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Preface

This book is for people who want to "get things done" in Microsoft SharePoint Server 2010.
You won't find a long and detailed history of the SharePoint product or a comprehensive
explanation of every SharePoint feature. Rather, this book is a collection of recipes designed
to quickly show you how to achieve common SharePoint tasks. Each recipe has a set of
easy-to-follow instructions that first show you "how to do it", followed by an explanation of
"why it works".

This is not a "tell me everything about SharePoint" book. You can read that for free on the
Microsoft websites. Much like driving a car, you don't need to know how the engine works
to be able to take the kids to school. This book is not "SharePoint explained"; rather this
book is "SharePoint applied".

Taken individually, each recipe will make you more productive when using SharePoint 2010.
The recipes are intended to be read "stand-alone". Feel free to dip in and out of the book as
and when you need to know how to perform a particular task.

However, if you read this book as a whole, the simple, intermediate, and advanced recipes
that it contains will walk you through a range of collaboration, data integration, business
intelligence, electronic form, and workflow scenarios. The recipes will build your SharePoint
knowledge to a point where you can "think SharePoint", applying the skills you have learnt
to solve complex business problems. At the end of the book, | present three "no code"
SharePoint applications that show you how to approach this.

This book is written from the perspective of the end user, not the SharePoint product. In
creating its recipes, | haven't restricted them along product boundaries. Along with the
standard SharePoint recipes that you would expect, you will also find recipes that show you
how to use SharePoint Designer and InfoPath Forms Designer when they are needed to get
the job done. You will also find a number of recipes that focus on integrating SharePoint 2010
with Office 2010. Some authors would have you buy several books to cover all these topics; |
ask you to buy only one.

If you want to be more productive with SharePoint, then this book is for you.
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Preface

What this book covers

This book is presented in eight chapters and an appendix covering the following areas:

Chapter 1: Getting Started—SharePoint Essential focuses on SharePoint 2010 fundamentals,

including creating and using your My Site, tracking colleagues, bookmarking sites, registering
for alerts, and using themes to change how SharePoint looks and feels. Recipes are provided

that show you how to create columns, lists, content types, and how to secure information on a
SharePoint 2010 site.

Chapter 2: Working Together—Using SharePoint to Collaborate explores the tools that allow
you to use SharePoint 2010 to work more effectively. It shows you how to create a Team Site
and add users to it. You will learn how to create a shared calendar for important events and a
shared task list to keep track of your team's tasks. You will see how to manage the calendar
and tasks using Outlook 2010. You will learn how to use the site to gather feedback using a
discussion forum and how to share PowerPoint slides using a slide library.

Chapter 3: SharePoint as the Data Hub—Storing and Integrating Data is all about storing
and integrating data in SharePoint 2010. It covers storing data directly in SharePoint, using
custom lists, and so on. It shows you how to include data from an external database using
external content types and how to include common terms in the managed metadata store.
Important list concepts are covered including creating list views and columns based

on metadata.

Chapter 4: SharePoint Document Management Deep Dive explores document management
in SharePoint 2010. You will learn how to upload and download documents and use the
document management features such as versioning, "check in/check-out", publishing, and
content approval. You will see how to take your documents offline using Outlook 2010. You
will see how to use content types to store different types of documents in the same document
library. You will learn how the new co-authoring features allow multiple authors to work on the
same document at the same time.

Chapter 5: Getting the Message Out—Using SharePoint to Communicate focuses on
SharePoint 2010's communication features. It explains how to create a blog on your My Site
and how to post to that blog from Word 2010. It shows how to create and publish web pages
in a publishing site, how to use announcements to communicate important news, and how to
use audiences to target your messages to the right people.

Chapter 6: Where's My Stuff?—Finding Things with SharePoint is all about using SharePoint's
search facility. It shows how to use basic and advanced searches to find documents,
information, and people. It shows how to save your searches as alerts so that you will
automatically be notified if the results change.
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Preface

Chapter 7: Gaining Insights—Using SharePoint for Business Intelligence explains the business
intelligence capabilities of SharePoint 2010. It shows you how to create master/detail

views of SharePoint data and how to create Key Performance Indicators. The creation of
charts is illustrated using the built-in Chart Web Part and the PerformancePoint Dashboard
Designer. Reports are created using the Report Builder tool, and Excel Services is used to run
spreadsheets directly on the SharePoint server.

Chapter 8: Automating Business Processes—Recipes for Electronic Forms and Workflows
examines SharePoint's electronic forms and workflow capabilities. Recipes are included

that provide a deep dive into InfoPath 2010 and the electronic forms technology included

in SharePoint Server. You will learn how to use the Collect Feedback workflow to receive
feedback on a document that you have authored. You will see how to create custom workflows
using Microsoft Visio 2010 and SharePoint Designer 2010. You will learn how to view a
workflow's current execution status, its execution history, and how to start SharePoint 2010
workflows directly from inside a Word 2010 document.

Appendix: Joining the Dots—Creating Composite Applications draws together all the recipes
presented early in the book to create three "no code" SharePoint 2010 applications. These
simple Human Resources, Customer Relationship Management, and Project Management
solutions build upon and reinforce the concepts presented earlier in the book. The purpose of
this chapter is to teach you how to "think SharePoint", applying the knowledge and tools you
have gained to solve real business problems in the future.

What you need for this book

To follow all the recipes in this book, you will need the following software:

» SharePoint 2010 Enterprise Edition

» Outlook 2010

» SharePoint Designer 2010

» InfoPath Forms Designer 2010

» Word 2010

» Excel 2010

» Visio Premium 2010

» Internet Explorer 7 or higher
You will need to have access to a "My Site" and will need various SharePoint 2010 permission
levels from Reader up to Site Administrator. If you have another version of SharePoint 2010
(Foundation, Standard) or lower access permissions you will still find many of the recipes

in the book useful. Details of the software and permissions levels that you require and the
SharePoint versions that it will work with are included in each recipe.
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Preface

SharePoint 2010 is both an application and a development platform. It allows for extensive
post-installation customization and development. The recipes in this book have been tested
and verified on a vanilla SharePoint 2010 Enterprise Edition installation. It is possible that
your installation may look or behave differently depending on the amount of customization
that has been applied.

