means
everywhere except an Internet café or other location where you can’t attach USB
sticks.

Option 3 works all the time provided your SPF 2010 server is available to you via the
Internet.

Although this is a SharePoint book and | describe how to set up option 3, what |
personally use is option 2. The reason for this is, because | use a lot of different
PCs, | do not always have access to a server running my SharePoint storage of
OneNote notebooks, and | have found synchronization of those OneNote note-
books between different client systems to be challenging. The “Q&A” section in
this hour describes how to setup the USB stick method of using OneNote 2010.

Unlike the situation with OneNote 2007 where it was only possible to share a new

notebook, with OneNote 2010 you can also change an existing notebook to shared
and thus can also move an existing OneNote notebook to a SharePoint site. So fol-
lowing are two slightly different sets of instructions for each of those two scenarios.
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How to Create a OneNote 2010 Notebook and
Store It in SPF 2010

Here are the steps for creating a new OneNote 2010 notebook and storing it in an SPF
2010 system:

1. Open OneNote 2010.
2. Select File > New > Network.

3. Fill out the new Notebook page in a similar way to Figure 17.1 (being careful
with the Network Connection field).

Home Insert Share Craw Review View

Infa

New Notebook

Open 1. Store Notebook On:

Share

Save As

A‘ My Computer

Send

Print

2. Name:

Help
BookNotebookl

2] Options

e 3. Network Location:

hittpe/112.27 3106/ OurDocumentlibrany Browse

If you can only remember the name of the site and still want to use this function,
you can specify the site here and then click Browse. This will (after requests for
you to give name and password) give you a list of document libraries. Select one
and the correct full address (as shown previously) will be visible in the Network
Location field and you can proceed with step 3.

It’s important here that you choose the address of a Document Library. If you
specify only the address of the SharePoint site, this won’t work.

4. Click Create Notebook.

At this point, you typically see one or more boxes asking you to log in to the
SPF 2010 site. Don't forget the need to specify the full SPF1\Administrator as
the name.
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FIGURE 17.2
Asking if an

email is required

FIGURE 17.3
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You will probably see a temporary pop-up informing you that you are connect-
ing to the site, and then you see Figure 17.2, which requires input.

Microsoft OneNote =

fol Notebook created. Itis shared with anyone with access permissions at that Web location.

Emalalik | | MNo, Thanks

5. Select No, Thanks. (There’s no need to send an email to yourself as administrator.)

6. Scroll to the bottom of the Notebook column on the left (of OneNote 2010), and
you see Figure 17.3. (If necessary, widen the column to see the full name.)

mEuokNutehould B oA
B New Section1

7. Right-click the name of the new Notebook and select Properties (see
Figure 17.4).

Notebook Properties Bl
Display name: BookMNotebook1
Does not affect the actual notebook folder name.
Color: | ) sooknotebook1 E]
Path: hittp://172.27.88. 106/OurDocument ibrary/BookNotebook 1/ e
Default Format:  OneNote 2010 notebook format
Conyert to 2007

There is one possible problem. Without asking us the system has created a
OneNote notebook that is in Office 2010 format. This is fine if you can be sure
that all the people accessing it will be running OneNote 2010 on their client
machines but is a disaster if some users are running OneNote 2007 because
they can’t open the file and see the data.

Check the OneNote site by going to http://office.microsoft.com/en-us/default.
aspx and then accessing Products and finally OneNote for more information about
what is new when using the OneNote 2007 format. (Try first the direct link, which
at the time of writing was http://office.microsoft.com/en-us/onenote/
FX100487701033.aspx).
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http://office.microsoft.com/en-us/default.aspx
http://office.microsoft.com/en-us/onenote/FX100487701033.aspx
http://office.microsoft.com/en-us/onenote/FX100487701033.aspx
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8. To make sure that all our users can access this workbook, continue from Figure
17.4 and select Convert to 2007 (see Figure 17.5).

It is possible to wait and do this later. There are two good reasons for doing it now:

» No user will get a message saying that he/she can’t access the data.

» A conversion done now before content is added will take less time.

Convert to OneNote 2007 Format @I&J

e Warning: Some content types, such as math equations,
! | linked notes, and notebook history, may be removed on
—  conversion,
Do you want to continue?

[] Do not show this message again

The OneNote 2010 Guide notebook installed with every OneNote 2010 installa-
tion gives lots of useful information about what is in OneNote 2010 but doesn’t
go into details about what is only available in the 2010 file format.

Figure 17.5 lists some of the features that are only available with the 2010 format
and which therefore will be lost with this conversion. Because we have not yet
added any data, we won't lose any content, just the ability to uses these features.

9. Click OK.

This conversion, even of an empty notebook, can take quite a bit of time. Time
enough for a short coffee break perhaps. Following the conversion, right-click the
name of the Notebook and again select Properties just to make sure that the
equivalent of Figure 17.4 displays OneNote 2007 notebook format. It's also use-
ful at this stage to give the New Section 1 section a proper name.

To complete this exercise, open the website in your browser and access the document
library where you stored the OneNote notebook (see Figure 17.6).

~ Name Madified Maodified By

BookNotebookl 12/15/2009

SPF1\administrator
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FIGURE 17.7
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2010 notebook
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How to Convert an Existing OneNote Notebook to
Shared and Store It in SPF 2010

The following steps show how to share the OneNote 2010 Guide notebook that is
installed as part of a standard OneNote 2010 installation. As part of the process of
converting the notebook to shared, it will be stored in a SPF 2010 document library.

1. (In OneNote 2010) Select File > Information.

2. Click the Settings drop-down next to OneNote 2010 User Guide (see
Figure 17.7).

Home Ingert Share Draw Review View
% Notebook Information

Open

. SharePoint 2010 USB
MNew | WhVelume[4efdcdl-864e- 11 de-E504- 005056 00008 P\ OneMote200TUSE\Sh...
\ Settings @ Mot connected.
1 - a .
s @ Invite people to this notebook
Save As

OneNote 2010 Guide

Send gt
S Chlsers\Mike\DocumentsiOneNote Notebooks\OneNote 2010 Guide
Print Settings BB Share Notebook Online
Hel =
i l_-._,l Share
] Optiens , rk Notebook
] | Close Jsers\Mik#\Documents\OneNate Notebooks\Work Notebook
ahare Notebook ¢
- Properties

3. Click Share.
4. The Share Notebook page offers us the choice of Web and Network.
5. Select Network.

Figure 17.8 offers us the same location that we used last time we stored a note-
book to an SPF 2010 document library. Then we were creating a new notebook;
this time we are making a nonshared notebook shared and moving it to be
stored in a location where shared makes sense. (Clearly making something
shared and then leaving it in a place where only one person could access it
wouldn’t make any sense.)

We want to store this newly shared notebook in the same location.

It’s useful to have a single document library that contains only the OneNote note-
books that you are storing in the SharePoint site.
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mme Insert  Share  Draw  Review  View FIGURE 17.8

o Prespecified
Share Notebook Document

Open 1. Select Notebook: Library for the
— shared notebook

Mew 1| OneNote 2010 Guide >

-

2. Share On:

Save As

i Web
Send 3 Access from any computer or browser.

Share with others (optional).

Print 2% Network
SuJ Shared with others on the network. |
Help
1 Options )
B or 3. Network Location:
XK Bt

http://172.27.89.106/0urDocumentLibrary/

Recent Locations

[ OurDocumentLibrary I
htp://172.27.89.106/OurDocumentlibra... |

6. Click Share Notebook.

You see Figure 17.9 for a short while followed by Figure 17.2 where again No,
Thanks can be clicked.

Rt ey FIGURE 17.9
- 1t Onellots = OneNote is sync-
OneNote is synding changes. Ing Changes.
= =
If you want, you can check in two ways that this change of type and location has
succeeded:
1. Check in OneNote 2010 the properties of the notebook after right-clicking the
notebook name. The Path will be specified as http://172.27.89.106/
OurDocumentLibrary/OneNote 2010 Guide/.
2. Open the OurDocumentLibrary document library in the browser and right-click
OneNote 2010 Guide. Then select Manage Permissions (see Figure 17.10).
Name Modified Modified By FIGURE 17.10
BookNotebookl 12/15/2009 12:19 PM SPF1\administrator CheCklng the
OneNote 2010 Guide 12/15/2009 12:59 PM SPF1\administrator Status Of the for_
5 merly nonshared
View Properties notebook

[ Edit Properties
Edit in Microsoft OneNote
Connect to Outlook

Manage Permissions
Delete

X@ &
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FIGURE 17.11
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The OneNote notebook is stored as a folder, so the system here uses the stan-
dard function of specifying different access rights for folders. We won’t specify
any different rights. Here | just wanted to make you aware of this possibility.

Accessing Permissions gives us the list of users who have access rights to the site and
where these access rights have been inherited by the document library (as shown in
Figure 17.11). If we want, we can then remove some of these users if the information
in our shared OneNote notebook is particularly sensitive.

Site Actions - B Browse Edit

&) [ £
8 & &
L1 I RN
Manage Stop Inheriting Check
Parent Permissions Permissions
Inheritance Check

This folder inherits permissions from its parent. (Team Site)

ReadPlus

Team Site Members

Team Site Owners SharePoint Full Contral

Team Site Visitors S;I'!a.'EEDH‘i Read

Because we can give this Notebook different access rights confirms that it is now
shared, and the fact that we can access it using the browser in a document library
confirms that it has been relocated.

Users of OneNote 2007 have access to the same notebooks that an administra-
tor using OneNote 2010 has created provided that the administrator has either
specified that she wants to create a notebook in OneNote 2007 format or has
converted an existing notebook that was already created in OneNote 2010 format
to OneNote 2007 format.

The Basics of Using OneNote 2007
with SPF 2010

In this section, where we look at using OneNote 2007 with SPF 2010, we concentrate
on creating a new shared notebook and storing it in an SPF 2010 document library.

Apart from a slightly less appealing user interface, OneNote 2007 users also lose out

in one useful OneNote function that OneNote 2010 users have, even if OneNote 2007
format files are used. Figure 17.12 indicates this, using OneNote 2010 and one of the

private notebooks that I use to keep track of useful SharePoint information.
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Review View

Notebooks <

2010 - MSDN Magazine = 2010 - Access o B

[} sharePaint 2010 usB @ ~ =
2010 - MSDN Magazine

& 2010 - TechNet Magazine -
& 2010 - Office WebApps =

827

. Access 2010 Videos

okakuuta 2009

= 2010 - Client Programming
= 2010 - Client Security

(& 2010 - Client General

= 2010 - Access http://channeld.msdn.com/shows/Access/Microsoft-
2010 - Excel £ Access-2010-Demo/

2010 - Exchange

== 2010 - InfoPath

== 2010 - Office Mobile

(Z. 2010 - OneMote

== 2010 - Qutlook

When using OneNote 2007, to share an existing Notebook, you need to right-click
the Notebook > Notebook Properties > Change Location and then specify
http://spfl and select a suitable document library from those listed in a screen
similar to Figure 17.16, which you'll see later in this hour.

You’ll have noticed in Figure 17.12 that some of the sections in my SharePoint 2010
USB notebook (see the “Q&A” section for what this is) are bold and some aren'’t.

OneNote 2010 indicates with bold a section that contains items that haven’t been
accessed in this client system. This means that the items have been added in a differ-
ent client system (that could have been running either OneNote 2010 or OneNote
2007) and then have later been synchronized with this client system. Similarly in the
right column (further to the right than what you can see in Figure 17.12), the items in
the section that haven'’t been read are bold until read. This small change is amaz-
ingly useful in what might well be a common scenario.

At work you see an interesting web page, and you have time to copy/paste it into the
copy of OneNote that you are using on the work machine but no time to read it.
Throughout the days of the week, you do the same several times, and at the weekend
you take the USB stick home and connect it to your home machine (and it syncs).
Now, provided you had already read (or marked as read) everything that was already
on that client system, you can see highlighted only those (sections and) items that
you haven't yet read, and you can read them at your leisure over the weekend.

Using OneNote 2007, you have to remember them and hunt for them, and you’ll
probably forget where half of them are. However, the USB stick method is in the
“Q&A” section, so the following section is a description of how to create a Shared
Notebook when using OneNote 2007 and store that in a SPF 2010 document library.
I'm well aware of the difficulties people working in (especially) large companies have
in getting permission to upgrade their Office versions. (I can’t help OneNote 2003
users though, sorry).
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FIGURE 17.13
Creating a
Shared Notebook

FIGURE 17.14
Specifying the
notebook’s
properties
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Sharing a OneNote 2007 Notebook with
SPF 2010

Here, we go through the process of creating a Shared Notebook in OneNote 2007,
adding it to SPF 2010, and using the notebook from SPF 2010:

1. Open OneNote 2007 and select Share > Create Shared Notebook (see Figure 17.13).

Share

| Create Shared Motebook. ..

|4 Send Shared Motebook Link to Others...
Stop Sharing Matebook, ..
Live Sharing Sessian 3

Explain Chaices on this Menu...

(S

2. In Figure 17.14, I chose the Personal Notebook style to give it some built-in

properties.
[New Notebook Wizard x]
Specify the notebook properties ﬁ'
Hame: Color:
[onetioteTest -
From Template:
| ek =
B Chents Notebook
| Personal Notebook
B Professional Services Notebaok
) Research hotebook
_J Shared Natebaok - Group Project
B Shered Notebook - Reference Materisls =
% f o
pext > Cancel
e Qi = )

3. Figure 17.15 shows the available options for sharing a notebook. Choose the
default options. Click Next.

4. In the Confirm Notebook screen that follows, section http://spfl, click Create to
display the screen shown in Figure 17.16.

5. Select Shared Documents.
6. Click Select.

This creates a folder called OneNoteTest in the Shared Documents document
library, but first we need to confirm our choice of document library (see
Figure 17.17).
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FIGURE 17.15
Sharing a
notebook
FIGURE 17.16
Specifying the
document library
Team Site
All Site Content for the notebook
Document Libraries
£y DoclibTemplateTest - Template
Web part page
My Own Phetos
m Durbacumentlibrany A second Document Library.
*“Documents here can also be shared®
Efy Shared Documents Share a document with the team by adding it to this document library.
By Site Assets Use this library to store files which are included on pages within this
site, such ac images on Wiki pages.
a Site Pages Use this library to ereate and store pages on this site.
B Style Library Use the style library to store style sheets, such as €SS or XSL files.
1::;\1__9 sheets in this gallery can be used by this site or any of its
FIGURE 17.17
Sharing a

notebook
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FIGURE 17.18
The Shared
Notebook in the
document library

FIGURE 17.19
Inside the
Shared Notebook

FIGURE 17.20
The first page of
Books, movies,
and music
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7. Deselect Create an e-mail...

8. Click Create. The notebook has been created in Shared Documents as a folder

(see Figure 17.18).

Browse

ke » Shared Documents @ All Documents

cument with the team by adding it ta this document library.

ITestM2 WikiTestM3 WikiTestM4

L3 OneMoteTest

@ Personal Notebook

5] weeklyblag

18 BookSite2 BookSite3 Web Parts Test WikiTestl WikiTest2 WikiTestd

T Typs HName Madified
1/14/2010 5:44 FM
1/14/2010 5:38 FM

12/4/2009 7:12 PM

9. Open the folder and you see the sections and items that came standard with
the Personal Notebook we selected in Figure 17.14 (see Figure 17.19).

Shared Documents » OnehlloteTest : All Documents
ent with the team by adding it to this document library.
BookSitsZ  BookSits3  Web Parts Test  WikiTestl  WikiTestz
Mz WikiTestM3  WikiTestd
T Type  Mame
@)  Books, movies, and music =
@) Miscellaneous =
B2 OneNote Table OF Contents & new
@)  Personal information = e
@ Recipes mew
@ Shopping mew
o] To do &ew
@ Travel s

WikiTest3

Modified

1/14/2010 5:44 PM
1/14/2010 5:44 PM
1/14/2010 5:44 PM
1/14/2010 5:44 PM
1/14/2010 5:44 PM
1/14/2010 5:44 PM
1/14/2010 5:44 PM
1/14/2010 5:44 PM

10. Finally, click Books, movies, and music, and after a couple of warnings
OneNote 2007 opens in your client machine at the first item in that section, as
shown in Figure 17.20.

. Keep track of your recommendations with OneNote

Examples of what to put in this section
Recommendations you've received from friends

Links to online reviews
Book reviews and book club questions
Information about performers and authors you like

Links to books and music you'd like to purchase online




Q&A

Summary

In this hour, we’ve learned why it is useful to use OneNote 2010 and how to store its
Notebooks in SharePoint Foundation 2010 document libraries so that they can be
shared. We’ve done this for OneNote 2010 and (more briefly) for OneNote 2007.

Q&A

Q. What are the details of your preferred method of installing OneNote 2010 on
a USB stick?

1. Make sure that you have an empty reasonably sized USB stick. (I used an
8GB stick, but I don’t store videos or PowerPoints in OneNote 2010.) One
that is brightly colored and is the only USB stick you possess of that bright
color is preferable. (I have mine on a small, black USB stick. I have mis-
placed it several times.)

2. Create a new Notebook using the following steps:
Open OneNote 2010.

Select File > New > My Computer and Specify a name (for example,
BookNotebook2) but don't click OK yet!

Amend the storage location so that it points at your USB stick (in my
case the F: drive).

Click Create Notebook.

BookNotebook2 opens at New Section 1; give it a different name and
add some content.

3. Now pull the USB stick from the computer. Do not use Safely Remove
Hardware and/or Eject.

4. (Later) Close OneNote 2010.

It is important that OneNote 2010 is still open on the computer when the USB
stick is pulled from the computer. This means that the computer’s cache still
contains the OneNote 2010 notebook, so when you next open OneNote 2010
(or if you have left it open), you can still see the contents of the notebook and
add new content to it even with the USB stick not available.

Here are the steps for using this USB stick-based notebook on a second (or
third...) computer. (Steps 1 and 2 can be done in any order.)
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Open OneNote 2010 if not open.

Attach the USB stick.

In OneNote 2010, select File > Open >/ Open Notebook.
Select the Notebook folder on the USB stick.

Add content if you want.

Pull the USB stick.

N o a » 0 NP

Close OneNote 2010. (Again, this Notebook is available when the USB
stick isn’t connected.)

Finally, here are the steps for synchronizing the USB-based notebook:

Open OneNote 2010 if not open.
Attach the USB Stick.
Go to the USB-based Notebook (BookNotebook2).

Right-click the Notebook itself and not on any item in it.

@ & © M P

Select Synch This Notebook Now.

Q. What special precautions do I need to take if some of my computers are run-
ning OneNote 2007 and others are running OneNote 2010?

A. The problem is that OneNote 2010 files have a different format than OneNote
2007 files, and these naturally are not backward-compatible.

Go to a OneNote site to find a list of the improvements when using the OneNote
2010 format.

If you have both OneNote 2007 and OneNote 2010 installed on different PCs
and cannot for various reasons (cost or company regulations, for example)
upgrade all these copies to OneNote 2010, you should make sure that your
notebooks are all OneNote 2007 format notebooks.



Q&A 271

This means two things:

» You must either create your Notebook when using OneNote 2007 or con-
vert any Notebook that you have created when using OneNote 2010.

» You must not convert an existing 2007 format Notebook to OneNote
2010 format when you access the Notebook for the first time when using
that copy of OneNote 2010. (You will be asked, and the default is to con-
vert, so be careful. Note too that you will be asked if you want to convert
the notebook for every different computer running OneNote 2010 that
opens this Notebook for the first time.)

Provided you follow these rules, you will have no problems accessing and syn-
chronizing (which in OneNote 2007 works as mentioned) your USB stick
OneNote notebooks.
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HOUR 18

Sharing Access 2010 Tables
with SPF 2010

What You’ll Learn in This Hour

> Benefits of having SharePoint Lists stored in Access 2010

> Creating a linked Access 2010 Table from a SharePoint List

Importing a SharePoint List to become an Access 2010 Table (one-off)
Exporting an Access 2010 Table to become a SharePoint List (one-off)

Starting with an Access 2010 Table and creating a linked copy as a
SharePoint List

Creating a SharePoint List while in Access 2010

» The differences between using Access 2010 with SPF 2010 and using
Access 2007 or Access 2003

vVvyy

v

Using Access 2010 with SPF 2010 is made perhaps unnecessarily difficult by there
being several ways of doing it (and by unclear names in the ribbon). Each of these
methods have their own benefits and restrictions, which is why this hour works
through all the options and notes their plusses and minuses.

As we’ll see in Hour 19, “Producing a Report from a Single SPF 2010 List,” and
(especially) Hour 20, “Creating a Report from Several SPF 2010 Lists,” which
deal with the creation of reports on SharePoint Lists, it is easier using Access
2010 to create reports from multiple SharePoint Lists than it was when using
Access 2007.
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Benefits of Having SharePoint Lists
Stored in Access 2010

The possibility of storing any SharePoint list (except surveys and discussions) as a
table in Access is something that first became available in Access 2007. This hour
includes a description of how to do this when using SPF 2010 and Access 2010. Differ-
ences when doing this using Access 2007 are outlined in the “Q&A” section.

The main reason for storing a SharePoint list in Access 2010 is because Access 2010’s
reporting facilities can then be used on those tables. This provides a way of creating
reports from one or (combining) several SharePoint lists that SharePoint doesn’t provide.

A secondary reason for storing a SharePoint list in Access 2010 is because people who
want to do all their work in Access 2010 can then edit the SharePoint list in Access
instead of needing to go to the SharePoint site.

These reasons are valid whether a List is transferred to Access permanently or if
a synchronizable copy of a List is made available as a table in Access 2010. This
works in reverse, too. Most Access 2010 tables can be stored as SharePoint
lists.

Prepare for the following section by creating a Links list (ComputerCompa-
nyLinksList) in the default site and populating it with some entries. (I use HP www.hp.
com, IBM www.ibm.com, and Microsoft www.microsoft.com for the examples that fol-
low.) You have created Lists several times by now, so I won’t give details beyond the
start (Site Actions > More Options > Links).

Scenario 1: Creating a Linked Access
2010 Table from a SharePoint List

To store a SPF 2010 list as a linked Access 2010 table, follow these steps:

1. Open Access 2010; use the Blank Database option (see Figure 18.1).

2. On the right of the same screen (and lower), there is an entry box for the data-
base name. Change the name to BookDatabasel.accdb and click Create (see
Figure 18.2).

3. Select External Data.

4. SharePoint List is no longer (as in Access 2007) visible in the Import section, so
you need to first access the drop-down by selecting More in the Import Section
(see Figure 18.3).

5. Click SharePoint List (see Figure 18.4).
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FIGURE 18.1
Using the Blank
Database option

FIGURE 18.2
An empty data-
base

FIGURE 18.3
External
Data—SharePoint
List

6. Change the name of the site address so that it actually is a SharePoint site. Here
that means changing the name to http://SPF 1 or, depending on your working

environment, to the TCP/

IP address.

If it doesn’t work (Can’t Connect), try again—once. If using the TCP/IP address
still doesn’t work, but for instance you can access the site in your browser using

Dl
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FIGURE 18.4
Source and des-
tination of the
data

FIGURE 18.5
A selection of
Lists for import
to the database
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Get External Data - SharePoint Site ?

Select the source and destination of the data

Specify a SharePoint site:
Site Address
hittp://Mike 1

http://Mike 1

Specify how and where you want to store the datain the current database.

") Import the source data into a new table in the current database.

If the specified object does not exist, Access will create it. If the specified object already exists, Access will append & number to the
name of the imparted object. Changes made to source objects (induding data in tables) wil not be reflected in the current database.

®

Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa.

the same TCP/IP address, the probable reason is that TCP/IP address isn’t listed
in your list of Alternate Access Methods (see Hour 4, “Using the Administration
Site”), so add this TCP/IP address to AAM; run iisreset, and then try again.

7. You can leave the default value of Link to the Data Source by Creating a Linked
Table. This sets up a two-way link that is the usual way we want to use the
SharePoint List / Access 2010 table combination. Click Next.

8. You'll be asked as usual to log in to the SPF1 site (don't forget to make sure the
domain is listed as SPF1), and then you see something like Figure 18.5.

Get External Data - SharePoint Site

Choose the SharePoint lists you want to link to
http://172.27.89. 106

Select the lists you want available in the d

Link. Type Name

E i} Announcements

[} | BookContacts1

I} | Calendar

E m ComputerCompanyLinksList
E i} Links

[} T OurDocumentLibrary
I} | Shared Documents
E m Site Assets

E i} Site Pages

[} T Style Library

I} | Tasks

E m UserInfo

Both alternative names have their disadvantages. SPF1 is fine provided your
client system can find SPF1. TCP/IP is fine as long as you continue to have the
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same TCP/IP address for your SPF 2010 server. Clearly, for synchronization to
work, there needs to be contact between the server and your Access 2010 client.