If you don't have access to SharePoint 2010 Enterprise Edition but would like to try all the
recipes in this book, Microsoft has a 180-days' evaluation version that you can download and
install. However, SharePoint is a heavyweight server product, so make sure your machine
can meet the hardware prerequisites before you do. Find the evaluation download at
http://technet.microsoft.com/en-us/evalcenter/ee388573.aspx.

During the production of this book, Microsoft released Office 365, including the latest version
of their SharePoint Online offering. All the recipes in this book have been tested against the
Office 365 E4 service plan.

SharePoint Designer is a free download located at http://www.microsoft.
com/downloads/en/details.aspx?FamilyID=d88a1505-849b-4587-b854-
a7054ee28d66.

Who this book is for

This book is for people who want to "get things done" in SharePoint 2010. It doesn't matter if you
consider yourself a SharePoint user, project manager, business analyst, trainer, administrator, or
developer; if you need to work with SharePoint 2010, then this book is for you.

Unfortunately, many SharePoint "experts" never take the time to learn SharePoint 2010 as
the user sees it. They simply fail to understand what the product can do, and end up either
constantly selling their customers short or reinventing the wheel.

Conventions

In this book, you will find a number of styles of text that distinguish between different kinds of
information. Here are some examples of these styles, and an explanation of their meaning.

New terms and important words are shown in bold. Words that you see on the screen, in
menus, or dialog boxes for example, appear in the text like this: "Open the Site Actions menu
and select the More Options menu option".

[ Warnings or important notes appear in a box like this. ]
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[ Q Tips and tricks appear like this. ]

Reader feedback

Feedback from our readers is always welcome. Let us know what you think about this book—
what you liked or may have disliked. Reader feedback is important for us to develop titles that
you really get the most out of.

To send us general feedback, simply send an e-mail to feedbackepacktpub . com, and mention
the book title via the subject of your message.

If there is a book that you need and would like to see us publish, please send us a note in the
SUGGEST A TITLE form on www . packtpub. com or e-mail suggest@packtpub.com.

If there is a topic that you have expertise in and you are interested in either writing or
contributing to a book, see our author guide on www . packtpub.com/authors.

Customer support

Now that you are the proud owner of a Packt book, we have a number of things to help you to
get the most from your purchase.

Downloading the example code

You can download the example code files for all Packt books you have purchased from your
account at http://www.PacktPub.com. If you purchased this book elsewhere, you can
visit http://www.PacktPub.com/support and register to have the files e-mailed directly
to you.

Errata

Although we have taken every care to ensure the accuracy of our content, mistakes do happen.
If you find a mistake in one of our books—maybe a mistake in the text or the code—we would be
grateful if you would report this to us. By doing so, you can save other readers from frustration
and help us improve subsequent versions of this book. If you find any errata, please report them
by visiting http: //www.packtpub.com/support, selecting your book, clicking on the errata
submission form link, and entering the details of your errata. Once your errata are verified, your
submission will be accepted and the errata will be uploaded on our website, or added to any

list of existing errata, under the Errata section of that title. Any existing errata can be viewed by
selecting your title from http://www.packtpub.com/support.
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Preface

Piracy

Piracy of copyright material on the Internet is an ongoing problem across all media. At Packt,
we take the protection of our copyright and licenses very seriously. If you come across any
illegal copies of our works, in any form, on the Internet, please provide us with the location
address or website name immediately so that we can pursue a remedy.

Please contact us at copyrighte@packtpub.com with a link to the suspected pirated material.

We appreciate your help in protecting our authors, and our ability to bring you valuable content.

Questions

You can contact us at questions@packtpub.com if you are having a problem with any
aspect of the book, and we will do our best to address it.
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Getting Started—
SharePoint Essentials

In this chapter, we will cover:

» Creating a SharePoint list

» Creating a site column

» Creating a content type

» Creating and accessing my My Site

» Updating my user profile

» Tracking colleagues using my My Site

» Viewing the SharePoint sites | am a member of

» Tagging a SharePoint page so | can find it again later

» Reviewing the tags and notes other users have posted on a SharePoint page
» Adding an alert to a SharePoint page

» Managing my alerts in SharePoint

» Determining my permissions in a SharePoint site

» Checking another user's permissions in a SharePoint site

» Applying unique permissions to a SharePoint list
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Getting Started—SharePoint Essentials

Introduction

The recipes in this chapter cover SharePoint fundamentals essential for every
SharePoint user.

The first three recipes of this chapter will introduce you to some of the fundamental building
blocks of SharePoint: lists, site columns, and content types. Pay particular attention to
content types. As your knowledge of SharePoint grows, you will come to realize that these
are key to unlocking all the magic that SharePoint has to offer.

SharePoint 2010 Server provides the ability to give each user his/her own individual My Site.
This site contains a wealth of tools for sharing information, tagging content, and tracking other
users. Think of your My Site as the hub of your workings within SharePoint, it is your LinkedIn
or Facebook site in the enterprise. The next six recipes in this chapter will show you how use
your My Site effectively.

SharePoint makes it very easy to create websites where you can collaborate and share
information. But keeping track of changes across hundreds of sites can be a challenge.
Thankfully SharePoint allows you to register for alerts so that you can be notified when there
is something new or updated that you should look at. Recipes are included that show you how
to create new alerts and how to manage the alerts you already have.

The final three recipes tackle SharePoint 2010 security, introducing permissions, permission
levels, and the security trimmed user interface from a practical business perspective.

We will learn how to create more building blocks, such as sites and document libraries, in
later chapters. But enough of the introductory waffle. Let's get started!

Creating a SharePoint list

SharePoint is built around lists. If you want to store things in SharePoint, then you will need to
know how to create the different types of list. This recipe shows you how.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» SharePoint 2010 Online (Office 365 Edition)

You require either the Design or the Full Control permission level to create a new
SharePoint list.

—e1]
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Chapter 1

The choice of lists that you have available is determined by the SharePoint version you have.
SharePoint 2010 Standard and Enterprise editions add more lists to those already available in
SharePoint 2010 Foundation.

How to do it...

Open the Site Actions menu and select the More Options menu option.

SharePoint will now show all the different types of content you can create. Filter your
view by clicking on List on the left side of the window.

3. Choose the type of list that you want to create. Enter the name of the list and then
click on the Create button.

Create

Bigpeekoms Search ed Items yel
Installed Items > . . e
Office.com g Announcements
= " | Type: List
Filter By: | s, [ = =y Categories: Communication
All Types w |E=zsas: ! 4 A list of news items, statuses and other
4 short bits of information.
Library
List 5 Announcements Calendar Contacts Custom List
Page |"= s
Site More Options
i ; = |
All Categories > | = m)] -
Blank & Custom
Collaboration Custom List in Discussion Board External List Import Spreadsheet
L Datasheet View

Communication
Content
Data ey I =

|| v = — m—
Mestings 1220 S =

L _— o)
Search
Tracking Issue Tracking Links Project Tasks Survey
Web Databases

o
J -

4. The new list will be created and displayed. You can now add items to your list,
continue to customize it, or connect it to your office applications as you wish.

SharePoint stores information in lists, in fact almost everything in SharePoint is stored in
lists. Document libraries (for storing documents), media libraries (for audio and video files),
and form libraries (for storing InfoPath forms) are all just special types of lists. Lists are a
fundamental building block in SharePoint.
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Getting Started—SharePoint Essentials

This recipe shows you how to create a list. You need to tell SharePoint the template (meaning
the type of list) that you want to create and provide some basic properties (such as the name
of the list). SharePoint will then do the rest, adding the columns, views, and configuring the
list as required.

Once your list has been created, you can start adding data or customize it further. There
are many options and variations for doing this, which are covered in later recipes throughout
this book.

There are many different list templates available. Each template provides different columns,
views, and other functionality designed to support its particular function. | have listed some of
the common ones in the next section.

There's more...

SharePoint Foundation provides a core set of list templates, and the Standard and Enterprise
versions of SharePoint add a whole lot more. The choice of lists that you will be able to create
depends on which site you are in and which features have been activated. However, some of
the more commonly encountered lists are as follows:

Custom List in
Datasheet View

Discussion Board

External List
Import Spreadsheet

Issue Tracking

List Description

Announcements A list of news items, statuses, and other short bits of information.

Calendar A calendar of upcoming meetings, deadlines, or other events. Calendar
information can be synchronized with Microsoft Outlook or other
compatible programs.

Contacts A list of people your team works with, like customers or partners.
Contacts lists can synchronize with Microsoft Outlook or other
compatible programs.

Custom List A blank list to which you can add your own columns and views. Use this

if none of the built-in list types are similar to the list you want to make.

A blank list which is displayed as a spreadsheet in order to allow easy
data entry. You can add your own columns and views. This list requires
a compatible datasheet ActiveX control such as the one provided in
Microsoft Office.

A place to have newsgroup-style discussions. Discussion boards make
it easy to manage discussion threads and can be configured to require
approval for all posts.

An external list to view the data in an External Content Type.

A list which duplicates the columns and data of an existing
Spreadsheet. Importing a spreadsheet requires Microsoft Excel or
another compatible program.

A list of issues or problems associated with a project or item. You can
assign, prioritize, and track the status of issues.

]

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011

Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ

PUBLISHING




Chapter 1

List Description

Links A list of web pages or other resources.

Project Tasks A place for team or personal tasks. Project tasks lists provide a Gantt
Chart view and can be opened by Microsoft Project or other compatible
programs.

Survey A list of questions that you would like to have people answer. Surveys
allow you to quickly create questions and view graphical summaries of
the responses.

Tasks A place for team or personal tasks.

You can use this recipe to experiment with the different types of lists that you can create and
get to know their functionality.

"Roll your own"—creating custom lists

If none of the SharePoint lists described earlier meets your needs, you are more than
welcome to create your own. SharePoint gives you the custom list template as a basic starting
point. Once you have created a custom list, you can add whatever columns, views, and custom
settings you need to achieve the purpose that you have in mind. Refer to Creating a custom
list in Chapter 3 for more details.

Lists to show external data

Before SharePoint 2010, SharePoint lists were limited to just displaying and updating data
found within SharePoint. However, SharePoint 2010 introduced the concept of External Lists.
SharePoint 2010 can now take data from an external source (such as database) and show

it to users as a SharePoint list. The users can edit that information and the update will get
written back to the database, all without a single line of code or a developer in site. The
recipe Creating an external list in Chapter 3 shows you how to do so.

How much data can your store in a list

One of the problems with earlier versions of SharePoint was that it was easy to store too
much data in a list, making the whole thing slow down. In IT speak, SharePoint lists "didn't
scale well". Thankfully, SharePoint 2010 has resolved those issues and you can now store far
more information in a SharePoint list than you ever really should.

The magic numbers for reference are:

» Upto 30,000,000 items in a list (or documents in a document library)
» Upto 400,000 major versions of a document
» Upto 1,000 different security scopes (custom permissions)

» 8K bytes per list item (7,744 bytes reserved for custom columns)
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The number of columns that you can add to a list depends on the type of columns that you
add, as different columns take up different amounts of space. Column widths range from 4
to 40 bytes, and there are rules about how many of the same kind of columns you can add to
a list. You can find a full list of these rules at http://technet.microsoft.com/en-us/
library/cc262787.aspx#Column.

For all practical scenarios, if your SharePoint list usage is anywhere approaching these limits,
then you are probably doing something wrong and | suggest you give a good SharePoint
architect a call for help!

» Adding a slide library to share PowerPoint slides, Chapter 2

» Creating a SharePoint contact list and connecting it to Outlook 2010, Chapter 2
» Creating a custom list, Chapter 3

» Creating an external list, Chapter 3

Creating a site column

We can add custom columns to our SharePoint lists. However, having to recreate the same
column over and over again quickly becomes a pain. Site columns, which are shared between
all the sites in your site collection, are the answer.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» SharePoint 2010 Online (Office 365 Edition)

You require either the Design or Full Control permission level to create a site column.

How to do it...

1. Inthe top-level site of your site collection, open the Site Actions menu and select the
Site Settings option.

2. From the Site Settings page, select the Site Columns link from the Galleries heading.

3. The Site Columns page is displayed. Existing site columns are listed on this page. To
create a new site column, click on the Create link at the top of the page.
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4. Enter a name for your site column, select its data type, and click on OK.