If you didn’t create a new Links list, you can instead select the default Links list.
It's empty, so you'll need to add some entries to it after it has been imported to
Access 2010.

9. Here for simplicity we just import one list, although because these are check
boxes, it would be possible to import several lists. Select the new Links list I sug-
gested you create at the start of this section. Click in the Link box for Computer-
CompanyLinksList and then click OK.

10. Double-click the item ComputerCompanyLinksList listed under Tablel. You see

Figure 18.6.

Home Create External Data Database Tools Fields Ll
‘I‘j 55 o Text File === Iill===]
5 ¥ & oy 57 g S0

i EF BF @F Gune | 37 $E B0
Saved : Excel Access ODBC Saved Excel Text
Imparts M Database %3 More = Exports File
Impaort & Link

7 ] 1 \ = .
All Access Objects = <« ||.55] Tablel | =] ComputerCompanylinksLis|
Search.. 2 ID w7 URL - MNg
Tables 2 118M
53 Tablet 2 Microsoft
’_ﬂ ComputerCompanylinksList 2 HP

* (New)

This illustrates why the Links list is not a list type that is suitable for maintenance
that will only be done in Access 2010. A more normal type of List would have two
columns, one for URL and one for the Description, and we would maintain it in
Access 2010. Here we have only one URL column with dual functions, so to cor-
rectly specify each row, we would need to go to the List in SPF 2010 and amend
each added row individually with Edit so both a URL and a description could be
specified.

Let’s see what happens to it if we add a value to this table. Because the table has now

been created in Access 2010, we can start a new set of actions by following these steps:

1. Click the square under HP.

2. Type in Oracle. You notice that Access 2010 automatically thinks the URL is
http:/Oracle.

3. Type in www.sun.com in the next line. Access thinks this is the description.
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FIGURE 18.6

A new Access
2010 table from
SharePoint


www.sun.com
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FIGURE 18.7
The revised
SharePoint List
with data from
the Access
2010 table

FIGURE 18.8
Correcting a
Links List item
added in Access
2010
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In Access 2007, there was a Refresh List option. This is no longer needed because if
you now go to your SharePoint site and open this Links list there, you see two addi-
tional entries (Figure 18.7).

List Tools

Site Actions ~ @ WETWUVEMN| ftems  List

Team Site » ComputerCompanyLinksList : All Links

Home BookSitel BookSite2

Documents [ Type Edit URL
Site Pages 5] =] —_—
Shared Documents _} j Microsdf
OurDocumentLibran &

L [B] =] HP

L Oracle

Lists d =
e 5] =] www.sun.com
Tasks 4k Add new link

BookContacts1

ComputerCompanyLink
sList

Clicking the Edit icon in the row that says the URL (description) is www.sun.com dis-
plays Figure 18.8 where the error that came because of adding a row in the Access
2010 copy of this list can be corrected.

ComputerCompanyLinksList - www.sun.com =

Edit

HB Ol X
ot = 153 Copy
Save Cancel Paste Delete

Commit Clipboard Actions

URL *

Notes

Created at 12/11/2009 1:50 PM by SPF1\administrator T ][ T
Last modified at 12/11/2003 1:50 PM by SPF1\sdministrator

The snag with the Oracle item is that (as shown in Figure 18.7) it looked com-
pletely okay and not in need of any change. So if you add a link to a Links list
when in Access 2010, always do that by entering the correct URL rather than the
correct description. As we saw in Figure 18.7, it was clear when in SharePoint
that the description of www.sun.com needed fixing—with “Oracle” it was not so
clear.

Change the description in Figure 18.8 to Sun; repeat for the Oracle item (there you
change the URL field), and all is well.


www.sun.com
www.sun.com
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Scenario 2: Importing a SharePoint List to
Become an Access 2010 Table (One-Off)

To do this, you need to initially follow the steps from the previous section. Here are
those same steps in short form referring to the previous diagrams:

1. Open Access 2010; use the Blank Database option (Figure 18.1).

2. Find the entry box for the database name and change the name to
BookDatabase2.accdb. Click Create. (Figure 18.2, apart from the name of
the database, is identical to what you see here.)

Select External Data.
Access the drop-down by selecting More in the Import Section (Figure 18.3).

Click SharePoint List (Figure 18.4).

o o kW

Change the name of the site address so that it actually is a SharePoint site. Here
that means changing the name to http://SPF 1 or, depending on your working
environment, to the TCP/IP address. From now on things will be different.

7. This time do not accept the default value but select instead the alternative of
Import the Source Data into a New Table in the Current Database.

After a possible interim request to log in to the site (if you work through this entire
hour in one session, you might not need to), you again see Figure 18.5. This time
select a different list—say BookContactsl—and click OK.

One different thing that happens compared to the first scenario is that this time there
is the opportunity to save these steps so that they can be repeated (see Figure 18.9).

Get External Data - SharePaint Site

Save Import Steps

All objects were imported successfully.
Do you want to save these impert steps? This will allow you to quicy repeat the operation without using the wizard.

[] save import steps

At first, you may wonder why this scenario has this step but the first scenario doesn’t.
A moment’s reflection gives the answer.

The first scenario establishes a permanent link between the SharePoint list and the
Access 2010 table. There is thus no need to repeat the action.
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FIGURE 18.9
Save Import
Steps
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This second scenario is a once-only copy of a List from SharePoint to Access 2010.

If we, for instance, want to create a report from a List (see Hour 19), we might want
this report irregularly; in such a case there would be no good reason for having a per-
manent link between the List and an Access 2010 table. So we would copy the list
across, use it (in Access 2010) to create the report, and then delete the Access 2010
table. In a few months’ time we might want a new report using new data, so we
would then copy the list to Access 2010 again. The import steps are not many, but not
needing to do them again after saving them with Figure 18.9 can cut down on the
time this would take.

This sounds logical, but you still need to create the report in the second scenario.
If you have a linked table, you can create the report once, save it, and reuse it
again, and it always uses the latest data. My tip therefore is to use this transfer
method only for genuine one-off actions.

The database and table combination created as a result of following the preceding
instructions differs from Figure 18.6 in two respects:

» It contains the contents of a different List.

> Although you can add new items to the table (and edit or delete), these changes
will never be visible in the original List.

Scenario 3: Exporting an Access 2010
Table to Become a SharePoint List (One-
Off)

The previous two scenarios of the interaction between SPF 2010 and Access 2010 both
originated at the SPF 2010 end. The following three scenarios originate at the Access
2010 end.

The first of them is roughly the opposite of Scenario 2. To start this scenario we need
an Access 2010 table. The table created in Scenario 2 is suitable for our use because it
is already in existence and it is not linked in any way to SPF 2010. To make quite sure
of that, add a few additional contacts and make sure that they do not appear in the
equivalent List in SPF1. They don’t, so we can use this completely separate table (see
Figure 18.10).

Do the following steps:

1. Select External Data.
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Home  Create | Bdemnal Data | DatabaseTools | Fields  Table FIGURE 18.10
5 FEF g 0 O RE Y The new Access
- 95 A xmLle | P ¥ 5 58 9§ 2010 only Book-
Saved Llinked Table Excel Access ODBC Saved Excel Text XML Pl only 5oo
Imports I Database %33 More = | Exports File  File or Contacts1 Table

Impart & Link Export

All Access Objects ® <« | =] Tabler | =3 BookContactst |
[Search.. el D ~ LlastName - FirstName ~
Tables A 1 Bannister Minnie
T BookContactst 5 Bluebottle
E Tebler 2 Grytpype-Thyr Hercules

3 Moriarty Jim

4 Seagoon Neddy

6 Eccles

7 Bloodnok Major

8 Crun Henry
* (New)

2. In the Export Section, select More.

3. In the More drop-down, select SharePoint List. This displays the Export screen
(see Figure 18.11).

Export - SharePoint Site FIGURE 18.11

Export data to
Export data to SharePoint list SharePoint list

Specify a SharePoint site:
Site Address

http: //spf1
http://172.27.89.106

http:/Mike 1

Specify aname for the new list.  (Note: I there s already a list with this name, & number will be appended|
BookContacts1

Description:

Open the list when finished
Note: Exporting a table to the SharePaint site will move all related tables as well,

4. Change the Site address if necessary (here to http://172.27.89.106).
5. Change the name of the List to exAccessBookContactsl.

6. Leave Open the List When Finished selected.

7. Click OK.

The Team Site opens, and there’s a new List (see Figure 18.12).

There is no link to this new list in the Lists section. If you want to fix this, click B,\Lﬂle_
List > List Settings > Title Description and Navigation and select the radio button ay
Yes in the Display This List on the Quick Launch section of the page.
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FIGURE 18.12
The newly trans-
ferred List

FIGURE 18.13
The revised (in
Access 2010)
table
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Site Actions » B GTOUETEN | ftems  List
Team Site » exAccessBookContactsl : All contacts
Home BookSitel BookSite2
Documents [ 1 Last Name First Name
Site Pages 1 Bannister Minnie
Shared Documents b Bloodriok Major
OurDocumentLibrary 5 EBlushottle
|:| 8 Crun Henry
HEE 6 Eccles
Calendar
3 Grytpype-Thynne Hercules
Tasks . X
4 Moriarty Jim
BookContacts1
5 Seagoon Neddy
ComputerCompanyLink
stet 4k Add new item

Following the creation of the site, a screen similar to that shown in Figure 18.9
appears; only this time the screen is for saving Export steps (just close it).

Logic says that this, like in Scenario 2, means that there is no synchronization
between the List exAccessBookContactsl and the Access table BookContacts1, but let’s
do a couple of brief tests just to make sure. Perform the following steps:

1. Add a new contact in exAccessBookContacts1.

2. Go to Access 2010. The BookContacts1 table is probably still open and looks
like Figure 18.13.

Home | Creats  ExternalData  Database Tools Fields  Table
) i - A vz - e
LL\f/ BN Cu ? %lAscend\ng {7 Selection 8 =
e | W E %) Descending V5 Advanced ~ =8 Sav
View | Paste Filter . 15 e Refresh
- - JFo Remo t 7 ToggleFilter | pe X D
Views Clipboard Sart & Filter Re
All Access Objects + « || Tabler-| =] BookContactsl |
\Search.. yel ID ~  LastName - FirstName -
Tables Py 1 Bannister Minnie
F BookContactst 5 Bluebottle
Z5] Move to SharePaint Site Issues 2 Grytpype-Thyr Hercules
= 3 Moriarty Jim
L 4 Seagoon Neddy
6 Eccles
7 Bloodnok Major
8 Crun Henry
* (New)

3. Try Refresh All (Figure 18.13). Nothing happens.

4. Try closing the database, opening it again, and then selecting BookContacts1.

Still no change.
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So we have now satisfied ourselves that this third scenario means that there is a once-
only SharePoint list copy of an Access 2010 table that is created when using Share-
Point List from the More drop-down in the External section of the External Data
menu item. We need to look elsewhere for a linked (and synchronized) list.

Scenario 4: Starting with an Access
2010 Table and Creating a Linked Copy
as a SharePoint List

This is the second scenario starting at the Access 2010 end. It's roughly the opposite of
Scenario 1; that is, after this scenario is complete, there will be synchronization
between an Access 2001 table and a SharePoint list.

To start this scenario, we again need an Access 2010 table. The table created in Sce-
nario 2 is still suitable for our use because it is already in existence, and it is still not
linked in any way to SPF 2010, despite copying it to become a SharePoint list in the
Scenario 3.

In Scenario 3, we added a few additional contacts, so Figure 18.10 (or Figure 18.13)
that includes those extra contacts is our starting point here again.

Here are the steps to accomplish this:

1. Open the latest database in Access 2010. (It might still be open if you haven’t
taken a break.)

2. Click the menu item Database Tools. (Not exactly obvious is it?)

3. There’s a SharePoint icon in the move section; look at the following By the Way
(and Figure 18.14) and then move on to step 4.

——

External Data

- |" Database8 : Database (Access 2007) -
DatabaseTools | Fields  Table
S
E“ﬁ % Database Documenter =8 [ [J | o
== ﬁ T ﬂ) i
= 2 analyze Performance | =B =1 -
SQL  Access SharePoint | Add-ins
Server Database -
Move Data

ependencies ) Analyze Table

ships Analyze

Add-Ins

« zﬁ BookContactsl SharePoint

ol D ~ | LastName - | FirstName | ave yourtables to a SharePoint
=il 1 Bannister Minnie list and create links to those tables
2 |} in your database.
5 Bluebottle
| 2 Grytpype-Thyr Hercules
| 3 Moriarty Jim

If you wonder why this is in the Move section when we want to create a Share-
Point list that is also linked to an Access 2010 table that we are expecting to stay
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FIGURE 18.14
A clear (?) infor-
mation box
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FIGURE 18.15
Move your data
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in Access, select the SharePoint icon before clicking it. This displays a small infor-
mation box that will confuse you even more (see Figure 18.14) because it says
Move Your Tables but still includes Create Links.

There is no alternative. We’ll have to continue the steps and see what the end
result is.

4. Click SharePoint.

You now see the usual kind of request to specify the site where the List should
be created. Figure 18.15 also gives us some information that to a certain extent
clears up the confusion.

Export Tables to SharePaint Wizard 7| =

Where do you want to move your data?

This wizard moves all your dat to & SharePoint site by creating a SharePaint list for each table and then linking each
list back to your existing database.

What SharePoint site do you want to use?

http://172.27.89. 106
http: /fspf1
hittp://Mike 1

What is moved is only the data not the database table itself. (However, does
this mean the database will be empty at the end of the process?)

Don’t be worried if your site can’t be found. You might want to go into your
browser and access the site using the same TCP/IP address to wake it up. Then
try Next again. If you get the box asking for Windows authorization, you will be
okay. If not wake up the server a bit more!

5. Enter the site you want to use.

(I'm going to use http://192.168.1.2 here because I've switched networks
between Scenarios 3 and 4.)

6. Click Next.

The next screen is just a confirmation screen enabling you to click Finish to,
well, finish, but it also contains a check button for Show Details. You might as
well select this because all that happens is that a text appears in the same Fin-
ish screen (see Figure 18.16).
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Export Tables to SharePoint Wizard

Your tables have been successfully shared.

Your tables have been successfully shared.

|¥] Show Details

The following lists have been created on the SharePoint site http://192.168. 1.2,
BookContacts1_1

Microsoft Access has created a backup copy of your database.
C:\Users\Mike\Documents\Database8_Badwp.accdb

7. Click Finish.

At the end of this process, you are still in Access 2010, and you can double-click Book-
Contacts1 to see that indeed no Data has been lost. It might have been Copied to a

SharePoint List, but it hasn’t been moved.

The next step is to check the SharePoint site to see if there is a new List that has been

created there. One thing that was different in this scenario was that we were not
asked for the name of a List. So either data has been added to the List of the same
name, or we see two Lists with the same name.

Take a minute away from the computer and try to work out which of the preceding
two alternatives apply (and if it’s the second one, how to tell the Lists apart).

There’s a new set of steps to follow (now in the browser):

1. Open or refresh the site (at the home page).

What you'll see is a list of Lists in the Quick Launch section that includes only

one List called BookContacts1. This doesn’t fool us into thinking that this

means there is only one list with that name because previously in this hour, we
saw that you can have Lists created that are not listed in Quick Launch without

some manual action on our part.

2. Click All Site Content (below the Quick Launch area).
Scroll down the page, and you’ll see something like Figure 18.17.

There is another way to tell the difference. BookContacts1 is the original list cre-
ated and updated in Scenario 1. It should therefore contain five names.
BookContacts1_1 is a copy of the table revised in Access 2010 by adding two
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FIGURE 18.16
Export Tables
Details
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FIGURE 18.17
An extract from
All Site Content
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Lists

e Announcements list to post messages on the home page of your

Announcements

BookContacts1
BookContacts1_1

Use the Calendar list
and other important

= keep informed of upcoming mestings, deadlines

ComputerCompanyLinksList

exAccessBookContacts1

®EEEEE L

ik r links to Web pages that your team members will find

more names. It should therefore contain eight names (5 + 2 + the one we added
in step 1 before Figure 18.13). Check them both by clicking the listing in Lists.
(Did I really write that?!)

So that solves both questions. There are two lists, and the way to tell them apart is
that the new List created in this scenario has _1 at the end of the name.

Scenario 5: Creating a SharePoint List
While in Access 2010

The final thing you can do with SharePoint when in Access 2010 is to create a
SharePoint List. For completion, I'll cover this method by giving a brief guideline to
it although, in my opinion, people who don’t create SharePoint lists in SharePoint
are odd.

The steps in brief (and with no images) are the following:
1. (In Access 2010) Click Create in the Menu line.

2. Click the SharePoint List icon; there is a choice of the List types (not all) that
can be created.

3. Select Events.

4. On the next screen, specify the address of the SharePoint site and give the list
a Name (compulsory—without a name OK is not accessible) such as
EventsfromAccess.

5. Click OK.

At this point, we are still in Access 2010 where there is an EventsfromAccess
table. So we need to go to the site again.

6. Access the site.

7. Click All Site Content. EventsfromAccess is listed in the Lists section.
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8. Click EventsfromAccess. An empty calendar appears.
9. Specify an event over several days.
10. Click OK.
The calendar now shows the new Event.

Now to see if this new List is linked to the Database table we also created with

the first few steps:
11. Open Access again.
12. Select the EventsfromAccess table.
13. Right-click.

14. Click More Options (see Figure 18.18).

Tables 2 ||* (New)
EH Move to SharePaint Site Issues

* M BookContacts1

*m Eventsfrgmacress

[ Open
*@ usente| & O
Design View

Import
Export
% Collect and Update Data via E-mail
=l Rename
Hide in this Group
Delete

& Cut
B3 copy 0 Open Default View...
& B Modify Columns and Settings...
Mare aptions &y Alert Me...
& Modify Workflow...
Conyert to Lacal Table B Change Permissions for this List...
5 Table Properties @), SharePoint Site Recycle Bin...
@ Check Web Compatibility 9 Relink Lists...
Recort i or] B | BefreshUst

Datasheet View Delete List

15. Ignore the small pop-up asking for parameter values by pressing OK.

I still don't like the idea of creating a SharePoint list in Access 2010, but there is one
advantage to doing so, provided you can accept the restrictive list of List types you
can choose. The advantage is that, with one action, you both create an Access 2010
table and a SharePoint 2010 List and also link the two.

Finally, what about the final option in the list of List types you can choose? Existing
SharePoint List.
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DB table right-
click plus More
options
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This is actually nothing new. All that happens is that you get the same next screen
that you also get when following Scenarios 1 and 2 via External Data > More >
SharePoint List (refer to Figure 18.4).

The Differences Between Using Access
2010 with SPF 2010 and Using Access
2007 or Access 2003

The options when using Access 2007 are similar to those when using Access 2010.
Access 2007 also had the ribbon, and the SharePoint icons were in equally odd loca-
tions and had equally confusing “helpful” pop-ups.

The five scenarios that were dealt with in detail in the Access 2010 + SPF 2010 section
are also available in Access 2007. The major difference is that Scenario 4 when using
Access 2010 includes the synchronization of data, whereas the equivalent scenario in
Access 2007 synchronizes only heading name changes but not data changes. Access
2003 does not have any functionality for linking tables to SharePoint.

Summary

In this hour, we looked at both options for creating Access 2010 databases from SPF
2010 and at all three options for creating SPF 2010 Lists from Access 2010. We also
looked closely at in which cases the resultant tables or lists were linked and could
thus be synchronized between products.

Q. Why did you spend a whole hour on connecting Access 2010 and SPF 2010?

A. You need to know how to do this to create quality reports from SharePoint Lists
(refer to Hours 19 and 20). The creation options in both products are rather
confusing and difficult to find, so it is important to know when to use a
method that links the two products and when to use a one-off transfer solution.

The names of the icons and screens and even the supposedly helpful explana-
tory texts provided by both products (use of the word Move, for example, when
Copy is all that takes place) means that a detailed guide is necessary.



Q.

Workshop

If I already have an Access table, why would | want to have a copy of it in
SharePoint?

. You do it so that your data is stored in a server and accessible from different

locations via a browser. The users of the data don’t need a copy of Access 2010
installed on their PC, which would otherwise be necessary.

Using a synchronized list would usually make the most sense, but a nonsyn-
chronized SharePoint list would be a better alternative if the intention were to
provide, for instance, monthly summary information.

Workshop

Quiz

1.

What is the reason (in one word) why it is good to have a synchronized copy of
a SharePoint list stored as a table in Access 2010?

Why could the creation of a SharePoint List while in Access 2010 not be a
good idea?

Why could the creation of a SharePoint List while in Access 2010 be a good idea?

Answers

1.
2.

Reporting. This is covered in detail in the next hour.

Because there is a limited number of List types that can be chosen.

. Because in one set of actions you create an Access 2010 table and a SharePoint

List and also link them.
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HOUR 19

Producing a Report from a
Single SPF 2010 List

What You’ll Learn in This Hour

> Your options when creating a report from a List
» Creating a List report by using Access 2010

There is a clear difference in the techniques that should be used when producing a
report using Access 2010 from a single list and producing a report from two or more
lists. This hour shows how to best create a report from a single list. The following
hour shows how to best create a report from two (or more) lists.

Alternative Approaches to Creating a
Report from a SharePoint List

We now discuss the alternative approaches to creating a report from a SharePoint list.

Creating a Report of a View While in SPF 2010

SharePoint Lists are designed to be viewed on a screen. Most views of SharePoint Lists
have restrictions in the number of items that you can view on a single (screen) page.

Printing from SharePoint Lists that use standard views is therefore unsatisfactory. It is
however possible to create a view that is more suitable for printing.

Here are the main points that need to be considered:
> Ensure that the width of the view is not wider than can fit onto a page.

> Given that when you create SharePoint Views you aren’t allowed to specify the
width of fields when they display, the only easy way to control this is to reduce
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the number of fields to the minimum. (More controlled but more difficult is to
use SPD 2010 to edit the source code of the View page.)

» Change the default value for the number of lines to be shown on a page.

This is done by amending the value in the Item Limit parameter when specify-
ing the View you want to use for printing.

The paging function in the operating system ensures that there is a page feed
when one is needed by using a large number that is more than the number of
items in the list; only the printing function controls page breaks.

» Make clear in the name of the view that this view is intended for printing only.

This is essential to make sure that users don'’t select this view by mistake and
then wonder why it takes a long time for the page to appear on the screen (and
why it is so long and doesn’t contain many columns). The simplest methods
are the best here. Just call the view something like Only for Printing.

The lists produced by this quick and dirty method are not suitable for handing
over to managers.

This method works, but the printouts produced by it are only suitable for a Share-
Point administrator to make a quick check of the data contained in a List (offline) or
for handing to people who understand the ad hoc nature of the list. The main reason
is that managers like to manage and will request a (in their words) “small” amend-
ment to the list before they accept it. There is no straightforward way with this kind of
list to make such “small” amendments, whether they are the addition of more fields
or different headings or anything else.

The other restriction with this kind of report is that it is only possible within Share-
Point to create a report from a single list. If we want to create a report that uses infor-
mation from different lists, we would need to create a single list that used such tech-
niques as Lookup fields to make data from a second list appear in the single list.
Doing this just to create a poor quality report doesn’t make much sense.

The following section is an overview only.

Creating a Report of a SPF 2010 List Using SQL
Server Reporting Services

Using Reporting Services is perhaps the most powerful way of creating reports from
SharePoint Lists, although the reports will not look any better than those produced
from Access 2010.
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Both SQL Server 2005 Reporting Services and SQL Server 2008 Reporting Services can
be used with SharePoint systems. Setting up either application to work with Share-
Point sites is complicated and is beyond the scope of this book.

Another reason for it being beyond the scope of this book is that the Reporting BJlﬂ%g,—
Services function is only available with the full SQL Server 2005 and SQL Server

2008 products. Users of the free (in itself) SharePoint Foundation 2010 product
very often—-as we do here-use the free included database system and thus don’t
have access to a full SQL Server product.

Using either Reporting Services application is a several stage process, which is out-
lined here:

1. Install Reporting Services.
2. Adjust the installation so that it can connect with a SharePoint system.

3. Create reports.

There is a need for expertise in all three areas.