5. Your new column is created and added to the list of site columns.

My Mewsfeed

My Content My Profile

Chapter 1

Actual wark

Assigned To

Billing Information

Date Completed

Due Date

Mileage

Predecessars

Priority

Related Company

Role

Task Status

Total work
Custom Columns

CookBook

Murnber

Person ar Group
single line of text
Drate and Time
Date and Time
single line of text
Lookup

Choice

single line of text
single line of text
Chaoice

Mumber

Choice

SharePoint lists are made up of different columns. These columns can be defined locally (on
each list as they are needed) or as site columns, which can be shared by lists throughout the

site collection.

If you think that you will need a column more than once, then you should once consider

creating it as a site column rather than just adding it to your list directly.

Site columns are particularly useful for columns that contain lookup data or a set of choices
(for example, your company's departments or its locations). Using site columns helps you get

more consistency in the information that you store within SharePoint.

Site columns are a necessary first step to creating content types, as described in the
next recipe.

>

>

>

Creating a content type
Creating a list column based on a term set, Chapter 3
Creating an external content type, Chapter 3
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Creating a content type

This recipe shows you how to create a content type. Content types are a powerful way to
model real world objects in SharePoint.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» SharePoint 2010 Online (Office 365 Edition)

You require either the Design or Full Control permission level to create a content type.

You will need one or more site columns to add to your content type as you create it. If
you need instructions on how to create a site column, then please refer to Creating a
site column recipe.

How to do it...

1. Inthe top-level site of your site collection, open the Site Actions menu and select the
Site Settings option.

2. From the Site Settings page, select Site content types link from the
Galleries heading.

3. The Site Content Types page is displayed. To create a new content type, click on the
Create link.

4. Give the content type a Name, Description, and Parent Content Type (to inherit
from). You can add the content type to an existing group or create a new group for this
content type as you wish.

5. Click on the OK button to create the content type.
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Tarme:
I

Descripkion:

Parent Content Type:

Select parent content bype from:
Docurnent Content Types

Parent Conkent Type:
Basic Page

Description:
Create a new basic page,

Put this site content bype into;

@ Existing group:
Custormn Content Types El

() Mew group:

6. Your new content type will be created and displayed in the list of available
content types.

SharePoint lists and libraries have a fairly major shortcoming; every item must have the

same columns applied. Imagine a real-world scenario, such as the account department of
your organization. They might want to store many different types of documents, such as
invoices, purchase orders, bills received, credit notes, and so on. The different documents
need different columns (or metadata) associated with them. For an invoice, customer amount
and due date might be important. A purchase order might record a purchase order numbet,
supplier name, expected delivery date, and payment terms. How can we store all these
different types of documents in the same document library? Content types are the answer.

Content types allow us to define the document template and metadata columns for a
particular type of document. In our accounts department scenario, we would create a

content type for "invoice" and another content type (with different columns and template) for
"purchase order". Once we have created the content types, we could add them to our accounts
department document library. Now rather than creating a new document, SharePoint will
provide us with the ability to create a new invoice or new purchase order in the library. The
recipe Using content types to store different types of documents in the same document
library in Chapter 4 describes how to do this.

]
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Content types are built up in a hierarchy. The content types you create must extend either a
built-in type (such as document) or a custom type that you have previously created.

Content types can be defined centrally and shared throughout all the SharePoint sites within
the organization. They can have "business rules" information management policies and
workflows attached. Wherever the content type is used, a consistent template, metadata,
and rules can be applied.

Content types can be used to bring order to the "information chaos" that most organizations
experience. Defining and sharing content types for real-world business objects is the key to
unlocking all the power of SharePoint. Use them!

» Creating a site column

» Using content types to store different types of documents in the same document
library, Chapter 4

» Creating an external content type, Chapter 3

Creating and accessing my My Site

This recipe shows you how to access your My Site. The content of your My Site is created the
first time you access it.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» SharePoint 2010 Online (Office 365 Edition)

My Sites must be configured and active in the SharePoint installation. You can run this recipe
from any SharePoint 2010 site that you have access to.

How to do it...

1. From within any SharePoint site. Click on your name (top right of the page). Select the
My Site link from the menu that is displayed.

2. You are presented with the generic My Newsfeed. Once you have created your
My Site and started tracking colleagues, this is the page where you will see
their updates.
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3. To actually create your own individual My Site (or access it again if you created it
earlier), click on the My Content link at the top of the page.

[ There may be a short delay while your My Site is created. ]

4. Your My Site is created and the My Content page is displayed.

Your My Site is a special SharePoint site designed especially for you. It is the site where you
can store private documents, videos, and other SharePoint content, or where you add content
that you want to share with others. You can use your My Site to access and update your User
Profile (information about yourself), track your colleagues, reference the information that

you have tagged on other SharePoint sites, and so on. Think of your My Site as your LinkedIn
or Facebook site in the enterprise. Your My Site is the hub of your interaction with the many
SharePoint 2010 sites that you will eventually be granted access to. It is also the site where
you are likely to have the highest permission levels, so it makes it a great place to try out the
other recipes presented in this book.

Some organizations shy away from implementing My Sites because they worry
that the functionality might be abused by their staff. To my mind, this is a bit

like owning a Ferrari and then leaving it parked in the garage. My Sites are
central to SharePoint 2010's communities and collaboration functionality—I

strongly recommend that you make use of them.

If you know the URL where the My Sites have been created in your SharePoint installation,
then you can access your My Site directly without needing to first visit another SharePoint site.
The address might be something similar to http://my.sp2010cookbook/default.aspx.
Access your My Site using this recipe and then have a look at the address displayed in your
web browser to see what format has been used in your system.

» Updating my user profile

» Tracking colleagues using my My Site

» Viewing the SharePoint sites | am a member of

» Tagging a SharePoint page so | can find it again later
» Creating a blog in my My Site, Chapter 5

[}
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Updating my user profile

This recipe shows you how to update your user profile using your My Site.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» SharePoint 2010 Online (Office 365 Edition)

My Sites must be configured and active in your SharePoint installation.

How to do it...

1. Open your My Site (refer to Creating and accessing my My Site recipe for
instructions).

2. Select the My Profile link.
3. Select the Edit My Profile link.

My Site My Newsfeed My Content [\[‘-1 file

Site Actions =

View My Profile as seen by: | Everyone E|

9:52 PM o :
Writitng the SharePoint 2010 end user cookbook

*

Adrian Colquhoun

4. Make the changes you require in your profile.
5. Click on the Save & Close button to save your changes.

]
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SharePoint 2010 stores information about users in their user profiles. It uses this information
in news feeds, people searches, and audiences (to target information to particular groups of
SharePoint users).

Your user profile is shown in your My Site. This is the place where you can view your profile as
others would see it and make changes to the values stored in your user profile properties.

Depending on how your administrator has configured SharePoint, you won't be able to change
all the properties that you see. Some information will be read only and may show information
that has been imported from other external systems, such as your organization's Active
Directory (where organizations commonly store user information). The properties you can see
and change will have been preconfigured by your administrator and you may have different
properties depending on your role in the organization (SharePoint allows administrators to
create different "types" of profiles).

There's more...

One of the first things that you should do after you have created your My Site is to complete
your user profile. This will allow co-workers to locate your skills, connect to you, and start to
call on your (I have no doubt undervalued) experience. As soon as your profile is complete,
you will start showing up in SharePoint's people search.

Who knows, you may get invited to work on the exciting new "Project X" or requested to meet a
client or attend a conference in some beautiful exotic location. Keep your profile up-to-date if
you want to maximize your opportunities.

. Resist the temptation to upload inappropriate pictures or comments in your
> profile. Your colleagues (particularly your superiors) are unlikely to see the
Q funny side. Remember that SharePoint is a set of tools to help you work
better together. Save all the other stuff for your Facebook site.

See also

» Creating and accessing my My Site

» Reviewing the tags and notes other users have posted on a SharePoint page
» Tagging a SharePoint page so I can find it again later

» Viewing the SharePoint sites | am a member of

» Tracking colleagues using my My Site

» Creating a new document in your My Site, Chapter 4

» Finding experts using a people search, Chapter 6

[}
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Tracking colleagues using my My Site

Before SharePoint, knowing who was doing what in an organization was really difficult. Now
SharePoint can keep track of your colleagues automatically. This recipe shows you how.

Getting ready

This recipe requires your My Site. The recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» SharePoint 2010 Online (Office 365 Edition)

My Site must be configured and active in the SharePoint installation.

How to do it...

1. Open your My Site and navigate to the My Profile page.

2. Select the Colleagues tab.
3. Click on the Add Colleagues link.

My Site My Newsfeed My Content | My

Site Actions ~

10:00 PM

Overview  Organization Content Tags and Notes [_Colleagues J Memberships

Writitng the SharePoint 2010 end user cookbook

H 1 am a SharePoint Consultant, founder and
Adrlan COIq u houn Intelligent Decisioning Pty Ltd.

B2

& | & | & I
[ MNamet Show To My Ted
General

Everyone Yes

¢ | Presales Co-Ordinator
I\ Presales

=]
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4. In the dialog displayed, enter the names of the colleagues you wish to add. You can
choose if you want to add them to My Team and organize them into different groups.
Adding colleagues to your team allows them to see more information from your
user profile.

5. When you have added all the colleagues that you need, click on the OK button.

Add Colleagues

Colleagues Jamie Pounder ; Sam Wainwright ;
Identify the people you know or work with as
colleagues.
Add to Group Add to My Team:
Adding a colleague to yvour team helps you control ":" HE
the privacy of your profile. You can configure your @ Mo
profile =o that it iz vizible only to your team.
Addin_g a colleague to a group helps you organize  agd g 2 Group:
your list of colleagues. =
@ Existing group:
General El
©) New group:
Show to Show these colleagues to:
Choose whao can view these colleagues. The Everyone El
privacy setting you select here affects who can
zee theze colleagues when they visit your profile.
oK ] Cancel

s
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6. Your new colleague is now shown on your Colleagues tab and you can view their My
Site by clicking on their name.

10:00 PM

Overview  Organization Content Tags and Notes | Colleagues | Memberships

Writitng the SharePoint 2010 end user cookbook

i I am a SharePoint Censultant, founder and Managing Director of
Ad rian COqu hOU n Intelligent Decisioning Pty Ltd.

EZ

& | & | & I
[l Namet Show To My Team
General
Everyone Yes
[ . . | Presales Co-Ordinator
I~ | Presales
Everyone Yes
] . | Research and Development Co-Ordinator
~ | R&D
Everyone MNo

=
il E“ ICT Co-Ordinator
ICT

SharePoint 2010 allows you to track your team members, colleagues, and subject matter
experts through your My Site. When you add a colleague, you can add them to different groups
such as My Team. Adding colleagues to your team will allow them to access more information
from your user profile.

Once you have added a colleague, SharePoint will automatically keep you up-to-date with their
activity. This includes the changes that they make to their user profiles, the content that they
author, the pages that they tag, and their status message updates. All this information will be
displayed on your My Newsfeed page when you again access your My Site. SharePoint will
also send you e-mails to tell you about important changes and will even suggest colleagues to
you based on its analysis of the colleagues you already have, and the people that they have
added to their networks.

By tracking colleagues in this way, SharePoint helps you build up strong and effective
networks within your organization. You can then leverage these networks to get your
work done more effectively.

=
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M The track colleagues functionality wasn't invented by Microsoft to help you
Q stalk "that pretty little thing from accounts". Using it for that purpose will
almost certainly land you in a lot of trouble. Don't do it!

» Creating and accessing my My Site

» Updating my user profile

» Viewing the SharePoint sites | am a member of

» Tagging a SharePoint page so | can find it again later
» Creating a blog in my My Site, Chapter 5

Viewing the SharePoint sites | am a

member of

As the number of SharePoint sites grow, it can be easy to lose track of them. Fortunately,
SharePoint keeps tracks of the sites, which you are a member of, automatically. This recipe
shows you how to see that list of sites.

Getting ready

This recipe requires your My Site. The recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» SharePoint 2010 Online (Office 365 Edition)

My Site must be configured and active in the SharePoint installation.