Normal Reporting Services books cover items 1 and 3 of the preceding list only, so the
choice is to either buy a Reporting Services book for the version (2005 or 2008) that
you are using and find (on the Internet) guides for item 2 of the previous list, or to
find a book that deals specifically with using Reporting Services with SharePoint. At
the moment of writing, there is a single book like this that covers MOSS 2007 and
SQL Server 2008 Reporting Services. Reading it can help you with SPF 2010 and SQL
Server 2008 Reporting Services but no more than that.

It is worth checking. (Try searching Amazon U.S. or my own SP 2010 Books web Bxﬂl_e_
page at http://wssv4fag.mindsharp.com/Lists/v4FAQ/V%20Books.aspx to see if ay

an SP 2010 version of that book has been released. SQL Server 2008 is still the
current version of SQL Server and that which is most commonly likely to be used
with SharePoint 2010 systems.

The following solution (using Access 2010) is both easier to set up and produces
equally good-looking reports. It does however require that users have Access 2010 on
their clients. This is something that you can avoid with a solution that uses Reporting
Services. A Reporting Services solution is thus more scalable and more suitable for the
kind of large companies that have the manpower needed to support it.

The rest of us, including the readers of this book, will find the two (single list and
multiple list) solutions for reports using Access 2010 covered in this and the next hour
to be perfectly good solutions for their needs.


http://wssv4faq.mindsharp.com/Lists/v4FAQ/V%20Books.aspx
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Using Access (2010 and 2007) to Create Reports
from SharePoint Lists

The third main way of creating reports from SharePoint lists is to use Access.

Both Access 2010 and Access 2007 can be used. When creating reports from a single
SPF 2010 list (covered in the next main section of this hour), there is little difference

between the ways the two versions work.

This book’s main focus in the section of this book on combining Office products with
SPF 2010 is on the use of Office 2010, so that is what will be used for the text and for
screen prints that follow both in this hour and the next one (on creating reports from
multiple lists). At the end of both hours there will be a short note about the differ-
ences when using Access 2007.

Microsoft, having created a quality reporting function in Access 2007, decided
that should be used for reports on SharePoint Lists. Knowing that many users
were already using Excel 2003 to create such reports (and would continue to do
s0), Microsoft dropped the support for it in Excel 2007 (and didn’t reinstate it in
Excel 2010). This is one of the rare cases where an older version of a Microsoft
product has more functionality than a later version or at least as in this case has
some functionality removed and different functionality added.

Using Excel to Create Reports from SharePoint
Lists

It is not that possible to use Excel 2007 or Excel 2010 to create reports from Share-
Point lists.

It is, however, possible to do this with Excel 2003.

The only way to use Excel 2010 (and Excel 2007) for report creation from SharePoint
lists would be to open a list in Datasheet View and copy across cells. Such a bulk copy
of cells works only for certain—the simplest—kind of cells, so in most cases would
mean that data would be lost before it arrives in Excel for tidying up and making a
reasonably looking report.

I won't go into this any more in this book because the alternative of using Access
2010 (or 2007) that follows is so much better.
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Creating a Simple Report from a Single
SPF 2010 List

After going briefly through the alternatives, we have now reached the main topic of
this hour: how to create a report from a single list.

To create a report from a list, we first need a suitable list with data so here-as we've
already done this earlier in the book-is just a quick run-through of what I did to cre-
ate the list that I used for the report creation here.

I've created a new site called BookSite3, using the Blank Site site template using the
standard technique that you have already used (Site Actions > New Site > Specify
Blank Site template).

In that site, I created (Site Actions + More Options) a new List of type Custom List,
called it CompanyStaffNumbers, and then added (List Settings) four columns to it
(Company; Location; Purpose; Number Of Staff). Then I made the Title field not
required (and removed it from the All Items view) and removed Attachments from
the List. Then I added several records to display Figure 19.1.

F Company Logation Purpose Numbrer of Staff FIGURE 19.1

B v Bostan Marketing 2| The Company-
it Boston Sales s0 StaffNumbers
He New York Marketing 50 List with some
HP New York Sales 60
BM Boston Sales an
18M Log Angalas Sales 20
1B8M Sealtle Research 100
Oracle Boston Research 100
Oracle Los Angeles Production 800

You can use either Single Line text or Choice (but allow the use of new texts that Dlﬂ#gl#,,_

aren’t in the list of preselected choices) for the first three columns and Number
(with decimals=0) for the final column.

The next step is to create an Access 2010 table from an SPF 2010 List using the tech-
nique described in Hour 18, “Sharing Access 2010 Tables with SPF 2010,” “Scenario 1:
Creating a Linked Access 2010 Table from a SharePoint List” section that starts from
Figure 18.1. Call this database BookDatabase19.

At the end of this process, you should see something like Figure 19.2.

When asked where the site is located that contains the list, remember that it is in B_)Lﬁle_
BookSite3. In the following screen select the CompanyStaffNumbers List. ay
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FIGURE 19.2
The Company
StaffNumbers
List as an Access
2010 Table

FIGURE 19.3
Part of the
Create ribbon
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All Access Objects (=) <« || =] fablel} =7 CompanyStaliNumbers
seareh el ID - BWitle -} Company - Location -| Purpose -« |Number »
Wb aeEE 1 HP Boston Marketing 20
M Tavier 2 HP Boston Sales 50
*{1 CompanyStatthiumbers 3 HP New York Marketing 50
4 HP New York Production 400
5 HP New York Sales 60
6 IBM Boston Sales 30
7 IBM Los Angeles  Sales 20
B IBM Seattle Research 100
9 Oracle Boston Research 100
10 Oracle Los Angeles  Production 800

*  [New) HP Boston Marketing

Note: Here are a few comments on what you see in Figure 19.2:

» The Title column was not deleted when the list was created. It was just marked
as not required and removed from the View. Here in the database it is listed
because it is a column in the List even though it has no content.

» The Company, Location, and Purpose fields were marked as required, and each
had defaults (HP/Boston/Marketing, respectively). The field marked New
(which doesn’t exist) thus shows those default values rather than the more
common spaces. They can be changed (by drop-down) when a new row is
added in the table.

> Some columns have been reduced in width to make Figure 19.2 fit better on the
page. The All Access Objects column has also been reduced in width slightly for
the same reason.

Now that we have an SPF 2010 List in Access 2010, we can use the Access 2010 Report
functions.

To create simple reports from single lists, use the Reports Wizard by following these
steps:

1. Click Create in the Menu line. Figure 19.3 is an extract from the ribbon items
for Create.

Home Create External Data Database Tocls Fields Table

= 2R T o) M Sromwizara == _E|:I I3, report wizara
. e
] Mavigation - = 2 Labels
Table Table SharePoint Form  Form  Blank Report Report Blank
Design  Lists ~ Design Form ' More Farms = Design Report
Tables Forms Repents

2. Click Report Wizard.

You may see the following Security Warning (Figure 19.4). If so just ignore it,
and move on with Open.



Creating a Simple Report from a Single SPF 2010 List

Microsoft Access Security Notice @I&J

@ A potential security concern has been identified.

‘Warning: It is not possible to determine that this
content came from a trustworthy source. You should
leave this content di unless the id
critical functionality and you trust its source.

P

File Path: C:\,..FFICE\OFFICE14\ACCWIZ\ACWZMAIN,ACCDE

This file might contain unsafe content that could harm your
computer. Do you want to open this file or cancel the operation?

More information

The Report Wizard then shows a list of Available Fields.

3. Move the Company, Purpose, Location, and Number of Staff fields from left to
right to display Figure 19.5.

Report Wizard

|' = - 7| Which fields do you want on your report?

| | You can choose from more than one table or query.
|

| |

Tables/Queries

Table: CompanyStaffiumbers

Available Fields: Selected Fields:

Company
Location
Purpose

D -

Te ‘
T =

Workflow Instance ID

Fie Type
Modified
Created
Created By -

4. Click Next.

Now we need to configure group levels. For this report, let’s group on Company
and Purpose. The basic technique used is to click the name of the field in the
left column and then to click the right arrow in the center of the screen to move
the field to the right column. The result, after specifying Company and Purpose
groups in this way, is shown in Figure 19.6.

5. Click Next.

Now we can decide on the fields to be sorted at the detail level. Here we have
two fields remaining (because we are already grouping on the other two), so it’s
logical to sort on the Location field (see Figure 19.7).

6. Click Summary Options.

In Figure 19.8, I have specified Sum and that the percent of the Total should be
calculated for sums.
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FIGURE 19.4
An Access
security warning

FIGURE 19.5
Selecting the
fields for the
report
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FIGURE 19.6 Report Wizard
Grouping for a Do you want to add any grouping
Report levels? Company
Purpose
Locan Location, Number of Staff
Priority
P [ e | e [y ||

FIGURE 19.7 Report Wizard -
Specifying the It 2ox Eorcler e i iy Bt fm Ty o yont mew For, Cetod re.cortie?
sort order You can sort records by up to four fields, in either

ascending o descending order.

; g

: g

3

4

Cancel ] [ <Back “ Next > ] l Finish
FIGURE 19.8 Summary Options
Specifying sum-
pecifying What summary values would you like calculated?
mary values
Field Sum Avg Min Max
Number of Staff o
Show
(@ Detail and Summary
) Summary Only
Calailate percent of
total for sums

If you use Access 2007, the story so far was almost exactly the same. At this
point the Access 2007 Wizard offers a selection of styles in a page, as shown in
Figure 19.9, with a list of options on the right and a representation of that style
on the left of the screen. This style selection page is missing from the Access
2010 Wizard. It’s a rare case of a function being removed in a new version rather
than the usual case of functions being added.
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Report Wizard FIGURE 19.9
How would you like to lay out your report? Selecting the
T Orientation Layout Type
@ B @ Bortrait
) Biock i ) Landscape

) Outine |7\B

[¥] Adjust the field width so all fields fit on
apage.

[ concel |[ <Bok | mewt> |[ B

7. Click OK, as shown in Figure 19.8.
8. Click Next, as shown in Figure 19.7.

The next page (Figure 19.9) lets you choose the layout from three options. The
left of the page gives you a feeling for what a report using the selected layout
may look like. I'm going to use the default here, Stepped, which is probably the
most commonly used.

9. Click Next.

Figure 19.10 enables us to change the name of the report, so we can just add a
couple of spaces in the default name (=table name) to call it Company Staff
Numbers.

This screen also offers the choice of Previewing the report or Modifying it. We
haven’t yet seen what the report looks like, so Previewing is the best option
here. That'’s the default value, too, so complete the process with step 10.

10. Click Finish.

Report Wizard FIGURE 19.10
Changing the title
of the Report

| Wihat title do you want for your report?

(Company Staff Numbers

That's all the information the wizard needs to create your
report.

| Do you want to preview the report or modify the report's
| design?

| @ Preview the repart.

() Modiify the report’s design.

Cancel H <Back Finish
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FIGURE 19.11
Top section of
the wizard-

created report

Dl
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Figure 19.11 shows the top section of the report the wizard has created.

Company Staff Numbers

Company Purpose Location
HP
Marketi

Boston er of Staff 20

New York Number of Staff 50
Summary for 'Purpose’ = Marketing (2 detail records)
Sum 70
Standard 4,29%

Producti

New York Number of Staff 400

Study the whole report to see if it is good enough to present to the boss.

Several things need changing from the entire report:

» The company name should stand out more. Let’s make it bold and underlined.

P No boss will be happy with “Marketi” or “Producti” in a report. We need to

make the field wider. Because we have short company names, we don't need to
widen the Company field this time.

Including the % figure wasn't such a great idea after all because it is not a per-
centage within a company but a percentage of the whole list. It's more confus-
ing than helpful, so let’s get rid of this row entirely.

The entire summary section at the bottom of each page is pointless. Let’s get rid
of a page bottom section.

Although it would be possible to redo the report to get rid of the fourth item in the
preceding list, we still have to manually deal with all the other items, so the best
method here is to modify the report so that all the items are dealt with in one go.
(Print the present report first, so you can later see what you started with).

There’s a new set of steps for report modification:

1.

Close the Print Preview. (There’s a large icon at the far right of the ribbon.)

This gives a report design that can be edited in detail. (Figure 19.12 shows the
top part of the central section.)

Select the Company field in the Company Header section.
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T Tablet | ] CompanyStaliNumbers i[j Company Stall Numbers e

O I O O N D N s

# Report Header

‘ﬁ Coﬁpgn\/Sta"FNJm)er. | }

: |
l |
[T T 11
l |
|
{

F Page Header

ZE e e ——
|
|

o I il
& Company Header

comory] | | ] 1 ] |

- T 1 i i I

& Purpose Header

Br C { 3] [Number of 5t
b T T

T
! Purpose | l | | |
& Delail j )

i Location |T| [

# Purpose Footer

| ="Summary for " & “Purpose’=" & " " & [Purpc
= [ | |
| L | |

When this has been done correctly, a yellow frame displays around Company
and the Property Sheet on the right of the screen changes and is now full of
information about the Company field (see Figure 19.13).

Property Sheet x

Selection type: Tewt Row

Lompany |Z|

Format | pata [ Event [ Other [ an |

Format [l »

Decimal Places 0 F

Visible Yes T

Width 1,66/cm

Helght 0,556cm

Tup 0,055um

Left 0.344cm

Back Stylc MNormal

Back Color Background 1

Border Style Transparent

Raorder Width Hairling

Border Color Background 1, [

Special Effect Flat

Scroll Bars Mone

Font Name Calibri [Detail)

Font Size 1

Text Align General

Font Weight MNormal
e —

If you do not see a Property Sheet, right-click the Company field and select Prop-
erties.

To specify bold and underline, in the Property Sheet we need to amend the val-
ues for the Font Weight and Font Underline fields.

3. Click Normal in the Font Weight line. A downward-facing arrow is visible.
4. Click the down arrow and select Bold.

5. Click No in the Font Underline line. A down arrow is visible.
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FIGURE 19.12
The central sec-
tion of the Report
Design page

FIGURE 19.13
The Property
Sheet for the
Company field
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6. Click the down arrow and select Yes.

This completes the first task. The Company is now bold and underlined in the report.

The second task is to widen the Purpose field (under Purpose Header) so that we see
Marketing rather than Marketi:

1. Select the Purpose field and get the yellow frame around it as before with

Company.

We could change the width in the Property Sheet but instead follow step 2.

. Move the cursor on the right vertical side of the yellow frame until you see a

double direction arrow symbol.

. Without losing contact with the mouse, drag the box to the right as far as you

think is necessary.

You'll notice when you do this that this action moves the header line to the
right, this line to the right, and also the detail line to the right.

. Stop the drag operation when you are satisfied the width is now suitable by let-

ting go of the mouse.

This completes the second task.

The third task was to remove the percentage calculation. This has two parts: the word
standard and a formula that can be seen by scrolling the central section to the right.

1. Select the two fields (standard and the formula field in the same row).

You can either select the two fields individually or select them both at once by
clicking the left column alongside this part of the page.

2. Right-click the Standard field and select Delete.

Now the text and values are gone, but there is empty space where they were.
Remove the empty space with steps 3 and 4.

. Select the Company Footer section heading.

. Move the cursor close to the top of that section until you get an icon with a

downward-pointing arrow, a smaller upward-pointing arrow connected to it,
and a horizontal line between the two. When you have this, drag the top of the
Company footer section heading upward. This reclaims the space that is no
longer used. This completes the third task.
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The fourth task is to remove the entire Page Footer section. Here we leave it in case we
change our minds but make it invisible:

1. Select the heading of the Page Footer section.
2. In the Property Sheet change (Format) Visible to No.

3. Select both formulae in this section by clicking the left border of that line; here
too change the Property sheet so that Visible equals No. This completes the
fourth task.

To completely get rid of the percentage calculations, these two fields also need to
be removed from the Company Footer section, and if it seems appropriate, also
regain the space that is no longer being used.

Now we need to check the result by following these steps:
1. Select View at the far-left part of the ribbon.

2. Select Print Preview from the drop-down (see Figure 19.14).

Company Staff Numbers

ompany Purpose Location

Marketing

Boston Numk 20

New York Numb 50

Summary for 'Purpose’ = Marketing (2 detail records)
Sum 70

Production

New York Number of Staff 400

It is wise to always add at least one item to a List that is linked to Access 2010
when viewing the table equivalent of the list in Access 2010. The reason for this
is that until you do so none of the data in the list will be accessible to you in
Access 2010 if contact between the client system running Access 2010 and the
server containing the original SharePoint list is broken. So creating or amending
reports on that list (or on several lists, one of which is that list) without a working
network connection would not be possible.

A quick check shows that all our aims have been achieved.

For a report of a single List, use the Report Wizard to create an almost correct
report and then tidy it up by hand. Do not create a new report from scratch.
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FIGURE 19.14
A revised report
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FIGURE 19.15
A horrific warning
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The final thing to do is to add some more items to the original SPF 2010 list called
CompanyStaffNumbers. Then reopen the Report we just created in Access 2010. The
additions made in the SPF 2010 list will already be incorporated in the report that
you now see.

Summary

In this hour, we first looked at several alternative methods of creating reports from
SharePoint lists. We then created a table in Access 2010 that was linked to a list in
one of our SPF 2010 sites and using that table created a report of the list. We showed
that whenever changes are made to the list data, either in the list itself or in the table,
the changes are reflected in any newly generated report.

Q&A

Q. How do I remove a table in Access 2010 without also deleting the SharePoint
list it is connected to?

A. It's actually not a problem. In Access 2010, select the table linked to an SPF
2010 list and click Delete at the top of the page.

You'll see Figure 19.15.

wmanore o SN =

Y. Do you want to remove the link to the table ‘Customl istorformWebPart Test'?
B 1 e e ik you etz rty t fiOffce 10 open the table, not the table itself,

[Crsderien << | [ openinHep window |

You are about to delete a table that is linked to dats stored outside of the current database.
Click Yes ta delete the linked table fram the current database. Note that the operation will anly delete the
tahle in Aceess, but will leave the sauree table untouched. You will be able to continue working with the

saurce data in other programs, and create links to it from this or ather Access databases.

To cancel the delete operation, cick No.,

Despite appearances, this terrible looking warning is actually warning you
that only the table will be deleted. Nothing else happens. The SharePoint list is
preserved as before. It is just no longer linked to the Access 2010 table.



Q&A

Q. What do I lose when creating a report using Access 2007 rather than Access
2010?

A. In the case of creating a report from a single SharePoint list that we did here in
detail using Access 2010, the answer is nothing. In both cases a linked Access
table is created from the list, and the Access Report Wizard is used to create a
report following what essentially are the same steps. The only difference is that
the Access 2007 Report Wizard enables you to specify the style of the report (see
Figure 19.16), whereas this step isn’t included in the Access 2010 Wizard.

Report Wizard ]
What style would you bee? |

| [Access2003
Access 2007 [l |

. Civic.

n Equity
Title ——
Label abeve Detail ::2:‘

Control from Detad Hone
. Nerthwind -

[ canct J[ <pok J mea> ][ pean |||

4

Q. How does Access 2010 know what server to contact to synchronize the table
with the list we started with?

A. The address of the server is included in the properties of the tables in a
database.

This is fine when using a network where the name of the server (SPF1 here) can
be used to access the site throughout the network. It is not so fine when a
TCP/IP address is used and when this changes—perhaps because the server is
in a Virtual Machine in a portable that is sometimes connected to one network
and sometimes to another.

If you use TCP/IP addresses and are sometimes connected to one network and
sometimes to another, see the “Q&A” section in the next hour where the solution
is dealt with in detail.

305

FIGURE 19.16
Access 2007
Report Wizard
offers Styles.
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Workshop

Quiz
1. Why do we use Access 2010 to provide reports on SharePoint lists?

2. Give one reason why the details of using Reporting Services to create reports
from SharePoint Lists aren’t included in the book.

Answers
1. Access 2010 provides quality reports from SharePoint lists quickly. These
reports when created automatically include any new data that has been added
to a list since the report was run.

2. Itis too complicated a procedure for the scope of this book. (It’s also too expen-
sive a solution for the typical users of the SPF 2010 product.)



HOUR 20

Creating a Report from
Several Different SPF 2010
Lists

What You’ll Learn in This Hour

Introduction to creating a report from two or more SharePoint Lists

v

> Creating a two-lists/tables report with the assistance of the Report Wizard
» Creating a two-lists/tables report manually using Design View
> (Q&A) How to cope with an address change of the SharePoint site

After looking at creating a report from a single list in the previous hour, we now
move on to creating a report from two lists. There are three main options: You can
try (and fail) to create a report with a wizard; you can create a report with a wizard
but only use fields from one list (and then add fields from the second list manually);
or you can create a report entirely manually. The second and third options are cov-
ered in detail here.
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FIGURE 20.1
Columns in
Company-
Addresses

FIGURE 20.2
Company
addresses

Mﬁ;ﬁ—

HOUR 20: Creating a Report from Several Different SPF 2010 Lists

Introduction to Creating a Report from
Two or More SharePoint Lists

In this section, we create a report from two or more SharePoint lists.

Adding a Second List and Making It Available as
a Table

In this hour, we create a report from two SharePoint lists that share a common field.
To do this—for reasons explained in Hour 19, “Producing a Report from a Single SPF
2010 List,”—we use Access 2010.

We already have the CompanyStaffNumbers List stored as a table in BookData-
basel9, so the initial task in this section is to first create a second SharePoint list and
then use the same technique as for that first list to move it to BookDatabasel9.

Again the technique is to create a new Custom List as we have done before. This time
the Custom List will be called CompanyAddresses and will have columns, as shown
in Figure 20.1. Again remove the title field from the All Items view.

olumn (click to edit) Type Required
it Single line of text

ICompany
laddress
ICity

[State

z17
ICountry
lWeb Page

[Created By

Modified By

For this to make sense when used in connection with the existing list, you need to
add a single item each for HP, IBM, and Oracle giving their company details. I'll also
add the same information for Microsoft because I expect to add information for
Microsoft to the CompanyStaffNumbers list some time.

Figure 20.2 displays the added data.

Company  Address City State  ZIP Country  Web Page

HP Palo Alta ca 54304 usA http://www.hp.com

18M Armonk NY usa http://www.ibm.com
Microsoft redmond WA usa http:// icrosoft.com
Oracle ca usa http:// acle.com

The List selection screen (in Hour 18, “Sharing Access 2010 Tables with SPF
2010,” Figure 18.15, where it is for a different site, so there are different Lists)
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will now show both Lists. CompanyStaffNumbers is already selected. Do not
deselect it but also select CompanyAddresses. This will then add only
CompanyAddresses to the database.

Make sure to specify that it is possible to add other values in the columns of type
Choice. Note the Type of the Web Page—it uses the Hyperlink subtype.

The next steps are to create an Access 2010 table from an SPF 2010 List using the
technique described in Hour 18 in the “Scenario 1: Creating a Linked Access 2010
Table from a SharePoint List” section. Start this time from step 3 there (Select External
Data) after having opened BookDatabasel9 in Access 2010.

It’s equally valid to use a List based on the standard Contacts List for Company
Addresses as to use a second Custom List. A Contacts List already has all the
fields we need but many more other fields, too. There is however no difference when
creating the report if we used two Custom Lists or one Custom List and one Con-
tacts List. What is key is that only that they share at least one common column.

Now that both Lists are present in the Database as two tables (see Figure 20.3), we
can use them to create a report.

4| ascending  TF Selection - = New ¥ Totals 4. Replace
3 & ~ & -2
74 r o~ | 1B om # .
42 Copy %1 Descencing ¥ Acvancea sHsave W spelling = GoTo
View Paste Filter Refresh - Fing
5 = t YR, te = EH Mare = L3 Select =
Llipboard . Sort & Fiter Records
1] Security Waming  Some active content has been disabled. Click for more detalls, | Enable Content
All Access Objects & « | |06 13- _
Search y] D - Title - Company - Address - City - State
Tables 2 1 HP 3000 Hanover ¢ Palo Alto CA
*T CompanyAddresses 2 18M 1New Oxford Armonk NY
. . soft TOS
T ComparyStatiNumbers 3 Microsoft One Microsoft Redmond WA
e — — 4 Oracle 500 Oracle Parl Redwood Shor CA
po =l (New) He
I8 company Statf Humbers

If you want to spend time creating this report without needing to be connected to the
server, add a dummy record to each of the two Lists and then remove the dummy
record. The act of adding the dummy record ensures that the data is available to
Access 2010 even without a link to the original SharePoint List. Doing this once
ensures that a link is not needed in future computer sessions not just this one.