How to do it...

1. Go to your My Site.

2. Select My Profile and then click on the My Memberships tab. A link to each site that
you have been added to as a member is displayed.
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3. You can click on any link to navigate to that site.

My Site My Newsfeed My Content {Fly Frofile

Site Actions ~

10:35 PM -
Writitng the SharePoint 2010 end user cookbook

- i I am a SharePoint Consultant, founder and Managing Director of
Adrlan COIqUhoun Intelligent Decisioning Pty Ltd.

Overview Organization Content Tags and Notes  Colleagues { Memberships

& I
C Title + Show To Group Name Members
sharePoint site
BE Everyone SharePoint Sites 1
BEE Everyone SharePoint Sites 3

SharePoint 2010 automatically keeps track of the all the sites that you have been explicitly
added to as a member (such as the sites that you can contribute to) and gives you a link to
them on your membership tab in your My Site. You can use your My Site as your personal
navigation hub. From any SharePoint sites, jump into your My Site, check your memberships,
and jump back out to where you want to go. You need never be lost in SharePoint again!

Importantly, the memberships tab doesn't show the sites that you only have a read-only
access to. If you want to save links to these sites, then tag them as described in the Tagging a
SharePoint page so | can find it again later recipe. Confusingly, it also doesn't show the sites
that you have or the ones which you have full control of. To see those sites, add yourself to the
member group of the site.

SharePoint recalculates your memberships using a background timer job, so expect a delay
between being added to the site and it showing up in your memberships tab.

» Creating and accessing my My Site
» Updating my user profile

» Tracking colleagues using my My Site

=
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» Tagging a SharePoint page so | can find it again later
» Creating a blog in my My Site, Chapter 5

Tagging a SharePoint page so | can find it

again later

This recipe shows you how to use SharePoint 2010's tags to bookmark information that you
want to find again later.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» SharePoint 2010 Online (Office 365 Edition)

It requires you to be logged in and have read access but no other privileges are necessary.

You will need a My Site to be able to review and make use of the tags that you have created.

How to do it...

1. Navigate to the page you wish to tag.

2. Click on the Tags and Notes icon on the top-right of the screen.

a M P Adrian Colguhoun -

0 tags or notes on this page.
Tags help you rernember links and classify the page.
Motes are public comments. Tags and notes post to
your news feed and work across different sites.
COORGOOR THEranet

3. Enter the text for the tag you wish to apply into the dialog box. If you don't want
anyone to know you added the tag, then check on the Private checkbox (other
users will still see the tag's text).
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4. Click on the Save button.

Mote Board

2 My Tags

CookBook Sites

[[] erivate: Other people cannot see that you tagged this item. The tag text is public. Save

There are no tags on this page. You can use tags to classify and remember pages, documents, or
even external sites. The tags you create appear here and under your profile for easy retrieval.

Right click or drag and drop this link to your browser's favorites or bookmarks toolbar to tag
external sites.

Click here for more information about this and other social networking features in Microsoft
SharePoint Server 2010.

5. Navigate back to your My Site. Select the My Profile page and click on the Tags and
Notes tab; your new tag will be displayed under Activities for heading.

6. You can filter the activity view to a particular tag by clicking on it under the Refine by
tag heading.

10:16 PM

Overview  Organization Content | Tags and Notes | Colleagues Memberships

Writitng the SharePoint 2010 end user cookbook

i 1 am a SharePoint Consultant, founder|
Adrlan COIqUhOUn Intelligent Decisioning Pty Ltd:

]

Refine by type: Activities for: 4 December, 2010 »

Al | ) Tags | o7 Notes | Private | Public
7 Tagged with . 12/29/2010

. ! View Related Activities Make Private Delete
7 Refine by tag: @

Sort: Alphabetically | By Size

" Posted a Note on . 12/29/2010
i I need to come back and read this sometime
COOkBOOk Sltes IOOkS great View Related Activities Delete
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SharePoint 2010 allows you to apply keyword tags to the information that you find. Once you
tag an item, you will be able to find it gain from your My Site (just click on the tag).

Good tags to use might be the name of a project (for example, "Project X"), a department, or a
technical term. By allowing users to tag content, the information in SharePoint is progressively
classified and refined.

As you tag, SharePoint learns. It adds the tags you create into its own keyword set. As you
type a tag, SharePoint will suggest tags based on the ones it already knows about. In this
way SharePoint helps to build up a consistent tagging system through the enterprise.

The data tagged in SharePoint represents a powerful information set. SharePoint makes
use of this everywhere, but particularly in its search results. When you search for "Project
X", the pages that were tagged should appear higher than those that were not. Tags are like
signposts, pointing users to relevant information. Tags can be used to refine your searches,
getting you to the information that you really need with just a few clicks.

So tags don't just help you find information again, they help your colleagues find it too. So go
on—get tagging!

There's more...

If you want to quickly tag pages that you approve of, SharePoint gives you a pre-created tag—'"I
Like It". Simply click on the I Like It icon on the top right side of the page and you are done.

i -__,,.J/ | :.'_.'I

i T Tome o
Tags this page with ' Like It.' Tags make it easy
remember links and post items to your news feq
E'crr\.,rr I ST oy F o v

See also

» Creating and accessing my My Site
» Performing a basic search, Chapter 6
» Reviewing the tags and notes other users have posted on a SharePoint page

e
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Reviewing the tags and notes other users

have posted on a SharePoint page

Tags and notes bring SharePoint pages to life. You can start to access the collective
intelligence and opinions of your co-workers by reviewing the tags and notes they leave
for you.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» SharePoint 2010 Online (Office 365 Edition)

It requires you to be logged in and have read access but no other privileges are necessary.

How to do it...

1. If there are tags or notes on a page, the Tags and Notes icon on the top right-hand
corner of the page turns red. To review the information, click on the icon.

Joe Bloggs ~

7 D

ILike It Tags &
MNotes

3 tags or notes on this page.

Tags help you remember links and classify the pag
Motes are public comments. Tags and notes post t]
your news feed and work across different sites.