Do not try at this point to run the Report Wizard thinking that you will be able in
one pass of the Report Wizard to (1) specify fields from two lists/tables, (2)
establish a relationship between the two tables, and (3) create a suitable report.
While you can do (1) and (2), you will end up with the situation that only (2) has
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FIGURE 20.4
The External
Data ribbon
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actually been done, after which you need to start again and consider whether to
use the Report Wizard or the manual Report Design to create a report using
fields for the (now connected) two lists/tables. It is far better to use the method
outlined next to specify the connection between the two lists/tables.

A Description of the Report We Want to
Create

The idea in this hour is to show how to add the official company address for each
company to the report we created in the previous hour.

This sounds simple; we already have the report we created in the previous hour.
Therefore, all we seem to need to do is to link this existing report to the new
list/table and add the values from the new list/table to the existing report. Unfor-
tunately the Access 2010 Report function doesn’t enable us to add fields from a
new list/table to an existing report created when the database contained only a
single list/table. We therefore need to first specify that we will be using two
lists/tables and then create a new report.

Creating a Connection Between the Two
Tables

To create a report from two lists, we need to indicate how the two lists relate to each
other. Because the SharePoint lists are stored in Access 2010 as tables, this means we
need to create a connection between two tables. Here are the steps needed to do that:

1. Select Database Tools, as shown in Figure 20.4.

Home Create

@4 =5 B

==

External Data Database Tools Fields Table

= 00 =5 4
¥ d] rl

4 Analyze Performance = == o
Relationships  Object _ sQL
Dependencies | (P Analyze Table

Macro Relationships

24 Database Dacumenter

Visual Run

Access  SharePoint | Add-ins
Basic Macro =

Server Database

Analyze Move Data Add-Ins

2. Select Relationships (see Figure 20.5).

3. The next step is to link the two tables via the Company address. There are two
ways to do this:

Method A is to click Company in the Company Address box in the central sec-
tion of the screen (which selects this field) and then to drag the cursor across to
the Company line of the Company Staff Numbers box.



Creating a Connection Between the Two Tables

Method B is to click Edit Relationships, as shown in Figure 20.5, and then click
Create New in the Edit Relationships window (left part of Figure 20.6). After
moving the new Create New window across and after filling in the details
needed in the new window, this displays in the right part of Figure 20.6 where
you confirm your selection with OK followed by Create in the Edit Relationships

window.
4 [ Hide Tabl
B X Qearlayout “Pﬂ b
= 2T Direct Relationships "~
Edit (23} Relationship Report | 3hOW  ga : Clase
Relationships Table 33 All Relationships
Tools Relationships
1) Security Warning  Some active content has been disabled. Click for more details, | Enable Content
All Access Objects &) « A CompanyStatilumbers V\fj C ddresses | =
Search.. o
Tables 2
>
[0 companyaddresses CompanyAddresses CompanyStaffNumb...
*M CompanyStaffNumbers ¥ D = ¥ D FY
mﬁiﬁ Title = Title =
A Company Company
[@ company Staff Numbers e P
city Purpose
State MNumber of Stafl
i) ke Content Type ™
Edit Relationships 7 B N ] =
Table/Query: Related Table/Query: Create Left Table Name Right Table Name
- - CompanyAddresses [+] |companystaffiumbers [=]
- Lot Column Hame Right Column Nome
w = = Company [=] [company [+]

Enforce Referential Integrity

Cascade Update Related Fiekds

Cascade Delete Related Records

Relationship Type:

It’s up to you which method (A or B) you choose. For simpler relationships like this
one, method A will be the best for more people (some people can’t easily drag
using the mouse, so they would use method B), whereas for more complicated
relationships method B will probably always be more suitable.

The field names could be different. You can connect two fields with different
names provided the contents match.

In both cases, what you now see in Figure 20.7 is a link between the Company
field in Company Addresses and the Company field in CompanyStaffNumbers.
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FIGURE 20.7
Two Company
fields connected
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As previously mentioned, this screen can also be obtained by selecting Report
Wizard at step 1. Getting to Figure 20.6 via Report Wizard takes 15 steps,
whereas here there were (method A) three steps or (method B) six steps.

4. The final step is to close the Edit Relationships action with Close in the ribbon
in Figure 20.7. This takes us back to our starting point (Figure 20.3) before we

created the relationship between the two tables.

Deciding Whether to Use Report Viewer
or Design View

Now we are faced with a decision:
» Do we use Report Wizard to create the report?
» Do we use Report Design to create the report?
Actually those are the wrong questions because the Report Wizard, even in the sim-
pler case of a report from only one list/table, produced a report that we needed to edit
using Design View.
So the questions should actually be
> Do we use Report Wizard to create a preliminary report and then use Report
Design to refine it?

» Do we use only Report Design?
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In my earlier book’s hour on using Access 2007 with WSS 3.0 lists, I recommended
using the Report Wizard only with single lists and never using Report Wizard with
multiple lists/tables. Also with the combination of Access 2010 and SPF 2010, my tests
have shown that you cannot specify the fields from two lists/tables and expect the
Report Wizard to work out where you want the fields from the second table to appear.

In the present case, we have what seems to be a simple situation. We have a report
where the Company is the first level of heading and where we use data from one List
(CompanyStaffNumbers) in subheadings and the detail lines. The second list/table
(CompanyAddresses) contains a single record for each Company. Logically therefore
this is data that will occur only once per company, and we want it added to the place
in the record where the Company name is.

Even in this simple case, the Report Wizard doesn’t work as we want:

> It puts all the extra company information from CompanyAddresses in the
details section.

> Even there, data is only visible for Country and Web Page.

Because the simple Report Wizard method won't work properly, the following sections
cover the two main alternatives to that. The following section creates the report utiliz-
ing the Report Wizard followed by manual amendments in Design View, and the
final section creates the report using the Design View from the start.

The conclusion is, therefore, that you should not expect to create sensible reports
directly from the Report Wizard if you specify fields from two (or more) different
lists/tables.

However, this doesn’t mean that you should in a two-list/table never use the
Report Wizard; it means that you should only use the Report Wizard to create a
report using the fields from a single table.

One valid technique for creating a report using data from two or more lists/tables
is therefore to first use the Report Wizard to get a report using the data from a
single list/table and then to add to this basis report fields from the other
list(s)/table(s).

Creating a Two Lists/Tables Report with
the Assistance of the Report Wizard

The first step in creating this report is almost identical with the report produced in
Hour 19. There is one key difference between the situation now and the situation
then; therefore, I repeat the steps required until we reach that point.
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Here are the steps for creating a basic report on two lists/tables using Report Wizard:
1. Asshown in Figure 20.3, click Create.
2. Click Report Wizard (on the ribbon).

3. Ignore the Potential Security Concern (see Figure 19.4 in the previous hour) by
clicking Open. This displays Figure 20.8.

FIGURE 20.8
Starting to spec-
ify the report

Report Wizard

Wihich fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries
Table: CompanyAddresses

Available Fields: Selected Fields:

B,\Lﬂ;_gl_ This is the key difference. When creating the report using two lists/tables, the

Report Wizard gives us a list of fields in the Company-Addresses table. We need,
however, to create a report that in this phase of report creation uses only fields
from the CompanyStaffNumbers list/table.

4. Asshown in Figure 20.8, change the table to be used to CompanyStaffNumbers.

From now on, we follow the actions made in Hour 19, so the rest is without
screenshots.

5. Move the Company, Purpose, Location, and Number of Staff fields across to the
right column.

B;Lﬁle_ The reason we first selected the fields from the CompanyStaffNumbers is that as
ay far as possible we want to be adding data to a report that looks much like the
report we had in Hour 19, which as you’ll remember used (only) the fields from
that list.

6. Click Next.

7. Group on Company and Purpose as we did in Hour 19 (see Figure 19.6).
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Watch out here (step 7) that you don’t automatically Group on Company and Loca-
tion that are the first two items in the list.

8. Click Next.

9. Specify that Sort is to be on Location.

By Grouping on Company and Purpose, those are automatically the first and sec-
ond level of sorts. Locations will actually be only the third sorting level.

10. Asin Hour 19, click Summary options and complete the box that follows as
was done in Figure 19.8 (by specifying Sum for the Number of Staff field).

Make sure that Calculate Percent of Total for Sums is not selected this time.

11. Select OK.

12. Select Next. Now we have the same reports on offer that we had in Figure 19.9.
13. Accept the default (Stepped) with Next.

14. Change the name of the report to Company Report 2.

15. Click Finish to preview the report.

This will give you almost (% is missing) the same report as shown in Figure 19.11.

The next steps show how to add fields from the CompanyAddresses list/table so that
they occur once per company in a sensible place in the report.

Here are the steps we need to create the report we want:

1. Click View > Design View (see Figure 20.9).

\Co mpany [Report 2\

# Page Header

Eorfpany [purpfee Weato} 1 1 ||

# Company Header

fompamy| [ | [ | [ [ |

£ Purpose Header
T
e

i | Location E]|.1 \Sa |Numbarnfsiafl
FEwov oo ' ' '

+# Detail
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FIGURE 20.10
The field list
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2. Expand the area available for the CompanyStaffNumbers_Company section by
selecting the Purpose Header line and moving the cursor toward the top of it
until you see an icon with a thick downward arrow; a thin upward arrow joined

to it; and a horizontal line between the two arrows. When you have this, drag

that section downward. This gives more space for the section above it.

3. Now go to the ribbon and click Add Existing Fields toward the right of the ribbon.

If this isn’t visible on the ribbon, perhaps it's because you've closed the database
or the view in the meantime. You can find it again by selecting the menu item

Design in the Report Design Tools section.

This opens a List of all fields in both tables that were used when creating this

report (see Figure 20.10).

Ficld List
Flelds avallable Tor this view:

B

=l LompanystattNumbers
D
litle
Lompany
Location
Purpose
Number of Start
Cunlenl Type
WorklMuw Inslance ID
File Type
Modified
Created
Created Dy
Modificd By
URL Path
Path
Item Type
Encoded Absolute URL

Edit Table |a

Fields available in relaled lables:

£l CompanyAddresses
11}
Title
Company
Address
Cily
Slale

kdit 1able &

The upper section of the Field List contains the fields in the list/table that we
used to create the report. The fields in the second list/table that we did not use
in the report are for the moment contained in the lower section (Fields Avail-
able in Related Tables).

4. Open if necessary the lower (CompanyAddresses) section and double-click

Address.
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A dual set of Address (label) and Address (field) appear in that order some-
where in the design—probably offscreen in the Detail section that will have
been increased in size, so you will have to scroll down. This is not where we
want the address to be of course.

After the addition of Address there is a slight change in the Field List. The second
set of fields are now included in the Fields Available in This View section where
they are now placed above the Company-StaffNumbers fields.

5. Click somewhere in empty space.
This removes the selection of both the label and the field.
6. Click the left Address (the label) to select it and click Delete.

7. Click the right Address (the field) to select it and then press Ctrl-X.

If you don’t feel happy about this field vanishing from sight after the Ctrl-X, use
Ctrl-C and then later delete the original copy of the field.

8. Click the Company field in the Company Header section.

The nice thing about doing step 8 before step 9 is that the Address field is auto-
matically aligned directly under the Company field.

9. Click Ctrl-V.

Now repeat the preceding steps 4 to 9 for (in turn) the City, State, Zip, Country,
and Web Page fields with one important difference: At step 8, always select the field
you previously added.

This is the way you should do it, and 99 times out of 100 it will work fine. My rec-
ommendation is to play it safe and switch to Report view and back to Design view
after adding three fields and then again after the next three fields. Once, when |
had been working for a long time on improving a report and tried to go to Report
view, | was told that | hadn’t enough memory to do so, and nor did | have enough
memory to save my design. Removing running programs had no effect, so | just
had to cancel and lose all my changes. | wouldn’t like that to happen to you.
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This is the way you should do it and 99 times out of a hundred it will work fine. My
recommendation is to play safe and switch to report view and back to design view
after adding three fields and then again after the next three fields. Once, when |
had been working for a long time on improving a report and tried to go to Report
View, | was told that | hadn’t enough memory to do so and nor did | have enough
memory to save my design. Removing running programs had no effect so | just had
to cancel and | lost all my changes. | wouldn’t like that to happen to you.

10. Move the Purpose Footer upward so the Detail Section is of normal height (see
Figure 20.11).
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11. Before we have a look at this in Report View, it’s clear that we don’t want to
have column headers at the top of each page saying Company, Purpose, and
Location, so delete those three items in the Page Header section.

12. Although you are amending the Page Header section, try to find the Page
Number function in the ribbon and specify that the page number should
appear at the top of the page on the left and be centered in its field.

13. Click View > Report View (see Figure 20.12).

This almost final report is now at the stage the report in Hour 19 was before we did
the final changes to it. By following the Tip after step 10 of the Report Wizard phase,
we avoided the need to remove the percentage line, but we still need to widen the
Purpose field, so we get Marketing and make the Company Name Bold and Under-
lined. To do that, though, you can follow Hour 19—making sure your report design is
saved at the end. (If you can'’t find how to do so, close Access. If the report design has-
n't been saved, you will be asked if you want to save it.)

Here we finish with a look at creating a report from two lists/tables without the aid of
the Report Wizard.
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FIGURE 20.12
An almost final
report

Company Report 2

Pagel

HP

3000 Hanover S5t.
Palo Alto

CA

594204

USA

#http://www.hp.com#
Marketir

Boston Number of Staff 20
New York Number of Staff 50

Summary for 'Purpose’ = Marketing (2 detail records)

70

Creating a Two Lists/Tables Report
Manually Using Design View

The alternative to using first the Report Wizard and then making manual changes to
what that generates is to start with an empty report design sheet and add fields from
the two lists to it. In the present rather simple case, this is probably a more time-con-
suming method than the early “wizard + amendment” method, but you need to
know how to use this method anyway for cases where the initial use of the Report
Wizard is more hindrance than help, so here is how to do a total report design from
scratch for that same simple case.

Most of the techniques used in this section were already covered in the previous sec-
tion, so we can start right away with the steps needed to create a report called Com-
pany Report 3 from the Design view:

1. Create (menu line) and Report Design (ribbon).

This gives an empty Design View with a Page Header section, Detail section,
and Page Footer section. First we need to create a Company Header section.

2. Click the Ribbon on Add Existing Fields that opens the Field List.
3. Click the + next to CompanyStaffNumbers in the Field List section.

4. Double-click Company. The Company label (left) and the Company field (right)
appear in the Detail section.

5. Delete the Company label only.
6. Select the Company field and right-click (see Figure 20.13).

7. Click Group On.
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Specifying Group-
ing for a field
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Seemingly nothing happens, but if you look again at the Design View (and
upward), you'll see that a new section has been created called Company
Header.

Drag the Company field to a suitable location (top left) in the Company
Header section.

This is done by moving the cursor to the top end of the selected Company field’s
box until you see a small four-pointed (as in N/S/E/W directions) icon and then
holding the mouse button down while moving the field.

Now that the Company Field is there, the next steps are to add the fields Address,
City, State, Zip, Country, and Web Page from the CompanyAddresses part of Field List
using the same method that was used previously. I start a new set of steps for this
(condensed because we've seen them before):

1.

2
3
4,
5
6

Expand CompanyAddreses in Field List.

. Double-click Address.

. Delete the left Address (label) in the Details part of Design view.

Click the Address field to select it and then Ctrl-X.

. Click the Company field in the Company Header section.

. Click Ctrl-V.

Repeat for City, State, Zip, Country, and Web Page, not forgetting as before to always

select in step 5 the field that was previously added to the Company Header section.
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The following steps group on Purpose and create a couple of calculation fields in the
Purpose section. Again, as the initial steps are repeats of what has been done before,
they are compressed:

1. Double-click Purpose.

2. Delete the Purpose label.

3. Select the Purpose field and right-click it.
4

. Click Group On.

Again, a Header section is created, this time for Purpose. This section as added later is
below the Company Header section:

1. Move the Purpose field to within the Purpose section. This time align it to the
right of the names in the section above it.

2. After moving it, widen the field by dragging on the right edge of the Purpose
box to widen the box.

3. Drag up the Detail Header so that the Purpose section takes as little space as
possible.

We've done quite a bit of work, yet we still have only a report that looks like
Figure 20.14.

HP

3000 Hanover St.

ralo alto

CA

94304

UsA
#http://www.hp.com#

Marketing

This might be a good time to have a look at what the report we created in the previ-
ous section looked like. Having done that, we see that we are missing three rows in
the Details section:

» Location + Number of Staff (normal fields)
» Location (count of)

» Number of Staff (sum of)
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FIGURE 20.15
The Details line
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Here we can ignore the count of location and just do the first and the last item in that
list and then do another review:

1. Use the usual (by now) technique to get the Location field into the Details sec-
tion and move it to the top of the section positioned to the right of the end of
the Purpose field in the section above.

2. Use the usual (by now) technique to get to get the Number of Staff field into the
details section, but do not delete the label; move both the label and the field to
the top of the section positioned to the right of the end of the Location field that
was just added.

3. Reduce the size of the Details section so that it has space for just this one line.

The report now looks like (in extract) Figure 20.15.

Marketing

Boston fumber of Staff 20

New York Number of Staff =

The final part of the report we cover in the book is the addition of the line giving the
totals for Marketing (and all the other Purpose sections) of the number of staff. These
go in the Purpose Footer section and will normally consist not only of a total, but also
some text including the name of the Purpose. So Total for Marketing = 70 for
instance.

Here’s one way to do this:
1. Use the usual technique and add the Any field to Details.
2. Move the field to the Purpose Footer section and right-click (see Figure 20.13).
3. Click Build Events at the top of the pop-up menu.
4. Select Expression Builder from the new pop-up.

Now to build up Total for Marketing = 70, you need to specify four different
parts of this expression:

a. A text string Total For
b. The contents of a field (Purpose)
c. A textstring =

d. Asum
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In the Expression Builder between each of these parts, you need an
ampersand (&):

a. Uses Functions/Built-in Functions (and String)
b. Uses BookDatabase19/Tables/CompanyStaffNumbers (and Purpose)
c. Uses Functions/Built-in Functions (and String)
d. Uses Functions/Built-in Functions (and Sum)
Note that the & is obtained from “Operators” and scrolling down to select “&.”

This logically results in what's seen in Figure 20.16, which however might be rejected
by the Expression Builder format checker.

Expression Builder
| Enter an Expression to execute on this event:

| (examples of expressons indude [fisld1] + [fieldZ] and [field1] < 5)
String{10, Total for ) & [CompanyStaffiumbers]| [Purpose] & Sting(3, =) &
Sumi [CompanyStaffiumber

| s]! INumber of Staff] §

Expression Elements [Expression Categories Expression Values
| G Pt -l | e —
() Budt-In Functions Tithe
) WebSeviees | ||| omeany
| | 23] BookDatabase19.aced| || |purpase E |
5 (1] Tables b of Stall ]
7] Companyaddre || Content Type
] CompanyStafit ‘Werkfiew Instance 1D
= _ || Fie Type
1 Queres Modfed
it

2l K Created

This is one of the problems of the manual approach. The Expression checker routine
is strict. It rejects as incorrect just about everything. It even (!) rejects some of the
expressions (that work!) generated by the Report Wizard. Rather than writing a new
hour about creating expressions accepted by the Expression checker routine, let us
solve our problem in the simplest possible way by following these steps:

1. Click Number of Staff (field) in the Details line.

2. Right-click and select Sum.

As if by magic, this creates Sum fields just where we want them in the Purpose Footer
and in the Company Footer (see Figure 20.17).

I'll leave you to tidy up the report by reducing the size of some of areas of the report.
(And note that there isn’t such a nice report heading as there was for the generated
report—there is no report heading yet.)

The final section gives a few thoughts as to which approach is the most suitable.
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A seemingly
good expression
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FIGURE 20.17
Sum of Number
of Staff just
where we want it
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Short Comparison of the Two Methods
for Report Creation from Two or More
Lists/Tables

1.

It is possible to create a report from scratch. You have full control, and provided
you can learn to love the odd little ways of the Expression Builder checker (or
how to use the alternative Macro Builder or Code Builder), you can do virtually
what you want with fields from more than one list/table.

It is much faster in many circumstances to use the Report Wizard to create a
basis report (using fields from only one list/table) and then to add fields from
another (or from several) list/table to it.

It is also useful to quickly create a few sample reports using the Report Builder
and then use them only as a model for the kind of report you want to build
using only manual techniques.

Workshop

Q. What happens if | create a link between a SharePoint List and Access 2010

using a TCP/IP address and then the TCP/IP address changes?

The problem with such a change is that the TCP/IP address is built in to the
Access table so that it knows where the SharePoint List is located that it needs to
link to. In a situation where the TCP/IP address has changed, the link naturally
doesn’t work, so you need to change the link.

You do this using the same method that you would use if you had for instance
moved the list to a completely different SharePoint system. Here are the steps to
solve this (this does not need to be repeated for each table in the same database
connected to the old TCP/IP address or server), all of which occur in Access
2010:



1. Select the table.

2. Right-click.

3. Select More Options (see Figure 20.18).

; B

cut
B3 Copy
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Conyert to Lacal Table
Table Properties
Check Web Compatibility
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Record: W 10f10 LN

YosePRa

Open Default View...
Modify Columns and Settings...
Alert Me...

Modify Workflow...

Change Permissions for this List...

SharePaint Site Recycle Bin...
Relink Lists...

Delete List

Workshop

4. Click Relink lists (see Figure 20.19).

source:

Relink Lists to New Site e
Change the path to lists on the new site
Original Site: | http:/f172.27.89. 106 /BookSite3 - (2 Lists) =]
Dew Site: http:/{132. 168,244, 130/Booksite3|

In the new lists column, select one or more lists from the new site that you want any link tables to use as the data

Original site link tables
CompanyAddresses
Companystaffiiumbers

New lists

Before you do this, make sure that the new TCP/IP address is listed in the Alter-
nate Access Mappings (AAM) section of Central Administration.

5. Click Get lists (see Figure 20.20).

Here the New Lists function automatically added the correct Lists. It was after all
the same server and the same lists that were being accessed. But for cases in
which perhaps the lists have different names after being moved (perhaps to a site
that already had a list with the original name), there’s the option of selecting the
correct list.
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FIGURE 20.18
Preparing to
relink a table to
a List

FIGURE 20.19
Relinking Lists
to a new site



326 HOUR 20: Creating a Report from Several Different SPF 2010 Lists

FIGURE 20.20 Relink Lists to New Site . [ [t
New Lists are
e Change the path to lists on the new site
specified RRLE
Original Site: | http:/f172.27.89. 106 /BookSite3 - (2 Lists) =]
Dew Site: http:/{132. 168,244, 130/Booksite3| @
In the new lists column, select one or more lists from the new site that you want any link tables to use as the data
source:
Original site link tables New lists
CompanyAddresses CompanyAddresses [=]
CompanyStaffiliumbers CompanyStaffiumbers
6. Click OK.

This takes us back to the standard Access Page for this database; only now the
both the links are operational.

B)l x’le This is a good example that a right-click on one table will actually solve this prob-
ay lem for all the tables.
Quiz

1. Can you use the Report Wizard to produce a report that uses the fields of two or
more lists?

2. When using the Report Wizard to produce an interim report that we will build on,
does it matter which single list we use for the fields used in that interim report?

Answers

1. You can produce a report using Report Wizard that uses fields from two or
more lists, but the chances are the report will not be of much use to you
because fields from the second list will probably be used in the wrong way.

2. It depends on the lists. In this case the method we chose was the only correct
one. For bonus points, you can see what would happen if a report were created
using the Company Addresses list/table. It won't be as helpful as a basis for a
full report as the interim report we created using the CompanyStaffNumbers
list/table.
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HOUR 21

Creating Workflows in SPF
2010

What You’ll Learn in This Hour

> What workflow options you have as an SPF 2010 (and SPS 2010) user

» Creating a workflow using the three-state workflow included with SPF
2010

> Requirements for creating workflows for other kinds of lists than Issue
Tracking and Tasks

This hour contains an overview of the various Workflow options included with the
two main SharePoint 2010 products and of the Workflow options available in con-
nection with SharePoint with the use of other products. The second half of the hour
works through an example of using the single workflow option included in SPF 2010.
Another way of creating workflows for a SPF 2010 site is by the use of SharePoint
Designer 2007. That is covered in Hour 22, “Using SharePoint Designer 2010 to
Create Workflows.”

Understanding the Main Workflow
Options

Workflow became one of the key functions of SharePoint when the version 3 products
were released. It continues to be a key function in the v4 products with, in particular,
much more functionality provided by SharePoint Designer 2010 workflows (see later
in this hour and in the next hour). Workflow functionality in SharePoint products is
based on the Windows Workflow Foundation (WWF).