2. The Tags and NoteBoard dialog is displayed. You can review the tags that other users
have left on the page.

3. To switch to the notes view, click on the Note Board.
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Team Site - Home Bfx
Tags Mote Board

7 My Tags

|

]:Ll?s'wate: Other people cannot see that you tagged this item. The tag text is Gaye
public.

J Suggested Tags

I like it

Recent Activities

' Bob Hoskins wrote "I really like this site!" on 11/29/2010
a

- Sam Wainwright tagged 'I like it' on

3+ Jamie Pounder wrote "noute 1" on 11/3/2010

Tags help you find pages again or classify the information that they contain. Notes are public
comments that you leave on the pages for others to see. Use notes to add to the content,

to correct any obvious mistakes, or explain information that is unclear. Don't use notes for
observations such as "the author of this page is obviously a blithering idiot" unless you are
confident that you can defend your viewpoint to the Managing Director without getting fired.

» Creating and accessing my My Site

» Tagging a SharePoint page so | can find it again later
» Performing a basic search, Chapter 6

Adding an alert to a SharePoint page

SharePoint is a great place for people to share useful information. However, no doubt you are
far too busy to keep checking your SharePoint sites on the off chance that someone posted
something new. Alerts allow SharePoint to e-mail you when something interesting happens.
This recipe shows you how to create them.

s
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Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» SharePoint 2010 Online (Office 365 Edition)

It requires you to be logged in and have read access but no other privileges are necessary.

To create an alert, your SharePoint administrator will need to have configured your SharePoint
server to send e-mail (or SMS messages). The Alert Me icon will not be displayed if the e-mail
function is not enabled.

How to do it...

1. Navigate to the page you wish to set an alert for. Select the Page tab from the ribbon
and click on the Alert Me icon.

site actions ~ @ B Browse

TR AR T IR

Edit Check Out Edit Fename E-mail a | Alert Make Incoming  Library Library  Wiews &l
- - Properties »  Page ¢ Delete Page Link Me - Homepage  Links Settings Permissions Pages
Edit kManage Share & Track Page Actions Page Library
Libraries LA
Site Pages Welcome to your Site! Receive e-mail or mobile
notifications when things change,
Shared Documents

2. From the drop-down list, click on Set an alert on this page.

In the New Alert dialog box, enter an alert title, what you would like to be notified of,
and the delivery method. You can also select what will trigger the alert.

4. Once finished click on OK and your new alert will be saved.

If you are logged into the site as an administrator, then you will be
able to set alerts for other users. Otherwise you will only be able to
g set your own alerts.

NED
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[8]4 ] [ Cancel ]
Alert Title
ite Pages: Home.aspx
Enter the title For this alert, E s P
This is included in the
subject of the notification
sent For this alert,
Send Alerts To
Users:
You can enter user names Sam Wainwright ; =
or e-mail addresses,
Separate them with
semicolons, People Picker
WS ]
Delivery Method
¥ Send me alerts by:
gﬁ?gg;ﬂgéﬁu want the @ E-rnail sam.wainwright@id-live.com

Send URL in text message (SMS)

Send Alerts for These
Send me an alert when:

Changes

Specify whether o filker @ Anything changes

alerts based on specific )

criteria, You may also () Someone else changes a wiki page

restrick wour alerts bo only _ -

include itemns that show in a () Someone else changes a wiki page created by me

particular view,

Think of SharePoint as a machine. There are lots of processes continually running in
SharePoint that are just waiting to do useful work for you. One of these processes is
SharePoint's alert system. It can send you e-mails when something changes in a SharePoint
site. All you need to do is tell it what you want to know and how often you want to be told. The
SharePoint alert system will do the rest.

) Sorneone else changes a wiki page last modified by me

_ -

You can register for alerts on all sorts of different SharePoint objects, such as sites, pages,
documents libraries, shared calendars, blogs, and documents. Just select the object you are
interested in and check the ribbon. If you see the Alert Me icon, then you will be able to set
an alert. Alerts can be sent instantly or rolled up into daily or weekly summaries of changes.
You can even opt to receive your alerts as an SMS too, assuming that your SharePoint
administrators have configured this service.

Users new to SharePoint often go "wow!" when they discover alerts. Pretty soon they are
setting up alerts anywhere and everywhere. Then the e-mails start coming from SharePoint.
On a busy SharePoint site, perhaps, tens or hundreds of alert e-mails are received every day.
What started out as a good idea soon turns into information overload.

Es
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Think hard before setting up alerts. Only add them where you really need to know if something
changes. Use the daily or weekly rollups where you can.

» Managing my alerts in SharePoint
» Creating an alert on a document to be notified when it is updated, Chapter 4
» Saving a search as an alert and being notified when the results change, Chapter 6

Managing my alerts in SharePoint

Alerts are a powerful way to let SharePoint keep you informed of important changes and
updates. However, you will soon need to manage your alerts, removing the ones you don't
really need and reducing the frequency of others so that you don't slip into alert overload.
This recipe shows you how to manage your alerts and stay in control.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» SharePoint 2010 Online (Office 365 Edition)

It requires you to be logged in and have read access but no other privileges are necessary.

If you want to manage your alerts, then you will need to have created at least one alert before
going through this recipe. The recipe Adding an alert to a SharePoint page shows you how.

How to do it...

1. Open the SharePoint site that you wish to manage alerts for.
2. Select the Page tab from the ribbon and click on the Alert Me icon.
3. From the drop-down menu select the Manage My Alerts option.
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= . | » Page History Q 1) ] = | @ ,:]1
3 Sy k] =3 L

‘—2}, ‘—% @ Page Permissions 'é G _ =
Edit Check Qut Edit FEenarme E-mail a | Alert Make Incaming  Librany Library  Wiew Al

- - Properties - Page ¢ Delete Page Link e - Homepage  Links Settings Permissions Pages

Edit Manage Share & @ Set an alert an this page Page Library
Libraries FP Manage My Alerts
Site Pages Welcome to your site!
Manage My Alerts
Shared Docurnents
Gato the My &lerts page to manage

} Add a new image, change this welcorme text of  the list of libraries, files, lists, and | the edit buttan

Lists =hared Documnents to add files or on the calen  tems farwhich you receive alerts, the links in the g
_ share your site and customize its look,

4. You will then be shown a list of all the alerts you have set for the site; from here you
can create, edit, and delete alerts.