You can use workflows in connection with SharePoint v4 products in six main ways:

» The single built-in workflow function included in SPF 2010
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The built-in workflow functions included in SPS 2010
Workflows created in SharePoint Designer 2010
Workflows created in InfoPath 2010

Workflows created in Visual Studio 2010

vV v v v VY

Workflows created using third-party products

The single built-in workflow function (the three-state workflow) in SPF 2010 is the
main topic of this hour. It is covered in detail later.

Predefined SPS 2010 Workflows

The simple three-stage workflow type included in SPF 2010 is also available in an SPS
2010 installation. However, several other predefined workflow types come only with
SPS 2010: Approval, Disposition Approval, Collect Feedback, Collect Signatures, and
Translation Management. These workflows are preassociated with the Document
content type. In other words, when you create a document library in SPS 2010, these
workflows are automatically available in those document libraries.

To see the status of these (and the three-state) workflows (when in a site), go to Site
Actions and click Site Workflows. This displays the status of the workflows in that site
collection. SPF 2010 and SPS 2010 built-in workflows are relatively simple workflows
with limited capabilities.

SharePoint Designer 2010 Workflows

You can add more complicated workflows to both SPF 2010 and SPS 2010 and still
avoid programming by using SharePoint Designer 2010. This kind of workflow has
been allocated an entire hour of this book (see Hour 22). Functionality of workflows
is greatly improved compared to that available in SharePoint Designer 2007.

IinfoPath 2010 Workflows

You don’t actually create a workflow in InfoPath 20010. What you do is create
InfoPath forms that display data from an existing workflow. After doing so, you can
make InfoPath rules that react on changes to that data. In other words, there are no
InfoPath 2010 workflows. There are standard (SPF 2010, SPS 2010, and SPD 2010)
workflows (or workflows written in Visual Studio 2010) and InfoPath 2010 forms that
feed off them. This sort of workflow is at second-hand—a useful technique that
enables InfoPath 2010 specialists to use workflows in their forms but is not (in my
opinion at least) a new workflow type.
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Visual Studio 2010 Workflows

Writing workflows in Visual Studio 2010 requires the kind of developer skills needed
when writing code to provide new functionality in SPF 2010 and SPS 2010. In return
you get more powerful workflows than even those now available when using Share-
Point Designer 2010.

Because of the developer skills required, creating workflows using Visual Studio 2010
is beyond the scope of this book. If you are interested in going further with it, look for
a SharePoint developer book that dedicates considerable space to workflows. (Many
don’t).

Third-Party Workflow Products

Third-party products provide functionality that you could write if you had both the
time and the Visual Studio-based development skills. Here are two companies that
had good products for the v2 and v3 SharePoint products: the website of the first
company listed does not at the moment of writing indicate whether it will be updat-
ing its product for SharePoint 2010, but it is reasonable to assume that it will. If you
are interested in using either product (or products from other third-party companies)
in connection with SPF 2010, ask the company if its product will work with SPF 2010
because often third-party products require the full SharePoint product (in this case
SPS 2010):

» OpenText (formerly Captaris)—At the time of writing, OpenText Workflow
Server (formerly Captaris Workflow 6.5) was available for MOSS 2007
(http://faxsolutions.opentext.com/workflow-server.aspx).

» Nintex—Nintex stated that it will have a product for SharePoint 2010 called
Nintex Workflow 2010. (For SharePoint 3 products, the product is Nintex Work-
flow 2007, which was for both WSS 3.0 and MOSS 2007.) A good starter page
with links to both products right at the top of the list of its products is
http://www.nintex.com.

Creating a Workflow Using the
Three-State Workflow Method

When reading this section, concentrate on the interchange between the two different
list types during the workflow process.

For people reading this book without the advantage of working with a company
network running Exchange, regard the addition of an SMTP server and the emails
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that it should send to users in the workflow chain as a bonus. If you can’t get it
(the SMTP Server) to work at all, don’t worry. The workflow process doesn’t rely
on emails being sent. You can still follow this book without a working SMTP
server.

Try the installation as described. If it works, that’s great but if it doesn’t, assume
that the email arrives at the time | describe.

The three-stage workflow method is the sole workflow method built in to SPF 2010. (It
is also built in to SPS 2010.) It is a simple but useful process to follow in a business
environment.

The three stages are as follows:
1. Someone creates a job to be done.
2. Someone does the job.

3. Someone checks that the job has been done correctly and marks it as complete.

The principal components of the entire workflow process are
> A list based on the Issue Tracking list type
A list based on the Tasks list type
Outgoing email messages specified in Central Administration

>
>
» A built-in workflow service
> A working SMTP server

>

A working email address (for the user)

Without these six components, workflow might work, but not properly.

Ensuring Your Users Have a Working Email
Address

The sixth component is slightly different from the others: Make sure that all the peo-
ple in the workflow chain can receive email. They can do this only if their correct
email addresses are specified in their profiles. Check this by (as administrator) going
to Site Actions > Site Settings > People and Groups. Then click the name of each user
to check the email address and amend it if necessary with Edit Item. Figure 21.1 is an
example of amending the default to an address at my own ISP in Finland.
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FIGURE 21.1
Making sure
users have good
Account SPF1\mycontrib email addresses

[l Attach File X Delete User from Site Collection

Name * ISPFl\mycontrib

E-Mail Imyhcmeaddreas@kolumbua‘ﬁ

Mabile Number |

After checking that all the users have valid email addresses, start at the bottom of the
principal-components list (this list is a couple of paragraphs above this section), and
work upward. In this test case, make sure that the users you use for workflow—I use
MyAdmin and the administrator—have valid email addresses. Also, for reasons
revealed later, use one or more addresses at your local ISP unless you run Exchange
in a work environment.

Ensuring You Have a Working SMTP Server

Remember from Hour 11, “Using What We've Learned So Far in a Site,” you learned
that to get alerts to work, you must specify your outgoing email specifications and
that the difficulty is writing the correct server name. That assumed you actually had
an SMTP server. In a work setting, that is likely to be the case. If you try to follow this
book at home, however, that probably won't be the case (until you install one).

A free SMTP server that works and has some good options is PostCast Server. Be aware
that it doesn’t seem to work in the free version for Gmail and Hotmail addresses; so
make sure you always use your local ISP email address for your test users.

The (nonfree) professional version should send messages to Gmail addresses. Bx‘”m_
The Professional version costs $49. A free 30-day trial is available, so you can ay

check it out at http://www.postcaseserver.com/download/ .

The website for the free version of PostCast Server is www.postcastserver.com/
download/release.aspx?p=3. As when I wrote my book on WSS 3.0, the version avail-
able there is version 2.6.0. When installing it I followed the defaults.

It's a matter of choice whether you set the processing of messages to Immedi- B,\Lﬂle_
ately or Manually (the default). | suggest you set to Manually, and after you know ay

everything works, switch to Immediately. While performing your first tests, how-
ever, it's easier to follow the process if you can see when a message arrives in
your SMTP system.
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Using Manually means that you can follow the process (which means looking at
three different places, as you will see) slowly. That said, slowly is the only way (in
my opinion) to really understand what’s going on behind the scenes.
Having installed PostCast Server, the best thing to do is make sure that it can send
messages to your email addresses. Do this by creating a new message in the open
Outbox (see Figure 21.2).
FIG U RE 2 1 .2 i PostCast Server Free Edition v2.6.0')
Confirming that E"': f’i Ewsse =
ar - Ele Edit View Format Insert Tools Help
w:riMTP server - Ellseve | 0 Atach @Hve | & Print. % Speling ‘ 1 Set Priority
m_ma\ ~11,25 -‘HIQ‘,@‘EE‘EE
shortcuts | From:  [englantiiainen@hotmall.com
e
New Messag  Subject: [
=
Gpen Messar
)
Settings
&%

When you receive that email, you know that everything is okay. You can now check
that you actually have a workflow system!

The email message first appears in the Outbox. Then, assuming you have set the
PostCast Server to Manually, you need to click the Start button at the left of the
menu line that becomes available to you.

Don’t worry if you get an odd small error message. Just click OK to accept it, and

your real message will be sent. This seems to happen once with a new installa-
tion of PostCast Server. (Be even less worried if you don’t get such a message!)

Checking for a Built-In Workflow Service

To check that you have a working workflow system, go to Site Actions > Site Settings >
Workflows. (This is listed in the Site Administration section.) The Three-state workflow
is listed and active (see Figure 21.3).

FIGURE 21.3
Checking that the
workflow is active

Site Collection Administration » Workflows

Workflows in the current site collection

Home BookSite1l BookSite2 BookSite3 Web Parts Test

WikiTestM2 WikiTestM3 WikiTestM4

Workflow Status

Sites

WikiTestl Three-state Active

WikiTest2
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Checking That Outgoing Email Messages Are
Specified

To check that you have specified working outgoing email parameters, go to Central
Administration > System Settings > Configure Outgoing E-Mail Settings (see Figure
21.4). Note that this item is not listed in the Systems Settings section of the Central
Administration main page; you must click System Settings to see it listed on the Sys-
tem Settings page.

Central Administration » Outgoing E-Mail Settings FIGURE 21.4
Use the settings on this page to configure the default e-mail settings for all web applica SpeCIfylng the
configuring e-mail settings. OUthing email
settings
Mail Settings
Outbound SMTP server:

Specify the SMTP mail server to use for |5pf1

Microsoft ShareFoint Foundation e-mail-

based notifications for alerts, invitations, From address:

and administrator notifications.
Personalize the From address and
Reply-to address. Reply-to address:

|eng|ant\|amen@gma|\‘com

Ienglant\lamen@gmai\‘cum

Character set:
[65001 (Unicode UTF-8) =1

I S

You need to fill in the values in Figure 21.4 if you use the PostCast Server. If you use
Exchange, they are probably already specified.

Ensuring You Have a List Based on the
Tasks List Type

The next principal component is to make sure you have a list based on the Tasks list
type. Here it’s possible to follow the usual method of Site Actions > More Options >
Tasks to create a new Tasks list, which will be used for the workflow tasks.

Instead of doing this, I strongly recommend you let the system handle this creation of a
Tasks List (see the next section). When you specify the workflow settings for your Issue
Tracking list, you are asked which Tasks list to use. You can ask for one to be created. In
that case, the name that will be given for it is <the name of the workflow> Tasks.

The one snag with letting the system create the list (of type Tasks) is that this list will
not appear in Quick Launch, which for our demonstration here is a nuisance. So you
later need to enter the list and change the Quick Launch setting.
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FIGURE 21.5
Creating a list of
type Issue
Tracking.

FIGURE 21.6
First step in cre-
ating a workflow
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Creating a List Based on the Issue Tracking List

Type

Now you create a list of type Issue Tracking. To do this, follow these steps:

1. Go to Site Actions > More Options > Issue Tracking; add the name Three-
StateTest and accept the other default values (see Figure 21.5).

hite2 BookSite3 Web Parts Test WikiTest1 WikiTest2 WikiTest3 WikiTestM1

WikiTestM4

Name and Description

Type a new name as you want it to appear in headings and links
throughout the site. Type descriptive text that will help site visitors use Name:

this list. ThreeStateTest

Description:

2. After creating this list, access the list’s menu item Settings (to see this you need
to have selected List in the List Tools section on the ribbon) and choose List Set-
tings (sneakily placed as a large icon on the left, with List Permissions and
Workflow Settings as normal icons and text under the Settings Tab item).
Remove attachments by going to Advanced Settings and setting attachments to
No. After that, you return to the same List Settings screen. You can now select
Workflow Settings, after which Figure 21.6 appears.

N3 WikiTestM4

Workflows
F ({/) |There are no workflows currently associated with this list.

These workflows are configured to run on items of this type:
[an =

(Selecting a different type will navigate you to the Workflow Setting

a Add a workflow

Here it’s necessary to select Add a Workflow, which leads to Figures 21.7 and 21.8.

3. Name the workflow BookWorkflow and select New Task List from the drop-
down for Task list (arrowed; Figure 21.7). Also deselect the box at the top arrow
point in Figure 21.8 (Allow This Workflow to be Manually Started) and activate
the box at Start This Workflow When a New Item Is to Be Created. Click Next.
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Workflow

Select a workflow to add to
this list. If the workflow
template you want does not
appear, contact your
administrator to get it added
to your site collection or
workspace.

Hame

Type a name for this
workflow. The name will be
used to identify this workflow
to users of this list.

Task List

Select a task list to use with
this workflow. You can select
an existing task list or request
that a new task list be
created.

Select a workflow template:

Type a unique name for this workflow:
BookWorkFlow

loct o tack lick:
INew task list hd

That @ e’ Task NSt be
created.

History List

Select a history list to use
with this workflow. You can
select an existing history list
or request that a new history
list be created.

Start Options

Specify how this workflow
can be started.

Select a history list:
Workflow History (new) -

r Allow this workflow to be manually sta
] Require Manage Lists Permissio
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FIGURE 21.7
Amending the
workflow
settings (1)

FIGURE 21.8
Amending the
workflow
settings (2)

\ [T Start this workflow to approve publishi

[¥ Start this workflow when a new item i

4. Starting at Figure 21.9, specify what happens when a workflow is started and
what happens when the workflow changes to its middle state. (Changing the
names of the three states is pointless—imagine changing the initial state to

Complete!)
Workflow states: b G okt FIGURE 21-9
elect a 'Choice' field: T
Select a "Choice' field, and [Tssue Status = Specifying the
then select a value for the : details of the
initial, middle, and final TRl kﬂ
states. For an Issues list, the [Active =1 workflow
states for an item are Middle state
specified by the Status field,
e |Reso|ved ;l
Initial State = Active Final state
Middle State = Resolved I Closed ;I
Final State = Closed
As the item moves through
the various stages of the
workflow, the item is updated
automatically.
Specify what you want to :
happen when a workflowis ~ Task Details:
initiated: Task Title:
For example, when a Custom message: Workflow initiated:
workflow is initiated on an
issue in an Issues list, |7 " .l1D
Microsoft SharePoint i L T
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FIGURE 21.10
Specifying the
email to be sent
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Figure 21.9 shows the top of the page includes the start of the settings for the
initial state. (The middle state settings follow further down the page.) This lets
you change the messages that are issued, but here I just leave all the standard
options in place.

Both the initial state section and the middle state section enable you to specify
that an email should be sent and to whom it should go. In testing this function
it might be useful to specify the sending of an email in both sections, but in
production my recommendation would be that you consider doing this only in
the initial state because changing that state means action is needed (see Figure
21.10). Doing this in the middle state would only be confirming that an action
has moved to Complete.

E-mail Message Details:

i Send e-mail message
To:

ISPFl\Administrator ¥ 1nclude Task Assigned To
Subject:

[End of phase one ¥ use Task Title
Body:

nsert link to List item
Al
H

5. Finish by clicking OK.

Creating the Workflow

Now that the six principal components are set, we can start the process of creating
our workflow. First, however, let me explain why we have two lists: an Issue Tracking
list and a Tasks list.

The Issue Tracking list is a high-level coordinator of numerous different jobs. Each job
produces one entry in the Issue Tracking list, and it’s possible in the Issue Tracking list
to connect them to one another. Each job in the Issue Tracking list generates a num-
ber of jobs in the Tasks list. Roughly speaking, each major step in the progress of that
Issue produces a new entry in the Tasks list.

First, let’s prepare for the rest of this hour by ensuring that the new BookWorkflow
Tasks tasks list appears in the Quick Launch by following these steps:

1. Go to Site Actions > View All Site Content > BookWorkflow Tasks.
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2. Open BookWorkflow Tasks.
3. Go to List > Settings > List Settings > Title, Description, and Navigation.

4. Specify there that the list appears in Quick Launch and click Save.

The final preparatory step is to use two browser copies as follows:
1. Open one browser copy at the ThreeStateTest list.
2. Open the second browser copy at the BookWorkflow Tasks list.

3. Scale the browser copies to take up half the screen space; that way, you can
see both.

Let’s now create a new job in the Issue Tracking list.

Take this slowly. Create or change something in one of the two lists and then go
to the other list (perhaps with Refresh, although this isn’t necessary) to see
whether the other list changed.

If you have the PostCast Server, look at the Outbox to see if a message arrived. If
it has, click Start to send it on its way.

Refresh your client’s mail reader to see if an email has arrived. If it has, look at
its contents.

1. Create a sample item in the ThreeStateTest. (The link is in Quick Launch.) Fill
in the form, as shown in Figure 21.11. (MyAdmin was checked with the “head”

Edit

HB B

) @ copy
Save  Cancel Paste

Commit Chipboard

Title = |Task One

Assigned To [Eprl\mﬂgmm 3 ;5«' |
Issue Status m

Prionty [(2) Normal =]

to the right of that entry box, so it shows as spfl \myadmin—underlined with
no caps).

(The rest of the form I left empty. This is enough for our test needs.)

2. Click OK to display the ThreeStateTest list containing one item (see Figure
21.12).
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FIGURE 21.11
Adding the new
job in Three-
StateTest
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FIGURE 21.12
ThreeStateTest [ meliis) i Assigned To Issue
list with one item 1 Task One Eintw SPF1\myadmin Active

4 Add new item

3. At this stage, nothing has happened at the SMTP server, so we have no new
email. Go to the BookWorkflow Tasks list and refresh the page, and there is a

new entry (see Figure 21.13).

FIGURE 21.13 " . . -
Tasks for Work- T @ Type Title Assigned To Status Priority
flow, with one i ey e BR[O
item 1 e
4 Add new item
Figure 21.13 shows why nothing’s happened: The status shows that the job
hasn'’t started.
4. As administrator while still at Figure 21.13, double-click the Title and then Edit
Item. Change the status to In Progress (see Figure 21.14) and click Save.
FIGURE 21.14 Priority [2) Normal =]
Telling MyAdmin - 2 e
: atus =
there’s some- o -
thing for him % Complete ——
Assigned To lSPFl\_mygdmill H
Descrption |

A workdlow has been initiated on the following list item. |
http://spf1fUsts/ThreeStateTest/DispFormaspx?iD=1

Because the status has been changed to In Progress, an email is sent to
MyAdmin so that he’s aware that he can start working.

5. After the Save has been done, the status in the BookWorkflow Tasks list
changes to In Progress.
Meanwhile, the ThreeStateTest list also shows the workflow in progress (see

Figure 21.15).
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Title Assigned To Issue Status Priority Due Date BookWorkFlow

Task One SPF1\myadmin  Active €3] In Progress
HEw Normal

6. Go back to the browser that is showing BookWorkflow Tasks and change the
user from Administrator to MyAdmin via the drop-down when SPF1\Adminis-
trator is selected at the top-right part of the screen, and then open the Work-
flow Initiated: 1 item.

7. Edit the Workflow Initiated: 1 item so that the task is marked as complete and
at 100 percent (see Figure 21.16). Click Save.

= | QVersmn History A Alert Me
;"2 .ﬁ Manage Permissions
I:E::;r: X Delete Item

Manage Actions

¥ The content of this item will be sent as an e-mail message

Title Workflow initiated: 1
Predecessors
Priority (2) Normal

Status In Progress

8. Refresh the BookWorkflow Tasks page. You see a second task in the list (see
Figure 21.17).

[ @ Type Title Assigned To Status Priority
_] Workflow SPF1\myadmin Completed (2)
initiated: Normal
1 mhew
Review SPF1\administrator Not (2)
task 1 Started Normal
Hew

Now go to the browser copy located at ThreeStateTest and refresh that page. (If

you have been working with only one browser copy, make sure you change
back to Administrator.)

After the refresh, that page looks like that shown in Figure 21.18.
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FIGURE 21.15
Issue is Active
and In Progress
in Three-
StateTest

FIGURE 21.16
Accessing the
task when
signed in as
MyAdmin

FIGURE 21.17
The Administra-
tor's task is in
the task list.



342

FIGURE 21.18
The state of
ThreeStateTest
after MyAdmin
has finished

FIGURE 21.19
Two completed
tasks in Book-
Workflow Tasks

FIGURE 21.20
One completed
task in Three-
StateTest
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10.

Title

Task
One

HEW

Assigned To Issue Status

SPF1\administrator Resolved

Priority

Normal

Due Date BookWorkFlow

In Progress

The apparent contradiction of having the task resolved but still in progress is
because the task has been done but has not been checked!

Go again to the BookWorkflow Tasks page and sign in as Administrator (if

using two browser copies). Edit Review Task 1 and mark it as Completed 100%.
Now BookWorkflow Tasks shows Figure 21.19.

[Type

Title

Workflow
initiated:
1 Einew

Review
task 1
HEw

Assigned To Status

SPF1\myadmin

Priority

Completed (2)

Normal

SPF1\administrator Completed (2}

Normal

Due Date % Complete

100 %

11. Open and refresh the ThreeStateTest page (see Figure 21.20).

Title

Task
One
u

Assigned To Issue Status

SPF1\administrator Closed

Priority

(2)
Normal

Due Date BookWorkFlow

Completed

With that, this workflow exercise is completed. Doing this for the first time every-

thing probably seems rather confusing. This is no doubt because I've complicated

matters by showing you the inter-relationship between the Tasks list and the Issue
Tracking list. I did this because understanding how that relationship works is an inte-
gral part of understanding the entire process. In the short term adding that detail
made the process seem more complicated than it actually is.

If you feel overwhelmed by this hour, do the whole thing again, and lamps will start

to light up, and please take a break now and come back to it later and go through it

all again—perhaps after you finish the whole book or maybe just after you work
through creating workflows with SPD 2007 in the next hour.



Q&A

Summary

In this hour, you learned about the different kinds of workflows that can be created
using various tools for SharePoint 2010 environments. The hour continued with a
detailed run-through of the three-stage workflow, which is the only workflow
included in SPF 2010. The example chosen used the Issue Tracking list type, a list
type specially created for the handling workflows at the overview level.

The “Q&A” section contains a question about the requirements for workflow when
other types of lists (than the Issue Tracking and Tasks list types) are involved.

Q&A

Q. A Workflow Settings option is available in most other types of lists, not just
the Issue Tracking and Tasks list types. Are there any special requirements
for these other list types?

A. The main difference with using the Issue Tracking and Tasks lists is that those
two list types are already set up for workflows, so they already have the neces-
sary columns.

The main column that is needed in other list types is a Status column, which
needs to be of type Choice with three options. These don’t need to have the
same names as the equivalent column in Issue Tracking and Tasks but must
have three options to match the three-stage workflow, which is the only one
available to SPF 2010.

Other useful (and usually essential) columns are a Data and Time column for
the due date and a column for the name of the person/group responsible for
the work at a particular stage. Both of these columns, like the Status column,
are already in the Issue Tracking and Tasks list types, and it’s probably a good
idea to use the same names when adding these columns in the other list types.

When that is done, the process is similar to the process we’ve gone through in
this hour. The list is opened and workflow settings specified. Just as with Issue
Tracking, it's best to select New Task List (and New History List) so that just as
with Issue Tracking, the detail work is done in a list of type Tasks.

Q. How do we ensure that only certain people (rather than people with certain
access rights) approve tasks?

A. Because the process consists of a main list (Issue Tracking, document library, or
whatever) and a Tasks list, it’s possible to have different access rights for the
two lists.
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Workshop

Quiz
1. Ilisted six different ways to add workflows to SPF 2010. Which method isn't a
way to create workflows?

2. Isit necessary to have an SMTP server available for workflows to work?

3. If I want emails to work, do I need to have an SMTP server installed on the SPF
2010 server?

Answers

1. InfoPath 2010. You can create forms that use data from workflows, but you
can’t create workflows in InfoPath 2010.

2. No, the workflow works fine. The difference is that no alerts or email messages
can be sent if there is no SMTP server available. In other words, the people
expected to react to tasks in workflows would then need to monitor the Tasks
list so that they would know when to react.

3. No, you need to have an SMTP server available and specified in the Outgoing
Email section. The server can be anywhere that is accessible (typical, therefore,
in the domain or network) from the SPF 2010 server.



HOUR 22

Using SharePoint Designer
2010 to Create Workflows

What You’ll Learn in This Hour

> Background of SharePoint Designer 2010
» Creating workflows using SharePoint Designer 2010

Although SPF 2010 includes a functional three-stage workflow solution, it is limited
to that single scenario. As discussed in the first section of the previous hour, there are
other ways of creating workflows for SPF 2010. The most common method is to create
workflows in SharePoint Designer 2010 (SPD 2010). One reason this is common is
because SPD 2010 is free, and thus most SharePoint workflow creators have access to
it. The other reason is that it does a good job, which the following sections show.

Introducing SharePoint Designer 2010

SharePoint Designer (SPD) 2010 is a follow-up product to SharePoint Designer 2007,
which was a follow-up product to FrontPage 2003. SPD 2010 is a tool for customizing
SharePoint 2010 websites and only for customizing SharePoint 2010 websites; it will
not work with SharePoint 2007 websites. This is a change from the usual behavior of
Office products, and it could lead to problems if you need to maintain both Share-
Point 2010 and SharePoint 2007 websites.

SPD 2010 is a free download. That doesn’t make it rubbish because it is a further
development of SPD 2007, which until a year ago was a chargeable product. It’s also
a fully supported product. The theory is that if the product is free (and restricted to
use with SP 2010 sites and thus theoretically better), everyone who has a SharePoint
site to maintain will use it for the things it is good at. Thus, sites using SharePoint
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2010 will be better, and (finally) Microsoft will sell more SharePoint licenses and
CALs. It’s a nice theory and certainly means that SharePoint Administrators no
longer need to persuade their bosses that they need to buy it.

If you're a SharePoint site administrator, you need a copy. The problem with the
product being free is that a lot of people may download it, too, so you might need to
consider ways of stopping some sets of people from using SPD 2010 with your Share-
Point sites.

Throughout the recent history of SharePoint, there have been problems if prod-
ucts from two different Office versions (Outlook 2007 and Word 2003 say) are in
use in client PCs accessing SharePoint sites. If you are wise, you will ignore
Microsoft statements from the SPD 2010 team saying that to maintain both
2010 and 2007 SharePoint sites, you should install the 32-bit versions of SPD
2010 and SPD 2007 on your (single) client PC. (It is not at all possible to com-
bine the 64-bit version of SPD 2010 with the 32-bit version of SPD 2007).
Instead find a second (even old) PC and use that for maintaining your SharePoint
2007 (and 2003) sites with SPD 2007 (preferably running nothing else and cer-
tainly running no other Office product than Office 2007 products) and run only
SPD 2010 on your client PC that is running other Office 2010 level applications.

This hour concentrates on creating workflows using SPD 2010. Another SPD 2010
topic is covered in Hour 23, “Using SharePoint Designer 2010 to Solve Common User
Requests.”

Key Facts About SPD 2010 Workflows

Following are useful things to know about SharePoint Designer 2010 workflows before
you install SPD 2010:

» A SPD 2010 workflow, like the SPF 2010 built-in workflow we looked at in Hour
21, “Creating Workflows in SPF 2010,” can be a workflow only on a single list
or library.

> All SPD 2010 workflows are created using a wizard. This makes them powerful,
but at the same time, they are initially (*) restricted to doing what the wizard
makers thought you—the user—would want to do. (*) The wizard generates
code, and the code can be changed by hand later.

» Through the wizard, SPD 2010 workflows are easy to create.
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Where to Install SharePoint Designer 2010

The most common place to install SPD 2010 is on a client system (XP Pro, Vista, or
Windows 7) from which you will be accessing a server system or a virtual machine
(VM) running SPD 2010. This should be done only if the client system either has no
Microsoft Office applications installed or only Office 2010 applications.

There is another alternative, but it's not recommended for production use: Install SPD
2010 on the server (or VM) where you run SPD 2010. This might be handy for a test-
ing environment on a portable (especially if that portable is not running XP Pro,
Vista, or Windows 7 as its own Operating System—a MacBook for instance).

The installation process for SharePoint Designer 2010 isn’t discussed here
because it is a guided installation typical of Microsoft commercial (and free, for-
merly commercial) products.

Starting to Use SharePoint Designer 2010

When you first opened SPD 2007, it had a clean look (see Figure 22.1), but it was a
look that a Visual Studio user would feel more at home with than the typical user of
Office products.
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Now look at what we get when we first open SharePoint Designer 2010 (see Figure
22.2).

347

gy —

FIGURE 22.1
Opening SPD
2007 for the
first time
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FIGURE 22.2
Opening SPD
2010 for the
first time
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Quite a difference, isn’t it? Now that’s something that an Office user can feel at home
with. The main problem that we now face is, “What is the difference between Open
Site and Customize MySite? If we open a site in SPD 2010, we usually want to amend
it in some way.

The answer for SPF 2010 users is that you can ignore the Customize MySite option
entirely. MySite is a function that SPS 2010 has (which is usually written like that so
you can tell it is not MySite or The Site That I Have), but which SPF 2010 does not have.

| find it a bit irritating that SPD 2010 is made specifically (and only) for Share-
Point 2010 sites, and even so its default page still contains a link to a function
that many SharePoint 2010 users don’t have.

The problem is solved. To proceed we need to click the Open Site icon. You then need
to write http://spfl in the entry box in the screen that follows even if you run SPD
2010 in SPF1. You will be asked for credentials—in which case, use Administrator. In
future accesses there will be an icon for the spfl site that can be clicked after you use
Open Site, but you then don’t even need to use Open Site in most cases because your
site will be listed in the Recent Sites section of Figure 22.2. The page you now see
(Figure 22.3) is too full of information.

Did you see that there is even a link to Change Site Theme here?

Creating a Workflow Using SPD 2010

Now that SPD 2010 is open, we can create a workflow. Figure 22.3 displays two
direct links to two workflow possibilities: List Workflow (where the down arrow leads
to the Lists in your site) and Reusable Workflow. To see all the Workflow alternatives,
select File.
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Figure 22.4 shows the top of the screen. People who have already used SPD 2007 will
be surprised to see that there is no longer a File Open, but instead the default is to

add a web part page to the default master page.
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[ Close Site

Pages

F Add Item !

fa Home
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E B
Sites Web PartPage | Mew Pagefrom Master

1)

More Pages

Web Part Page
Ei

Create a Web Part Page
attached to the default
Master Page.

Doing anything with the master page is not something that we are going to do just
for fun. (It's a risky business that requires more knowledge than a couple of hours can
give you, and typically it is safer to copy master pages and amend only the copies.)
So we'll move down the page to look at the Workflow section (see Figure 22.5).

Workflows

@ &

List Workflow Reusable Workflow

Site Worlkflow Import Visic Workflow
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FIGURE 22.3
Opening the SPF
2010 site in
SPD 2010

FIGURE 22.4
Selecting File,
the default option

FIGURE 22.5
The Workflows
section of the
File screen
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Defining the
workflow, Step 1
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Here are two more options: Site Workflow and Import Visio Workflow. Now we create
a List Workflow. (Yes, we could have also created one from the main page using the
link there.).

Click List Workflow, as shown in Figure 22.5 (see Figure 22.6).

http://spfl - Microsoft SharePoint Designer = Ei
&
I w 3] o Y & =
[44] Parallel Block - =
(_ondmon Achon step I Export Workflow | Variables

to Visio Settings
Insert Manage

3} Team Site / (&5 Workflow 1=\ 5
3 ﬂTEEI’I‘I Site » Workflows b Workflow1 » Editor »

ey

Step 1

(Start typing or use the Insert group in the Ribbon.)

It is extremely important that you do not double-click List Workflow. If you do, a
workflow will be generated for the Announcements List (the first List in alphabeti-
cal order), and once created, the List used cannot be changed.

Don’t worry if it takes a few seconds to generate the workflow.

The single-click extends the page to the right where a section enables you to specify
the List on which this Workflow will work. Change that to The Book Documents list
and click Create.

The Insert Group referred to in the step 1 box is visible above the step 1 section. There
are four main options: Connection, Action, Step, and Parallel Block. Because we are
just starting out with our first SPD 2010 workflow, it’s not a good idea to start typing.

Before we create any steps, we need to look at Workflow Settings.
Click Workflow Settings (see Figure 22.7).

The left sections give basic information about the workflow. As you could see from the
colors of the entries if this book had color images, the Name and Description fields (in
blue) can be amended, but the Type and Associated List fields cannot.

The sections on the right are familiar because they are similar to the options we had
in Hour 21 when we created a SPF 2010 three-stage workflow. Here are those three
options (that are also partially visible at the bottom right of Figure 22.7):

» Manually started from an item
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| & werkflows (@5 workflovs /" @ workflow 1= [y

& o ﬁTEam Site » Workflows » Workflow1 p

@ Use this page to view and manage settings for this workflow.

Worlflow Information ~ Settings
Key information about this warkflow. General settings for this workflow.
Mame: Workflow 1 Task List: BookWorkFlow Tasks
Description: <click to enter text>
P clickto enterte History List Warkflow History
Type: List Workflow
Assodiated List: The Book Documents L
Customization ~ R

T — Change the start options for this workflow.

B Edit workflow [Z Allow this workflow to be manually started

B Open assodated list [T Require Manage List permissions

B Open task list ™ start workflow automatically when an item is created
@ Open history list [ Start workflow automatically when an item is changed

> Automatically started when a new item is created

> Automatically started when an item is changed

Here, make the same changes as in Hour 21: Specify that a New Task List should be
created, deselect All This Workflow to Be Manually Started, and select Start Workflow
Automatically When an Item Is Changed.

An example of this type of workflow can be something as simple as an administrator
who wants to let people change the contents of documents within a document library,
but he wants to stay informed about each change.

Let’s see how this scenario plays out for a document in The Book Documents docu-
ment library. To do this, follow these steps:

1. Change the workflow name to SPD Workflow 1. Click Enter to get this value
to stick.

2. Have the workflow automatically started when an item is changed. We could
select all three options (or any two), but let’s suppose that only a changed item
interests us.

Before doing any of this, it is advisable to make sure that your update settings for
the Operating System are not set to “automatically install updates.” There is
nothing worse than being midway through creating a workflow and finding the next
day when you want to continue that an OS update has restarted your PC (and of
course not bothered to save what you have done so far). Instead set upgrades to
“download upgrades but do not install.”

3. Click Edit Workflow. This takes us back to Figure 22.6 again, only now the
workflow name is SPD Workflow 1 and not Workflow 1.
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4. Click the drop-down arrow under Conditions on the ribbon.

Figure 22.8 shows the list of possible conditions that you can apply to this

workflow.

FIGURE 22.8 ave L \ﬁ—_r v
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Other Conditions
Created by a specific person
Step 1
Created in a specific date span
(Start typit
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Maodified in a specific date span
Person is a valid SharePoint user
The file size in a specific range kilobytes
The file type is a specific type

Title field contains keywords

The Modified by a Specific Person option would be what our suspicious admin-
istrator is looking for.

5. Select Modified by a Specific Person.
6. Now select the drop-down button under the Action option on the ribbon.

Unlike the situation with SPD 2007, this is a long list because it shows all the
items. (SPD 2007 had a short list that included an All Items option.) See Figure
22.9 for just the first items in the list.

7. Here select Create List Item (at the bottom of Figure 22.9 but not at the bottom
of the drop-down on your screen).

In total, we have so far set the following:
Condition = Modified by a Specific Person

Action = Create List Item

Byﬂm_ Send an Email is probably the more likely option if the administrator is worried.
ay However, we had enough of sending emails in Hour 21, and what we’re doing now

is more interesting for what happens next. Later (in the “Q&A” section), we add a
condition that sends an email.




10.
11.

12,

Creating a Workflow Using SPD 2010 353

. FIGURE 22.9
S 27 E ¥5 Else If Branch ( A image ShOWing
o1 [ ara ! _
Condition |Action | 5t 2 : : some actions

"y Core Actio
(¥ Workfly e e

B Add a Comment
Site p W
Add Time to Date
Do Calculation
Loy lu Hislory Lisl
Pauxe lur Duralivn
i by specif| Pause until Date
lyping or v Send an Emall

end Document to Kepository

Set [ime Partion of Date/lime Field

Set Warkflow Status

Set Workflow Variable

Stop Workflow
list Actinns

Check In Item

Check Uut Item

Lopy List item

Create Lict frem

Figure 22.10 shows what we now have.

FIGURE 22.10
One condition
and one action
set

G Workflave c‘/’ Workflove cvj SPD Worlkflow 1 * ' A

* + {2 Team site » Workflows » SPD Workflowl b Editor b

Step 1

If modified by specific person

Create item in this list (Output to Variable: create )

Click the underlined “specific person” to specify the person we want to monitor
for modifying documents in the list. Click a name, and there’s a useful pop-up
with a list of names to choose from (see Figure 22.11).

Select MyContrib. (There’s no point in selecting someone with only Read rights
who can’t modify anything.).

Click Add to move that name over to the Selected Users column.
Click OK.

Click “this list.” (See Figure 20.9 where the user mycontrib is now specified.)
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13. After a momentary panic when there is no list of Lists visible, click in the Lists
section of the screen, which gives you a drop-down with a list of Lists (see
Figure 22.12).
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14. Select Calendar from that list (see Figure 22.13). (I'm using Calendar just to
show that you can use almost any list type when creating a workflow like this.)

FIGURE 22. 13 Create New List Ttem ﬂﬂ
Completing the

. . List: |Calendar i
information on fe |

the calendar item Field | value | Add... |

Title (*)

Start Time (%) Medfy... |
End Time () Remoye |

15. Double-click the Title, Start Time and End Time fields and enter the following
values:

Title = Warning from Workflow

Start Time = Today
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End Time = (a suitable time a few days after Today)

To specify values in the Start Time and End Time fields, click the “...” box after
double-clicking the field name. Then you have the choice between “current date”
(such as Today) and “specific date” where you can use a pop-up calendar to
change the date from the default.

See Figure 22.14 for a set of suitable values; this was done on February 18, so
the date chosen for End Time was five days later.

Start Time (%) Modify...

End Time (*) 2 10 11:10:08 PM

Remove:

Create New List Ttem 2l x|

List: ICaIendar j
Field | value [ add... |
Title (%) Warning from Workflow |

16. Click OK.

17. Click Save on the Ribbon (far left side of the ribbon).

We could at this point add another step (using Step in the ribbon, naturally) but let’s
decide for now this is all we need.

Creating the workflow is now finished, and after we close the workflow (which was
already saved in step 16) by clicking the “x” at the top-right portion of the workflow
part of the screen, you'll see Figure 22.15 where this single workflow is listed.

Navigation < G/) Workflov.s_ f @ Workflows ‘: ;

Site Objects A [l v {3 Team Site b Workflows »

fay Team Site Mame * v| Type -
T] Lists and Libraries List Workflow

& Workflows
{ Site Pages

|8 Site Assets

We can now abandon SPD 2010 for a while (leave it open though, as you will need it
again soon), because we want to determine whether the workflow we just generated
actually works.
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ues for the action
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Workflows
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FIGURE 22.16
A new entry in
the Calendar
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Follow these steps to see if our workflow works:

1.

Go back to our browser. Open the site there. Open the My Book Documents
library. Change the user to MyContrib and then open a document. Amend it
and save it back to the site.

Look now at the Calendar, and you will not see a new entry! So what did we do
wrong? While in SPD 2010 we saved the workflow. All this meant was that we
had created a workflow and saved it—an action that is roughly equivalent to
saving a file for later use. What we now need to ensure is that the workflow is
activated.

Go back to SPD 2010. (It was left open, as shown in Figure 22.15.)
Open SPD Workflow 1 again.

Next to the Save option on the ribbon is a Publish icon. Click it. Now we can
repeat our small test.

Go back to our browser. Open the site there. Open the My Book Documents
library. Change the user to MyContrib (if we are not already signed in as
MyContrib) and then open a document. Amend it and save it back to the site.

Look at the Calendar (refresh if you have left it open in a Tab), and you see a
new entry (Figure 22.16).

Calendar

2/18/2010 12:00 AM Warning
from
Workflow
£ NEW

If you still don’t see a new entry in the Calendar, don’t panic. What’s probably
happened is that the second time around you forgot the change the user to
MyContrib before making the change to the Document in The Book Documents.
(A change to the properties of the Document works equally well in setting the
workflow off.) If you did use a different user, regard that as a useful test that the
workflow only works for MyContrib, and repeat everything again, only this time do
use MyContrib.

We've learned that using SPD 2010 to create workflows is more powerful and yet
much easier to do than using the so-called “simple” three-stage workflow included in
SPF 2010.




Q&A

The SPD 2010 workflow wizards are powerful, relatively flexible, and will probably
provide as much workflow as most people will want, so even if you are a Visual Stu-
dio expert, don’t discard the SPD 2010 option for workflows, but use it when you can
and use Visual Studio 2010 for your workflows only when SPD 2010 workflows aren'’t
flexible or powerful enough for your needs.

Summary

Here we looked in general at SharePoint Designer (SPD) 2010, discussed its availabil-
ity, and also considered where to install it.

SPD 2010 was used to create a workflow that enabled an administrator to be warned
if a particular user did something he perhaps shouldn't.

Q. Once I've written a workflow in SPD 2010, can | modify it?

A. Yes, you can. Here’s how you amend the workflow we created to send a mes-
sage to the Announcements list as an alternative (for a different user) to send-
ing a message to a calendar:

1. Go back to SPD 2010 and if necessary select open the site (http://SPF1)
and click Workflows. Open SPD Workflow 1 with double-click and then
select Edit Workflow (see Figure 22.17).

= [44] Harallel Block
Condition Action Step

dify Insert

éj SPD Workflow 1" \ _I

- {3} Team Site » Workflows b SPD Workflow1 » Ec
Step L

If medified by SPE1\mycontrib

Create item in Calendar (Output to Variable: creste )
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FIGURE 22.18
Adding a second
condition
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2. First select Step 1; then click Step on the ribbon, and an empty Step 2 is
created below Step 1.

3. Let’s leave Step 1 there, but this time let’s say that we want something to
happen when MyAdmin amends a document. We want to change the
list that the message is sent to in this case, but we still want the message
to be sent when something is amended (by MyAdmin). In Step 2 we also
select the Announcements list and give Title a value. We then select Add
and get a list of fields from the Announcements list. We select Body from
that list and write some text in it. Click OK to display Figure 22.18.

Step 1

If modified by SPF1\mycontrib

Create item in Calendar (Output te Variable: create )

Step 2

If modified by SPF1\myadmin

Create item in Announcements (Qutput to Variable: createl )

4. We now click Save and then Publish. An item is created in the calendar if
MyContrib amends something, and a different item is created in
Announcements if MyAdmin amends something. (To remove Step 1,
click the drop-down that appears to the right of the If Modified By
SPF1\Mycontrib Line and select Delete Condition.)

Q. How about Else If? How does that work?

A. Go again to the present workflow. There is an Else-If Branch option in the rib-
bon provided you first select (single-click) a condition or an Action. (It is not
available if you select a step.)

Q. How about just adding an action to an existing condition?

A. To do that, you need to select the action already listed. Then select Action from
the toolbar. Select an action and fill in the rest of the information. As shown in
Figure 22.19, after you select email, the system needs to know who to send the
email to.
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Step 1 FIGURE 22.19
Adding a second
action for the

If modified by 5PFI\mycontrib same condition

Create item in Calendar (Qutput to Variable: create )

then Email SPE1\adrministrator

Workshop

Quiz
1. If you have a copy of Visual Studio 2010 (and development skills to match), why
would you still use SPD 2010 for workflow?

2. Can you send messages to different people at the same stage in the workflow?

Answers

1. SPD 2010 can be used for prototyping or for workflows that don’t require Visual
Studio 2010.

2. You can add a second action to the same step of a workflow (see Figure 22.19).
Two or more of the actions belonging to a condition can be emails to different
accounts and people.
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HOUR 23

Using SharePoint Designer
2010 to Solve Common User
Requests

What You’ll Learn in This Hour

How to make a List appear in two different sites

v

> How to create Data View web parts of Lists from the current site
» How to use Data View web parts to get data from outside the present site
» How to customize Data View web parts

You can do a great deal with SharePoint Designer 2010—enough to fill an entire book.
So here we look in detail at something that is especially useful for SPF 2010 users
because there is no easy alternative solution for non-SharePoint Server 2010 users.

This hour is about how to solve the common request of wanting to have the same
data visible in two places. For SPF 2010 users the solution is to use the Data View
Web Part (DVWP)—also called in some earlier SharePoint versions the Data Forms
Web Part (DFWP). After we solve the main problem of showing SharePoint Lists in
two places, we follow up by looking at what other kinds of data we can show in our
SPF 2010 sites courtesy of DVWPs (and SPD 2010).

Avoiding Uploading the Same Document
to Two Document Libraries

Some of the most common questions in the SharePoint newsgroups and forums are
questions about how to upload documents to two different document libraries at the
same time.
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Another common question (and which is similar) is how to show the same list con-
tent in two (or more) different sites.

Uploading documents to two different document libraries at the same time could be
done with a mass of special coding. When one of the standard methods for upgrad-
ing a document is used, a set of code could grab the request and ask you to specify
additional destinations for the document (other than just the document library
where the user was located in the browser when the upload document function was
accessed).

Apart from the fact that this special coding would require quality SharePoint pro-
gramming skills, it also leads to two (or more) physical copies of the same document
being stored in the SharePoint database. So it requires more storage. Of course, the
content of these two (or more) documents, when uploaded, could change independ-
ently over time (unless your special coding is extremely clever). So unless you actu-
ally want this, you need to look for another solution.

Creating and Using a Custom Web Part

In the previous version of SPD (SPD 2007), this problem was solved by using a Data
View Web Part where you could click in a menu on a site in the same site collection
and then on the List from that site that you wanted to appear in the site where you
were located.

In that case there was only one copy of the List or Library (so there was no problem
with duplicate sets of data), and the “list” that was created in the Data View Web
Part (DVWP) was a read-only copy of that “master” List.

When you accessed (or refreshed) the page containing the DVWP, that copy always
contained the latest version of the data from that list. We look at DVWPs in SPD 2010
later in this hour, but Microsoft said there were “issues” with the function described
and removed it, so we need to find a new solution, which is to create a Custom Web
Part of a List in one site and then use that Custom Web Part in another list. (Creating a
DVWP from Lists in the same site is covered later but doesn't solve this first problem.)

Creating a Custom Web Part from a Library

The first set of steps here detail creating a custom web part of a Library located in the
default website. The steps would be identical for a List apart from the List name:

1. Open the default site (http://spfl) in SPD 2010.
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2. Go to the main page of the Team Site and select List and Libraries in the left
column (see Figure 23.1).

FIGURE 23.1
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E Content Types [TlBookWorkFlow Tasks Listz
D site Columns :jCalendar Lists
| ComputerCompanyLinksList Lists
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.:IE'V'EnGﬁ'DmACCESS Lists
=
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3. Click The Book Documents at the end of the list. It’s the final item in the Docu-
ment Libraries section (see Figure 23.2).

2 Views ) New.| FIGURE 232
ist. Views display list data in prescribed orders and selections. Selecting The
e 5ok Documens e tlime oo, Book Documents

: ocument es
Even this is a Shared Doc Lib!
) DataShest View (Maintenance) GRID D_O(:ument
/The Book Documents/Farms/AIlL... (£ Grouped By Company HTML Library
(648F30F9 633D 43E4-950F EBOS1BE. | OHP HTML
2/18/2010 2:10 PM (511 HTML
21 Coms HTML
©)orade HTML

As you can see, there is a list of all the Views available for this List. When creating
a custom web part, you can specify any one of these; however, for the purposes of
this test later, it would be useful if we have a View that includes all the items in
the List, except for those that include Company=HP. Before we create this custom
web part, we use the New link in Figure 23.2 to create a View like that.

4. Click New.
5. In the Create New List View that follows, specify the name All But HP.
6. Click OK.

Now in Figure 23.2 there will be a new item at the top of the Views section, All
But HP.

It’s tempting to think that we are finished with the creation of this view, but
how did SPD 2010 know that All But HP as the name for a view meant that
Company=HP records should be excluded? Of course it didn’t, and this New
function here isn’t useful because all it creates is a View that isn’t sorted that
includes all records and many columns.
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10.
11.
12,

13.

14.

15.

16.

Not what we want for our test case, so it’s a good idea to correct that before we
move on in SPD 2010. We created Views in a browser before, so the following
few action items are in shorthand with no images.

. Open the site in a browser.

Open The Book Documents.
Click Library (ribbon menu).
Click Library Settings (ribbon).
Select the All But HP View.
Amend the All But HP View by doing the following:
» Unselect Modified, Modified By, and SPD Workflow1.
> Sort first by Company and then by Name (linked to Document).
> Set the Filter to Company “Is Not Equal To” HP.
» Change the number of items to display from 3 to 5.
Click OK. (In the browser the list appears again now without the HP rows).
Now back to SPD 2010.

(In SPD 2010 at the latest version of Figure 23.2) Click All But HP (see Figure
23.3).

PlaceHolderMain (Customkdp7" ] [Mainl
WebPartPages:XsItListView.

Note that here, too, the list starts with the IBM items and not with the HP ones
(and that there are five of them listed).

The next step is to save this as a web part.
Click Web Part in the List View Tools section of the ribbon (see Figure 23.4).

Click To Site Gallery in the Save Web Part section to the right.
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W Tools | http://spfl/The Book Documents/Forms/All but HP.aspx - Microsoft

Web Part ‘ Table

ré]:_ﬁ'l V] Minimize [V Zone Chanae {—:'_;To Site Gallery
= Z Close EI Connections :‘_]To File
Add -
Connection Conne : | ] Hide [¥] Edit in Personal View

Connections Allow Save Web Part

17. Click in the Save Web Part to Site Gallery window that appears. The next win-
dow is a bit trickier (see Figure 23.5).

Microsoft SharePoint Designer

Do yous want this Web Part to always show List data from the current Web site bt fsf 17 TF you select
I, Mo, the Web Part vl show data from the kst at the path The Buck Ducuments, relalive 1o the site in which it

s e,
i

18. Because we want to always (no matter where we are) see data from this Docu-
ment Library located in the default site http://spfl, we need to click Yes.

Selecting No might be useful if many sites contain a List of Library with the same
name. In that case you would probably make amendments to the List while in
SPD 2010 before saving the web part, such as making the headings bold and in
color by selecting the headings + right-click + format. Here we would only be
amending a single Document Library, so we can do it later.

Creating a New Page to Contain the Custom Web
Part

Now that The Book Documents Library has been stored as a custom web part, it's
time to use that web part in the subsite.

There are two parts to this. First we create a new web part page that contains several
zones. Then we populate one of these zones with the custom web parts we just created.

The first set of steps creates the new web part page:

1. Access http://spfl in SPD 2010 and select Subsites from the column at the left
(see Figure 23.6).

2. Click BookSitel (see Figure 23.7).

3. Click Web Part Page (in the ribbon at the left side), and you get a selection of
layouts of possible web pages (see Figure 23.8).
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Each dark blue section and the rectangular light blue shapes are web part
zones. Because we are testing, it’s wise to choose a version that already has lots
of zones specified. (As we see later, we put web parts into different zones.)

4. Select the version in the center of the top row. (This is Header, Footer, 3
Columns as you see if you move the cursor over it.)

5. Name the page Page for Custom Web Parts.

6. Click OK.
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Adding the Custom Web Part to the New Page

Now that we have a suitable web part page, we can populate it with the custom web
part we previously created. Here are the steps for that (final) phase:

1. (You are still in the Subsite BookSitel shown in Figure 23.7.) Click Site Pages (see
Figure 23.9).

File [ Pages
Mawigation < - Site Pages | j
Site Objects ~ ||« ~ (3 BookSitel b Site Page|
{2} booksitel Name <

£ 1

: Lists and Libraries
& Waorkflows
4 Site Pages

2. Double-click the 1. as shown in Figure 23.9. (A single-click enables you to edit
the name, but there’s not much point in doing that—just leave it as 1.)

Figure 23.10 shows the contents of 1 that are in my site. There are two web

pages because I created one earlier.

/NG
+ - {i} BookSitel » SitePages b 1 B

=l Page for Custom

3. Click Page for Custom Web Parts.aspx.

4. Click File (see Figure 23.11).

e TS

s > F By -1 al
7 & X =2 a & Ty
Edit | Edit File Delete Rename Setas | Predewin Check
File~ | With~ Pag Home Page | Browser = Out

Eait : e
@ Workllows
Site Pages z
L = File Infurmation
il Site Assels
Key infarmatian ahaut this file
= Content Types
[ Site Columns File Name: Fage 1or Custom Web Parts.aspx

5. Click Edit File.

What you now see is the page that was just created with Headings for the site
that it was created in. We can tell that it is the page we just created because we
can clearly see (in Figure 23.12) the five different zones.
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y Page for Custom Web Parts
BookSitel

This is the first site created for the SPF 2010 in 24 Hours Book.

SQearrh thiz cite

6. Click the top-most zone (the large rectangle below Search This Site) to select it.

7. Click Insert. This displays a ribbon, part of which is shown in Figure 23.13.
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8. Select the drop-down arrow next to Web Part (see Figure 23.14).
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9. Click The Book Documents.

Again you see the same version of the Book Documents document library (from
the top-level site, you'll remember), only now it is located in the subsite to that
top-level default site.

10. Click File > Save and then the right “x” at the top-right part of the window.
(Alternatively, click the right “x” and you will be asked if you want to save the
page, which you do.)
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At this point it would be a good idea to go in the browser to http://spf1/BookSite1/
SitePages/1/Page for Custom Web Parts.aspx to see what the page looks like. As you
can see it contains the document library from the default website.

Another useful test (which I'll leave to you) would be to open a second tab of the
browser at the default site, amend The Book Documents List in some way, and then
go again to the Page for Custom Web Parts in the first tab. Refresh it to see if the
changes you have just made in the main site appear.

Hint: They appear only if the company is not HP. (Because as you remember, the
View we used in the subsite was All but HP.)

One of the problems when using SPD 2007’s DVWP function to add a document
library from a different site was that the hyperlink to each document file was
incorrect (because it assumed the document was in the same site as the DVWP).
The hyperlinks needed to be amended using a second procedure. When using
this method in SPD 2010, the hyperlink to the document points to the site in
which the document exists—that is here the default top-level site—and so click-
ing the hyperlink will work with no additional effort being necessary.

In the next section, you create a DVWP that obtains its data from a list in the same site.

Creating a Data View Web Part from a
List in the Same Site

To start the process of creating a DVWP from a list, follow these steps:

1. In SPD 2010, go to the Page for Custom Webparts.aspx page previously created
earlier in this hour. If you follow this hour without closing your server, this page
should still be open for editing. If not, follow previous steps in this hour to open
it for editing.

2. This time go to the zone at the bottom and select it.

3. Click Insert in the ribbon. You now see the same ribbon that was shown in
Figure 23.13.

4. Select the down arrow to the right of Data View. Figure 23.15 displays both the
previously added The Book Documents copy and the selected bottom zone.

This drop-down shows the Lists and Libraries in use in that site at which we are
now located (BookSitel).
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Clicking More Data Sources here would give us the same list shown in Figure
23.14 but with a slightly different look. We'll see in the section after this one
how to create more data sources and thus have more options available when
selecting More Data Sources.

5. Select BookLinkList. If you don’t have this, select Document Library or any
other List/Lib that has content. If none do, just add some content to a docu-
ment library and use that.

For quite a long time, you see that the data view web part is being added (see
Figure 23.16).

FIGURE 23.16 T
A long delay —
while the DVWP WebPartPages:XshListView..
is added
i
Finally the DVWP has been added, and you see something like the screen
shown in Figure 23.17.
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6. Save the Page (File Save).

7. Go to the browser and look at the page there. (If necessary, Refresh the page.)
You should see a screen where the main section contains two sets of informa-
tion. You see the first five items from The Book Documents list and the first five
items from the BookLinkList List.

A question that will be looked at later in this hour is: Why do we use a DVWP to dis-
play a List from the same site? Why not just add the List itself? The answer as we see
later lies in the enhanced formatting possibilities that can be done in a DVWP.

The next section deals with the creation of additional Data Sources that can be used
in future DVWPs.

Creating and Using Data Sources

In this section, we create and use additional data sources.

Creating New Data Sources

In the first section of this hour, to add a top-level site’s List to a subsite, we needed in
SPD 2010 to first create a web part of that top-level site’s List. Only when this had
been done could the List be added to a subsite. The same kind of thing is necessary
when creating an additional data source for a DVWP to use. Whereas SPD 2007
allowed this to be done within the DVWP creation routine, in SPD 2010 this is a com-
pletely separate action that at first seems to have nothing to do with a DVWP.

The following steps cover the creation of a new Data Source. The following section
then deals with using that new Data Source in a DVWP.

1. You should still be located at the Page for Custom Web Parts.aspx; now click
Data Sources in the left column.

2. Click Data Sources in the ribbon menu. The ribbon now looks like Figure 23.18.

File l Data Sources
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FIGURE 23.18
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There are quite a few alternatives (in the New section). The most common per-
haps in production use is the Database connection option, which enables you
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Sources ribbon
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to grab data from a database and display it in a SharePoint page. The problem
with that option is that accessing a particular database requires a database
connection string that works only for connections to that particular database.
This typically isn't straightforward, and because I don’t want to spend time in
this SharePoint Beginner/Intermediate guide on how to connect to databases,
I'm going to take an easier example, creating an XML file connection.

. Click XML File Connection.

I have already created an XML file called greeting.xml and stored it in the C
drive on the server. Here is the simple text of that file:

<?xml version="1.0"?>
<! —greeting.xml —>
<greeting>

Hello World!
</greeting>

. The XML File Connection routines ask you to specify the location of the file. Use

Browse to find greeting.xml and click OK.

As previously stated, this file is stored in C:\ in the server. Because I am using
an SPD 2010 copy installed on the server, that is an easy place to find it. In pro-
duction you would have dedicated folders for such files, and they would proba-
bly be accessible from your client PC.

Figure 23.19 shows the warning window that appears in the case of a simple
XML file like this.

To use C:\greeting. xml s a data source, you must import i into your Wieb site. Wiuld you ke b impart the

file now?

I

5. Click OK. This displays a screen that needs to be approved, this time for the

import (see Figure 23.20).

meort 21|
File [ urRL [ | addrie... |

C:\greeting. xml greeting. xml
Add Folder... |
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This section is XML Files (see Figure 23.21).

Jobjectives Lists FIGURE 23.21
The revised Data
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Using the New Data Sources

Most of this section is a repeat of the “Creating a DVWP from a List on the Same Site”
section. Follow the steps there in general but select one of the free zones in the center
of the page until Figure 23.15 displays. Then do the following:

1. Click More Data Sources and you'll get the screen in Figure 23.22.

Probably greeting.xml was visible in the previous screen too (just), but we’ve
already had an image of that.

Click greeting.xml to select it.
Click OK.

Click File > Save to save the newest version of the page.

o & w BN

Open the page in your browser to see what it looks like. It’s a heading, which
can be removed by modifying the web part of greeting.xml, and a text of greet-
ing: Hello World! (Not fantastic, but then this isn’t an XML book either.)

Data Sources Picker 2lxl FIGURE 23.22
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Now that we've added two completely different kinds of data view web parts, it is
time for the final section of this hour, which looks briefly at the formatting and other
options that a Data View Web Part (the list we added in the first section of this hour)
enables us to apply to the List and so on we added as a DVWP.

Customizing the Look of a DVWP

The idea is just to indicate what options are available and to apply a couple of them.

The customization process is not as easy as it might be. Follow the steps that fol-
low to do the customization | do there, but be prepared for considerable trial and
error when doing anything else.

Follow these steps to customize the look:
1. Open in SPD 2010 the Page for Custom Web Parts.aspx in Edit mode.

2. Select the BookLinkList section of the page (see Figure 23.23).

greeting.xml

greeting: Hello World

Footer

WebPartPages :XzltListView..|
BookLinkList

Issue Date

Se 3.0 hotfix
package (Sts-x-
none.msp): December
27, 2009

Description of the
Office InfoPath 2007

WSS 3.0
Hotfixes

21.12.2009

I made the image slightly longer, so you can see greeting.xml on the page as
well. Figure 23.24 shows what the left section of the ribbon looks like when
BookLinkList has been selected.
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3. Click Sort & Group in the ribbon.
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4. Make the changes (add Category and Sort and Group by it) that are shown in

10.

Figure 23.25.
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. Click OK. The DataView is updated, and you see that the DVWP is now

grouped and the first group is Alerts. That screenshot will appear, but first let’s
use Conditional Formatting from the same ribbon (see Figure 23.24).

. Click Conditional Formatting in the ribbon. The only valid option is Show

Taskpane.

. Click Show Taskpane.

Figure 23.26 shows a Conditional Formatting panel on the right where nothing
is operable.

Conditional Formatting b4

Create = Set Visibility =

Existing conditions

To use conditional formatting, select an
HTML tag, data value, or range of text,
and then dick Create to specfy
formatting options.

. Do what it says, which means click the Category column in the main section of

the page. Click the word Category. Now Create is selectable in the Conditional
Formatting pane.

. Click Create.

Click Apply Formatting in the drop-down.
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11. Complete the Condition Criteria box, as shown in Figure 23.27.

Condition Criteria ) x|
Specify criteria to determine when conditional formatting will be applied.
I I Field Name I Comparison | VE|£ | And/Or
L @Category Equals IAIeris| j And
Click here to add a new dause...

12. Click Set Style (at the bottom of the Condition Criteria box).

13. Set the Font to bold, large red, and underline (see Figure 23.28).

Category:

font-family:

font-weight:
font-style:
font-variant:
text-transform:

color:

[errooon ~| [

| =]
font-size: Ilig! ‘lj IDX x text-decoration:
lm ¥ underline
lﬁ I overline
I line-through
| | I biink
lﬁ " none

14. Click OK; you see Figure 23.29. Note the large font, bold, and the underline.

You'll have to assume the color.
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BookLinkList
URL Issue Date

iz Category : Alerts (1)
Users who have read permission
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for minor version documents
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SharePoint Services 3.0 site
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SharePoint Products and
Technologies Configuration
Wizard may fail to complete with

error "Exception:
: Doios oo

9.11.2009

Category

Alerts

;i’:onf\guration
Wizard

15. Complete by selecting File Save.

Again check the page in the browser.




Workshop

Summary

In this hour, we added content to a site from other sites, the present site, or other
locations using SPD 2010. The hour also briefly looked at customizing a DVWP.

There is an alternative to the use of the ribbon for customizing a DVWP. There are
extra credits for right-clicking something in the DVWP and customizing that way.

Note too that if all you want to do is the make a column head bold (or underline),
select it, as shown in Figure 23.29, and press Ctrl-B (or Ctrl-U).

Q&A

Q. Can I use a web part connection between a standard web part and a Data
View web part?

A. Yes, provided they have a suitable matching field. You can also use the web
part connection technique between two different Data View web parts based on
Lists (see the first section of this hour).

Workshop

Quiz
1. Are you restricted to creating DVWPs from lists and libraries?

2. Can I customize a Data view solely by means of selection boxes?

3. Should SPD 2010 be installed on a client machine or on the server?

Answers

1. Itis easier to create DVWPs from Lists or Libraries than creating them from
most other things (provided the lists or libraries are in the same site). However,
there are many other sources of information for DVWPs, such as databases
(where it’s best if these are SQL Server databases), which often are more power-
ful implementations and something you can’t easily obtain any other way.

2. Yes, but some customization will require code.

3. In production you should install SPD 2010 on a client machine. (As stated in
Hour 22, “Using SharePoint Designer 2010 to Create Workflows,” if you also
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maintain WSS 3.0 or MOSS 2007 sites, you should install SPD 2007 in a differ-
ent client). In testing, it is sometimes useful to install SPD 2010 on the server.
Testing is often done in virtual machines that have less memory and are gener-
ally slower than production servers; because SPD 2010 is not always quick to
open pages, you may have annoying timeouts if using SPD 2010 on your (test-
ing) host machine.

3. This hour was entirely written using SPD 2010 installed on the server; the
previous two hours were written using a copy of SPD 2010 installed on a (Win-
dows 7) client.
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HOUR 24

Learning to Add Even More
Functionality to Your SPF
2010 System

What You’ll Learn in This Hour

How to add foreign language sites

v

Functions that were not covered earlier
Other ways of adding functionality to your SPF 2010 sites

vYVvyy

Book references that can help you go even deeper into some of those
functions

This hour is somewhat different to those preceding it because apart from the first sec-
tion, which is a normal learning section about how to add foreign language sites, it is
not so much a learning hour as an hour that has many short sections describing func-
tions not covered in the book and suggesting (in many cases) books that go into more
detail on a particular function than a general book like this can ever hope to do.

Hour 24 is a ready-made where-do-I-go-from-here? guide. I hope you find it more
useful than my spending the space in this hour on a greatly extended version of the
“Adding Foreign Languages” section with one other function as filler.

Adding Foreign Languages

These days, companies work internationally. For this reason, Microsoft provides the
possibility of having information and menu items in several languages. If you've
ever seen a Microsoft presentation that includes languages, you've probably seen a
web page that is full of useful information and where there are two or more little flag
icons in the upper-right part of the page. For example, the Microsoft presenters show



382

HOUR 24: Learning to Add Even More Functionality to Your SPF 2010 System

that when you click the German flag, a German translation of the same page
appears.

This kind of functionality uses variations, which do not come with SPF 2010. It works
only if the site template chosen is a Publishing template, and that is only available
in SPS 2010.

That “translated” page is not translated by magic, just by clicking an icon. Instead,
the variation includes the (translated by someone) German-language version of the
content. SPS 2010 supplies only the menus and other things around the content (the
basic interface) and these are the only things which are automatically created in
German.

SPF 2010 offers completely different sites, where everything is in a different language.
(SPS 2010 offers this function, too.) For example, with SPF 2010, you get the kind of
German language site that you would get if you installed the German version of SPF
2010. The difference is that this German site occurs within an otherwise normal Eng-
lish-language installation.

This is a revised and severely cut-down (overview only) version of what | wrote in
my WSS 3.0 book in the same series (Sams Teach Yourself SharePoint 2007:
Using Windows SharePoint Services 3.0). If you want to see a more detailed list of
installation steps together with images at almost every step, try to get a copy of
that book. You'll need to look at Hour 23, “Enhancing Your WSS 3.0 Sites:
Microsoft Official Possibilities.”

Installing and Using Language Packs

Microsoft provides language packs (different ones for SPF 2010 and 2010 Office
Servers (SPS 2010; Project Server 2010, or Search Server 2010 Express). If you have SPS
2010, you need to install both as free downloads. You do not need to install a lan-
guage pack in the language of your SPF 2010 version. So if you are installing the
French version of SPF 2010, you do not also install the French version of the SPF 2010
Language Pack. (Depending on your needs, you may however want to install the
English Language Pack in that case).

The address for the SPF 2010 Language Pack is
http://www.microsoft.com/downloads/details.aspx?displaylang=en&FamilyID=09567
87e-210d-4d78-9e4e-a9cdef0e8495.

The address for the Server Language Packs for various Office 2010 Server products is
http://www.microsoft.com/downloads/details.aspx?displaylang=en&FamilyID=a0c7c
05d-8fca-4391-bc70-b62c9af91123.
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Adding Foreign Languages

If those URLs no longer work, go to the Microsoft Downloads site (http://www.
microsoft.com/downloads) and search in that site for SharePoint 2010 Language
Pack, and links to both of the preceding downloads will be listed.

There is a single SPF 2010 Language Pack download location for each IE locale, and
that single location is the gateway to the individual downloads for each available
language.

These downloads are then listed as separate downloads at the end of the page, each
with its own Download button. You can see only the filename, but it shouldn’t be too
difficult to spot that “de” is the German one, and “fr” the French one, and so on. The
English one (“us”) is listed, too. This is to cover the situation in which you are run-
ning, for example, a Spanish (“es”) version of SPF 2010 (and want to install the Eng-
lish language pack) but are using IE set to English.

You can install as many language packs as you like. Doing that gives you the option
of creating sites in several languages (one at a time!). But only do it if you really
intend to create a site in that language—it is not good practice to install these things
just in case.

When the installation of the language pack (LP) is done, you must run the Share-
Point Configuration Wizard. If however you are installing an LP Service Pack as well,
you can wait until that too is installed before running the SharePoint Configuration
Wizard.

What effect does the installation of a Language Pack have on your SPF 2010 installa-
tion? At first sight, it has absolutely no effect. Everything looks just the same as it
had. You see the change only when you create a site.

The final stage of the installation following the use of the wizard opens “the site”
in the browser. If you have already installed Search Server 2010 Express on top
of SPF 2010 before installing the Language Packs, this opens the default page of
the Search Site.

Assuming you have already downloaded a Language Pack, installed it, and run the
wizard, we can create a site and see what has changed:

(Open a new tab if necessary.) Go to http://spfl in the browser and select Site Actions
> New Sites. Fill in the name of the site and the URL and then be sure to scroll down
the page.

Figure 24.1 is a combination of what you see there if English is selected (left-half of
the image) or if German is selected (right-half of the image). This is an English
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Select a language: Select a language:

English = I | German I

Select a template:

Select a template:

Collaborabon = Meetings  Enterprise

Zusammenarbeit | Besprechungen  Enterprise

Blank Site

Leere Website
Dokumentarheitshereich
Blag

Gruppenarbeitssite
Visio-Prozessrepesitory

Document Workspace
Blog
Group Work Site

installation of SPF 2010, so the languages in the drop-down are English (as are the
fixed texts), but as you see when you select German, the options are in German.

The first five items in both options are the same and are in the same location in the

list, so even if the Administrator doesn’t know German, she can still find the correct
kind of site to create.

The final item in the German list is something that is only available in the server
SharePoint 2010 products. Whereas the English site options were created before
Search Server 2010 Express was added, the German site options were created
after Search Server 2010 Express was added. (It's confusing, but Search Server
2010 Express is regarded as a SharePoint Server product.)

The site that is then created is identical to an English language Team Site. Identical,
that is, apart from the language used throughout the page.

Figure 24.2 displays a small extract of the default page in the German language site.

Homepage

Dokumente

Willkommen auf
bt Threr Website!

Listen

K alender

Finally, as previously mentioned, you can have more than one Language Pack. In
that case there are more items in the drop-down, that’s all.

A Note on Application Templates

Application Templates were ready-made templates that Microsoft made available for
free download to show off what you can do with SharePoint. They were not supported
by Microsoft, which led to a certain amount of irritation from those users who had

(incorrectly—that wasn't the idea of them) decided to install them and use them in
production.



Third-Party Web Parts and Utilities 385

Don’t make the quite common mistake of thinking that if you create both a Span-
ish and a German site that the Spanish site will contain the same data as the
German site. All the sites, English and non-English of whatever type, are com-
pletely independent of one another. Anything added to a site is therefore added
only to that site and not to another site that you have, for instance, created as a
German language parallel site.

ut!

At the time of writing, these are not available for the 2010 SharePoint products, but it
is expected that some 41 such Application Templates will be made available for SPF
2010 at the release of the software or shortly after. If Microsoft makes Application
Templates available, it is likely that they will be in the English language. This is one
reason for installing the English language version of the Language Pack because Eng-
lish Application Templates only work in a non-English SPF 2010 installation if the
English language pack has been installed.

To see if there are any Application Templates available when you read this book,
search at http://www.microsoft.com/downloads, and make sure that the items you
find are for 2010 SharePoint. Hopefully, installing them is easier than the last time,
but make sure that you look for installation instructions before installing the first one.
Remember that if they are available, they are only intended as a source of ideas for
your own sites. They are not finished and supported products suitable for production.

Third-Party Web Parts and Utilities

Another way of improving your sites is to use ready-made web parts or utilities. Web
parts come mainly from commercial companies, and prices vary considerably but
often are in the $100 to $500 range. No matter what the price, if you want the func-
tion offered, it is usually much cheaper than writing code and developing the func-
tionality yourself.

Web parts are available from specialist web part maker companies such as Bamboo
Solutions (www.store.bamboosolutions.com) and KWizCom (www.kwizcom.com);
from SharePoint consultancy companies where they are a sideline and also from
private developers who typically provide them free via a side like Codeplex (www.
codeplex.com).

Utilities usually come from third-party developers via Codeplex rather than from
commercial companies. Typically (and this is a general statement, so treat it as such)
web parts from the specialist companies come with professional-level installation rou-
tines; web parts from consultancy companies do their jobs well and are cheaper but
require a certain amount of manual effort to install; and web parts from sources such
as Codeplex (free) often require a considerable amount of manual effort to install,
and possibly installation instructions are incomplete and sometimes require breaking
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normal security requirements before you can install. In other words you pay for what
you get.

There’s a similar different level of support with the specialist companies in some cases
providing support forums (as do Bamboo Solutions for instance) and certainly email
support for registered, paid-up users, whereas at the opposite extreme there is some-
times no support at all available for free Codeplex web parts. (A requirement of Code-
plex is that code is supplied for every solution, and so people with programming skills
can go to the code to see the reasons for their problems or even to use the code as a
base for their own solutions, which however they can’t then sell.)

Another available option is to upgrade from SPF 2010 to SPS 2010. This offers a
lot of extra functionality but does mean considerable additional costs for the prod-
uct and for user CALs (and for Internet connection if that is an issue). The CALs
cost twice as much if Enterprise edition is used, so be careful that the functions
you want are all contained in the version of SPS 2010 (Standard or Enterprise)
that you choose.

This option is really something that should only be considered if you require a lot
of extra functionality that is in SPS 2010. Upgrading to SPS 2010 just to provide
one extra function is usually not cost-effective. (There is a very brief look at some
additions that come with SPS 2010 toward the end of this hour.)

This section has been written to make you aware of the alternatives and the
plusses and minuses of each of the main types of solutions.

If you are asked to provide additional functionality in your SharePoint sites, first look
to see if there already is a function supplied with the product that could be used; then
consider whether you can amend the standard functionality using SharePoint
Designer 2010; and then look for web parts—and only finally start programming the
function yourself. Far too often SharePoint user companies pay a lot of money for
either in-house or external (new) programming development when the request could
have been satisfied by using included functionality, by amending included function-
ality, or by inserting a ready-made web part.

Content Types

The previous section said that you should look to see if there was a solution already
available in the product that you could use. In a book like this it’s impossible to cover
everything that comes in the box, so I've been forced to concentrate on what I see as
the most essential.



Content Types

In the early hours, we often worked with Lists and Document Libraries and needed to
add a new field/column, for instance. There I described how to create a new
column/field of a particular type and how (in the case of the Company field) to make
it a field of the Choice type and how to add the possible values HP, IBM, MS, and Ora-
cle to it. That field was then present only in the list in which I created it, and if I
wanted a Company field in another List, I would need to create it again there (and
also respecify those possible company names). If I later added a Company name, I'd
need to add it to the Company fields in both Lists.

Creating a field/column in this way is a simple and universal method, which is why I
use it in those hours. The use of the same field in different Lists is one of the (simpler)
problems that Content Types can help you with. When you add a field to a List you
could instead use a Content Type. (This choice is clearest when using SPD 2010 to add
something to a list because you are offered both normal fields and content types in
the drop-down.)

Content Types are ready-made fields with a prespecified name and type. (If there were
one for Company, its name would be Company[Choice].) There is also a structure of
content types with some content types at the highest level of the structure and others
lower down in prespecified subgroups. Inheritance occurs between the levels to add
another complication—another complication being that you can create your own.

In the simplest of cases, which is my Company example, you would say to yourself,
“I'll look to see if there is a content type I can use,” and look through the predefined
names and types. Suppose you find a suitable one at the top-level of the structure;
you could populate it with those names (HP, IBM, and such), and the effect of using it
in the (first) List would be the same as using a normal field/column. However, when
you needed to add the same data to the second (and third and so on.) List, you would
use that content type again, and now the “field” would be prepopulated with HP,
IBM, and such. And if you later add, for example, Citrix to the list of companies in
that content type, you need to add it only once because all the Lists using that con-
tent type will pick up the change.

Content type usage can, however, be complicated—much more so than the previous
example—which is why I didn’t cover it in the earlier hours and am here only giving
you a short introduction to it.

Instead, I recommend that if you want to use content types, you do so only when you
are fully aware of all the possibilities (and dangers) of using them; therefore, I recom-
mend that you look at a book that is about content types and nothing else.

That book is at the moment of writing only available in a version written for the v3
versions of SharePoint, but nothing important has changed in the meantime as far as
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content types are concerned, so it is still the best way to gain in-depth knowledge of
content types and through that to utilize them correctly and fully.

The book is Using Content Types in SharePoint 2007, and the Amazon U.S. URL for it is
http://www.amazon.com/exec/obidos/ASIN/1584506695/hemeOf. Make sure you
check to see if there isn’t an equivalently named SharePoint 2010 book out before
buying it! An interesting thing about this book is that its main focus after the initial
hours is on using content types as a way of redesigning your site through the added
functionality provided by content types. Another aspect of redesigning sites is covered
in the next section here.

Branding Your Site

One of the problems with using a SharePoint site just as it comes out of the box is
that it always looks like a SharePoint site (and thus like thousands of other sites) in its
basic appearance. Doing simple things such as changing the theme used by the site
does little to disguise that fact.

Many Internet sites from lots of companies look nothing like SharePoint sites but did
start out as SharePoint sites. However, the look of the site was then drastically
changed with a branding process. This is often done using SharePoint Designer 2010.
Even though this book has three hours about using SharePoint Designer 2010, I kept
well away from using that product to change the look of the site, concentrating
instead on using SPD 2010 to create workflows and to add content to a site.

One of the reasons was that amending the look of a site can have consequences far
beyond what a casual user of SPD 2010 might be aware of. Making certain changes
to a master page, for instance, could mean that inheritance (where that master page
is used as a basis for other sites for instance) can vanish, whereas other changes will
mean that those sites that inherit the master page look will also automatically be
affected by the change.

In other words, it was for me a question of either spending several hours on making
sure that I provided enough information to make sure that nothing went disastrously
wrong for you or writing this section in this hour.

To make sure that you make no terrible errors when changing the look of your sites,
look for a specialist SharePoint Designer 2010 book. There are several, so look for one
at the level at which you want to work. If however you want to create a site that looks
nothing like a SharePoint site, go for the one specialist Branding book, Professional
SharePoint 2010 Branding and User Interface Design, available at http://www.amazon.
com/exec/obidos/tg/detail/-/0470584645/heme0f.
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The majority of the writers of that 2010 volume were also involved in an equivalent
2007 book that was very good in parts but was only really good for dipping into
because it lacked a really sensible chapter order. Despite continuing to have several
authors, it seems from what I have been told that lessons have been learned from
comments (including mine!) on that previous book, and so the 2010 version builds up
knowledge in a much more ordered fashion with hours about the basics, making
basic changes, making more advanced changes, and so on and thus more than justi-
fies a recommendation here. The book covers changes to a site using the browser, but
most of it is about using SPD 2010 to brand sites.

If the 2010 book isn't released when you are reading this hour, the 2007 version Diﬂﬁm.ll,)_
will still be available at http://www.amazon.com/exec/obidos/ASIN/ ow:
047028580X/heme0Of.

Reports Using Reporting Services

In the hours on using SPF 2010 with Office 2010 (and 2007/2003) products in this
book, there are a couple of sections on creating reports on SharePoint Lists using
Access 2010. That is a perfectly good method of creating reports and is perfect for
reports that are regularly created by an administrator (or a user with suitable access
rights).

Often, however, there is a demand within a company for reports-on-demand where
any user in the network can go online, specify certain parameters to be applied to a
report, and receive to his PC just that specific report. This kind of problem is usually
solved by the use of Reporting Services. This is included in the commercial versions of
SQL Server so most large- and medium-sized companies have the product available
to them at no extra cost.

Setting up this product to work with SharePoint products is supported, but installa-
tion is rather complicated so that if you intend to look further at this kind of report
generation, I suggest that you look for a specialist book that deals not just with SQL
Server Reporting Services (there are many such books for different versions of SQL
Server), but with the combination of SQL Server Reporting Services with SharePoint.

The one book at the moment that matches that requirement is Professional Microsoft
SharePoint 2007 Reporting with SQL Server 2008 Reporting Services. As you can see, its for
SharePoint 2007; however, it does use (only) SQL Server 2008 Reporting Services,
which is likely to be the version of Reporting services that you will be using with SPF
2010 (and SPS 2010). You can find that book at http://www.amazon.com/exec/
obidos/tg/detail/-/0470481897 /hemeOf, but do look at my page with SharePoint 2010
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books at http://wssv4faq.mindsharp.com/Lists/v4FAQ/V%20Books.aspx to see if they
have brought out a version of it for SharePoint 2010 by the time you read this hour.

SharePoint Backup and Restore

SharePoint systems have always offered a vast array of different options for backup
and restore using the product itself (various methods); using SharePoint Designer
(various methods); using database software (to back up only the database); and tech-
niques such as full-disk backup using third-party software. Some of these methods
did backups of everything; some a site plus its subsites, and some just a single site.

It is also possible to use Save List as Template and Save Site as Template to do quick
manual ad-hoc copies of Lists and Sites even if those techniques were designed to cre-
ate models that could be reused elsewhere.

Although I had an hour on Backup and Restore in my equivalent WSS 3.0 book, I
was never happy with it because I was aware that it covered only some of the options
available. I also was fully aware that in my test installations for that book I used
none of those techniques but made regular snapshots of the Virtual Machine in
which I was running WSS 3.0 and also regularly copied the entire set of virtual
machine files (including those snapshots) to offline locations (USB hard disks to be
exact). As for the WSS FAQ sites that were run at hosting companies, I didn’t have
enough rights there to make use of backup techniques so, apart from relying to a cer-
tain extent on the hosts not to lose anything, I made irregular copies of my lists (typ-
ically after adding a lot of content) with Save List as Template.

As long as you are testing SPF 2010 to follow this book (and using your own installa-
tion of SPF 2010), those are the techniques I would recommend for you, too. Hope-
fully you are running in a VM because snapshots are a marvelous way of ensuring
that you can go back to a particular point in time when things are messed up; how-
ever, even snapshots are lost if the disk crashes, so the occasional offline copies of the
VMs can be useful, too.

But there are some of you reading this book who are about to be or already are
administrators, and if not working in a large company (with dedicated backup staff),
you are likely to be responsible for doing backups, too. For you I suggest reading the
only book (there are two versions: one for 2007 that I have here on my bookshelf
while I'm writing this, and one for 2010 that I hope is out by the time you need it)
that concentrates entirely on the various alternatives that you have for SharePoint
systems for doing backups so as not to lose content.

The title of the 2010 edition is rather scary: SharePoint 2010 Disaster Recovery Guide
(I think “disaster recovery” is a bit excessive). Here’s a link to it at Amazon U.S. at


http://wssv4faq.mindsharp.com/Lists/v4FAQ/V%20Books.aspx
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http://www.amazon.com/exec/obidos/tg/detail/-/1435456459/hemeOf. If it is still—
against expectation—not published by the time you read this, look at Amazon for a
similarly named book for SharePoint 2007 from the same authors. Either book is well
worth reading because they are the only books that do credit to the vast array of
options you have when protecting your SharePoint sites from data loss (or “disaster”).

Making Use of Visual Studio 2010

One of the mysteries for me is that companies buy SPS 2010 rather than use SPF
2010, which costs virtually nothing, and then demand that their programmers create
new customer interfaces and new functionality.

Only a limited number of functions are available to programmers with SPS 2010 sys-
tems that are not available to programmers with SPF 2010 systems. So the use of
Visual Studio 2010 together with SPF 2010 is a perfectly valid option that however
often falls to the argument that “as SPF 2010 costs nothing, why should I pay (you) a
lot of money to add functions to it?”

My theory is that this argument is the reason why all software houses that develop
software for their customers’ needs always say that SPS 2010 (and earlier, MOSS
2007) is a requirement. They are well aware that, having paid a lot of money for SPS
2010 licenses, the additional charges of the software house will seem (relatively)
small and justified by the additional functionality.

So there is justification for the use of Visual Studio 2010 with SPF 2010 if you want to
program additional functionality. It’s not in this book because programming for
SharePoint requires existing (modern) programming skills that most of the readers of
this book will not possess. They are also something that I don’t possess either, so hav-
ing me as a guide would be rather “amusing” because modern programming
requires a knowledge of what ready-made code sections are available and how to
best incorporate them. And the programming job I had in the far distant past was
writing assembly code for mainframes (which is more than a bit different).

If, however, you (the nonprogrammers) do have a copy of Visual Studio 2010 that you
can use, do have a look at creating a workflow with it. They are supposed to be much
more powerful than workflows created in SPD 2010, are straightforward to do com-
pared to writing new functionality in code, and might well be worth checking out.
Otherwise (and even for skilled programmers without SharePoint knowledge even
after they have read this book to know what SharePoint is), I suggest another book. I
don'’t often recommend Microsoft Press books, but the two SharePoint 2007 developer
books that were included in most peoples’ recommended list for the 2007 release of
SharePoint were the two Inside books (Inside MOSS 2007 and Inside WSS 3.0).
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Because the author of Inside MOSS 2007 is regrettably no longer with us, it’s an obvi-
ous suggestion to look for the SPF 2010 version of the Inside WSS 3.0 book. It’s listed
here at http://www.amazon.com/exec/obidos/tg/detail/-/0735627460/hemeOf. The
book that has the best title by far is SharePoint Development with Visual Studio 2010,
but it seems as if all three authors work for Microsoft, which tends in my experience
to lead to books that avoid pointing out things that don’t work as they should. So
perhaps you should just look at the books I have listed in Group C (Development) at
http://wssv4faq.mindsharp.com/Lists/v4FAQ/V%20Books.aspx and make your own
choice (as indeed you always should—I can only give suggestions).

Upgrade to SPS 2010?

So you've tried doing all you can with the built-in and bought-in web parts; you've
done all you can with SPD 2010; and your couple of attempts to write programs did-
n't make you keen to write any more—and you (or maybe more important your
bosses) aren’t satisfied. What's left?

At this point it’s worth looking, perhaps more seriously than before, at the additional
functionality offered by SPS 2010 compared with SPF 2010 (and compared with get-
ting a software house to write it for you). Upgrading (and you can do this in-site) to
SPS 2010 means that suddenly a lot of additional functionality is available to you
that SPF 2010 doesn't have.

Here are just a few of those functions, and remember to be careful when making the
kind of price/performance studies you make when considering buying packaged soft-
ware because most of the things listed here require the Enterprise license that will
double your incremental costs:

» Business Data Catalog (BDC)—Procedures to connect to enterprise systems.
A certain support for BDC is available in SPF 2010, but for full support you
need SPS 2010.

> Excel Services—Run large Excel spreadsheets and use them throughout the
Enterprise.

» Forms Services—InfoPath 2010 forms can be used, and users don’t require
InfoPath 2010 on their client systems.

> Visio Services—Visio diagrams are visible to users who don’t have Visio, and
this browser version is automatically updated when changes are made to the
original. (Microsoft loves demoing this—usually without mentioning that you
need Enterprise edition.)


http://www.amazon.com/exec/obidos/tg/detail/-/0735627460/heme0f
http://wssv4faq.mindsharp.com/Lists/v4FAQ/V%20Books.aspx

Q&A

» People Search—Adding Search Server 2010 Express to a SPF 2010 installation
adds SPS 2010-level search but doesn’t include People Search.

> MySite—Personal and private individual sites for all users; access via Share-
Point to your own Outlook.

The preceding are just “tasters” to give you an idea of the kinds of extra functionality
available. One thing you will have noticed is that none of these introduce a com-
pletely different customer interface, which seems to be a common request in enter-
prises and one that often could actually be achieved without programming (by
branding operations). One the other hand, especially the Enterprise (version of SPS
2010) functions in that list (the first four) are likely to be difficult and costly to
achieve through add-on programming.

For books that include information on all the functionality in SPS 2010, look for the
ca. 1,000-page monsters that I list in my site. One such is Microsoft SharePoint 2010
Unleashed. The Amazon U.S. URL is http://www.amazon.com/exec/obidos/tg/detail/-/
0672333252/heme0f.

Summary

This hour discussed several ways of adding functionality to standard SPF 2010 sites.
Adding foreign language sites was a working session, but the remaining sections
were discussion sections that each introduced a single way of adding functionality
and often suggested further reading.

Q&A

Q. Which is better, a German language installation with an English language
pack or an English installation with a German language pack?

A. If you install the English version of SPF 2010, you are installing the version of
the code that is used worldwide by the most people by far. In addition, your
administration site will be in English, which means that all error messages will
be in English.

If you install the German version of SPF 2010, you install a version that has
nowhere near the numbers of the English version. Your administration site will
be in German, so all the error messages will be in German.
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If you have an error message you don’t understand, search Google (or Bing) for
it. If you do, you're likely to find more hits that match your search if the sen-
tence you search for is in English than in German (and your own translation of
the German text won’t often be Microsoft’s).

The same applies to posting questions about error messages in the SharePoint
forums (http://social.technet.microsoft.com/Forums/en-US/category/
sharepoint2010 is the address for the English language forums). If you post a
question on an error message to an English language forum, you need to pro-
vide a translation for it, which will be probably slightly different to the English
version of the error message. If you post to a German language forum, the
number of eyes reading your (now 100% correct) message will be a fraction of
those reading posts in the English language forum.

There are also more books in English than in German, and those books
naturally always have screenshots in English.

My recommendation is therefore in such a case is to install the English
language version of the software and to use language packs for the sites.
However, you may well find no understanding among your bosses for that
recommendation.

Workshop

Quiz
1. Are SPF 2010 foreign language sites translated copies of the English lan-
guage sites?

2. What is the quickest way of taking security copies of your test site?

Answers

1. Yes and No. The sites are translated copies of the English language site. The
content of the foreign language sites is completely independent of the content
of any other site. The content will only be a translation of the content text in
an English language site if efforts were made to make it so (such as by translat-
ing a document and posting the English original to a document library in the
English language site and the German translation to a document library in the
German language site).


http://social.technet.microsoft.com/Forums/en-US/category/sharepoint2010
http://social.technet.microsoft.com/Forums/en-US/category/sharepoint2010

2.

Workshop 395

If you are running in a Virtual Machine system, use that VM system’s snapshot
functionality. (If it doesn’t have snapshot functionality, pay for one that does
such as VM Workstation.) Remember, though, that snapshots are stored in the
same location as the SPF 2010 installation, so make additional copies of the VM
(including those snapshots) to an offline storage location at regular intervals.
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Site Collection Administration
section, 141

Site Description field, 121

Site Pages, 367

Site Permissions screen, 39

Site Users web part, 132

sites
accessing, 245
announcements, 156
anonymous access, 135-136
basic elements, 73-76

blogs, 70, 185. See also
blogs

Blogs Site, creating, 184
branding, 388-389

Central Administration. See
Central Administration site

collating data, 152-159
collections, 62
content, 149-152
creating, 62-65

dates, 156

design, 70-72

documents, lists of, 152
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sites

images, 155-156
links, 158
logging in, 137-138
meetings, creating, 70
multiple, selecting, 159-160
overview of, 59-62
overwriting, 201
prompts, updating, 163-165
Search. See Search
searching, 165
structures, planning, 59
summaries, 159
templates, 65-70
companies, 71-72
Team Site, 71
top-level, 62
unformatted information, 157
users, functions for, 163-165

Sites and Workspaces section,
236

small-size calendars, 162
SMTP servers, 332
ensuring working, 333-334
software. See also applications
prerequisites, 22
solving common user requests,
SPD 2010, 359
sorting
reports, 298
views, 111

SPD 2010 (SharePoint Designer
2010)

applying, 347-348
installing, 347
overview of, 344-346

solving common user
requests, 359

wizards, 346

workflows, 330, 344, 348-
357. See also workflows

special sites, 61. See also sites
specifying
anonymous users, 136
email, 54
groups for fields, 320
lists, Quick Launch, 161-162

outgoing email messages,
335

properties, notebooks, 266
Regional settings, 67
relationships, 311

reports, 314

workflows, 337

SPF 2010 (SharePoint
Foundation 2010),

blogs, 167-171

installing, 14-18,
19-26

Office 2010, interaction
between, 12-13

OneNote 2007
applying, 264-265
sharing, 266-268

OneNote 2010, combining,
256-264

wikis, 167-171

SQL Server, creating reports,
292-293

standalone installs, 22
Start Address section, 215
starting

blogs, 185

searching, 218

SPD 2010, 347-348
Stop Editing option, 184

storing

documents in document
libraries, 225-231

email attachments, 236
lists, Access 2010, 274

OneNote 2010, 258. See also
OneNote 2010

structures, planning sites, 59
studying SPF 2010, 11-12
styles, formatting, 376
subsites, 61. See also sites
lists, 366
Search, 193
summaries, 153
Office 2010, 231
sites, 159
values, 298
sums, reports, 324
support
ActiveX controls, 109
blogs, 184-186
IFilter, 207
Survey, 122
switching users, 137
synchronizing
calendars, 249
notebooks, 263

T

tables
Access 2010
linking, 274-278
linking from lists, 274-278
sharing, 271



connections, formatting,
310-312

EventsfromAccess, 287
lists
copying, 283-286
exporting to become,
280-283

importing to become,
279-280

making available as,
308-310

manual creation of, 319-323
relationships, 311

Report Wizard, creating with,
313-318

viewing, 285
tabs, wikis, 183-184
Tasks list, 122
creating lists based on, 335

TCP/IP addresses, accessing
servers, 46

Team Site

contacts, linking in Outlook
2010, 251-254

permissions, 140

templates, 71

web parts with, 123-125

wikis, 176-177
templates

Application Templates,
384-385

Document Library, 226-231

saving, 69

sites, 65-70
companies, 71-72
Team Site, 71

web parts, 227

wikis, 170, 176

testing web parts, 123

text
editing, 82, 225-226
images, 182
wikis, 173
themes, 65
third-party utilities, 385-386
third-party web parts, 385-386
third-party workflows, 331

three-state workflow methods,
creating with, 331-342

titles
images, 182
reports, 299
top-level sites, 62
troubleshooting AAM, 55
types
of accounts, 29-30
of content, 386-388
of files, 211
of installation, 23
of libraries, 88-90
of lists, 76, 118-123
of searching, 203
of users, 137-146
of workflows, 330

U

unformatted information, 157
updating prompts, 163-165
upgrading, 13, 392-393
Upload Multiple Files link, 92
uploading
files, Document Library,
98-100

pictures, 91-96
URL fields, 120
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viewing

User Tasks web part, 132
users
adding, 27

Authenticated Users group,
136-137

Computer Management
page, 31
creating, 30-32

email addresses, having
good, 333

monitoring, 354

rights, granting, 32-35

sites
functions for, 163-165
logging in, 137-138

SPD 2010, solving common

requests, 359
switching, 137
types of, 137-146
utilities, third-party, 385-386

'/

values

actions, 355

adding, 108

columns, 105

summaries, 298
Version History option, 235
versions, 10

installing, 19-26

Office products, 220
viewing

calendars in Outlook 2010,

249
tables, 285
wikis, 178
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views

views, 102
columns, deleting, 113
Design View, applying,
312-313

documents, creating,
110-113

editing, 105-110
filtering, 111

formatting, creating columns,
102-105

groups, creating, 111-113
reports, creating, 289-292
sorting, 111

Virtual Machines. See VMs

Virtual Software, 15

Visual Studio 2010
applying, 391-392
workflows, 331

VM Fusion, 15

VM Workstation, 15

VMs (Virtual Machines), 15
accessing, 47
memory, 18
SPD 2010, installing, 347

w

warm restarts, 18
Web applications, 62

web pages, placing into lists,
159-162

Web Part Page type, 184

web parts, 118
adding, 124-125, 127, 368
connections, configuring, 129
Content Editor, 125-127
customizing, 362-369

CustomListforHTMLFormTest,
129

Data View, creating, 369-371
editing, 368

HTML Form, 127-130

Image Viewer, 130

nonlist standard, 125-132
Page Viewer, 130-131

pages, creating to contain,
365-366

Picture Library Slideshow,
131

positioning, 161
Relevant Documents, 131
saving, 365
Silverlight, 131
Site Users, 132
Team site with, 123-125
templates, 227
testing, 123
third-party, 385-386
User Tasks, 132
XML Viewer, 132
websites, 149. See also sites
accessing, 245
Wiki Page Library, 88, 170
wikis, 169
creating, 171-176
customizing, 177-182
default libraries, 177
editing, 183
formatting, 182-183
images, adding, 179
overview of, 167-171
ribbons, 183-184
tabs, 183-184
Team Site, 176-177
templates, 176

Windows 7, running on VMs, 14
Windows Firewall, disabling, 47
Windows Server 2008, 14

Windows Server 2008 R2,
amendments to after
installation, 18-19

Windows Workflow Foundation
(WWF), 326

windows, Grant Permissions, 35
wizards
Configuration Wizard, 200
Report Wizard, 296
applying, 312
creating lists with,
313-318

running, 310
Run Configuration Wizard, 23
SPD 2010, 346

Word, 97, 224. See also
documents; Office products

editing, 225-226

Shared Workspace panel,
235

workflows
adding, 336

built-in workflow services,
checking for, 334

calendars, 354

creating, 326, 338-342
defining, 350

InfoPath 2010, 330
options, 326-331
predefined, 330

SPD 2010, 330, 348-357
specifying, 337
third-party, 331

three-state workflow
methods, 331-342

Visual Studio 2010, 331



workspaces, documents

differentiating between Office
2003/2007, 235-236

Office 2003, 234-235
Office 2007, 231-234
writing blogs, 185
WSS 3.0 technology, 10-11

WWEF (Windows Workflow
Foundation), 326

X

XML (Extensible Markup
Language)

file connections, 372

Viewer web part, 132

Y

YUPS project, 176

Zone Pages, 177
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Zone Pages
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