Adrian Colquhoun ~

Site Actions ~

Team Site » My Alerts on this Site Y 2

Manage the settings of all your alerts for lists, libraries, and files on this site. Note that some alerts, such as system generated task alerts, do not appear on this page Tlikelt  Tags &
HNotes

Home a

Libraries
= Add Alert X Delete Selected Alerts
Site Pages
Shared Documents

Alert Title
Slides

Frequency: Immediate Delivery Method(s)

Lists
i sSite Pages: Home.aspx £-mail

Calendar

5. You can add new alerts by clicking on the Add Alert link.

To delete one or more alerts, select the checkbox and then click on the Delete
Selected Alerts link.

7. To change settings for an alert (for example, to change its frequency), click on the
alert's title. This will take you into the alert's settings dialog where you can make any
necessary changes.

SharePoint offers you tremendous flexibility to create alerts and to specify why and how
often you receive them. It provides built-in functionality to allow you to manage those alerts,
create new alerts, and adjust or remove existing alerts for a single administration page.
You can use this page to adjust your alerts, ensuring that you don't get overwhelmed by
SharePoint alert e-mails.

s
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See also

» Adding an alert to a SharePoint page
» Creating an alert on a document to be notified when it is updated, Chapter 4
» Saving a search as an alert and being notified when the results change, Chapter 6

Determining my permissions in a SharePoint

site

This recipe shows you how to work out the permission levels you have been granted in a
SharePoint Team Site.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» SharePoint 2010 Online (Office 365 Edition)

You will need a SharePoint site that you want to check your permissions on. This recipe uses a
Team Site for illustration.

You do not require any particular permission level to use this recipe. However, the outcome of
this recipe is directly determined by the permission levels that you have been granted.

You will only be able to follow this recipe as far as your permission levels will
allow. If you have not been granted any access to the site, an error message

will be displayed when you attempt to access it. Once you are unable to
’ proceed, the recipe is complete. Check the How it works section for a
detailed explanation of the permission levels that you have.

How to do it...

1. Open Internet Explorer and navigate to the SharePoint Team Site that you want to
check your permissions in.

2. If the Team Site is displayed, then you have been granted Read permission level or
higher (an Access Denied error means you have not been granted any access to
the site).

S E
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3. Access the Page ribbon on the home page. Confirm that you can see the Edit icon.

4. Access any document library (for example, Shared documents), confirm that you can
you can see the Add document link.

(@ cookbook - Home - Windows Intemmet Explorer R~
(€15 it/ /520 Deookboak/ites/conkbaok SitePagesHome.xips 4| % |[= 8ing ]
e Favontes | o [l Suggested Sdes = @) Wek Gallery =
cookbock - Home Pior B o« % o ov Pagew Safetyr Tock~ v
g R G $ [d
Lmail & Make Incoming  Libfary Libaary Wit Al
Link Homepage  Links  Semings Permissions  Pages
Share & Track Page Action: Page Library
g e et it above. You
Calenda
asks
Shared Docurments
Discussions
o Tyoe Name Modtied Modified By
wam Dcusssan
DEViadminsstrator
2 Al site Curttmnt
imvascript: @/ Trusted sites | Protected Made: Off fa = Rimx -

5. [If either item is present, then you have been granted at least the Contribute
permission level in the Team Site.

s
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6. Access the Site Actions menu. The options displayed should match those in the
following screenshot. If all these options are present, then you have been granted
the Full Control permission level to the site. If the Site Permissions and New Site
options are missing, then you only have the Design permission level.

Browse

Erowse

Edit Page

Edit the contents of this page.

K

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

|
4 )

New Page
Create a page you can
customize.

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

b 8

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

p— View All Site Content
‘[ view all libraries and lists in
this site.

Edit in ShareFoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

o Site Settings
,;Q'i} Access all settings for this site.

Edit Page
Edit the contents of this page.

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

MNew Page
Create a page you can
customize.

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

New Site
Create a site for a team or
project.

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

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

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

"Can create new
sites"

workflows, or adjust settings.

"Design" "Can control

security”

Site Permissions
@ Give people access to this site. *

s Site Settings
,;9’? Access all settings for this site.

"Full Control"

Everything that you can or can't do in SharePoint is determined by the permissions that you
have been granted. SharePoint doesn't tell you the permissions that you have, it only stops
you doing or seeing the things that require permissions that you do not have. SharePoint
employs a "security trimmed user interface". This means that SharePoint doesn't let you see
or do the things you don't have permissions for. It only shows you the content, menus, and
commands that you are allowed to access.

Unfortunately, as a user, there is no built-in way to determine your permission levels. This
recipe uses a systematic approach to work out the permission levels by testing for the
functionality that is granted at each level. If we find the functionality we expect, then we
can infer that you have been granted that permission level. As permission levels build up
in a hierarchy, we start from the lowest level (that is, no access) and work upwards until we
find all the permissions levels that apply to you.

NEQ
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Individual SharePoint permissions are collected together into permission levels. A SharePoint
Team Site creates six permission levels by default: Limited Access, View Only, Read,
Contribute, Design, and Full Control. You may have been allocated one or more permission
levels in the site. The total permissions you have are the sum of all the permissions from the
permission levels that you have been allocated.

If you receive an Access Denied message when you try to open the site, then
i you have not been granted any permission levels at all.

Q Error: Access Denied

ik
=# | Current User

‘fou are currently signed in as: DEYY acolguhoun

Sign in as a different user

4« Go back to site

The limited access permission does not give any direct access to the site. It is designed to be
combined with the fine-grained permissions to give access to just particular items within a site
(for example, it is possible that you would have access to just a single document library in a
site but nothing else). You will not normally encounter this except in highly customized sites.

If you can see the Team Site in your browser, then you have at least View Only or Read
permissions level. For all practical purposes, these permissions levels are identical so we
do not try to differentiate them any further in this recipe.

If you have the ability to change things in the Team Site (for example, edit pages or upload
documents) then you have been granted at least the Contribute permission level, that is,
you have the ability to contribute things to the site.

If you have access to the advanced commands located on the Site Actions menu, then

you have been granted Design or Full Control permission level in the site. You will probably
encounter the Full Control permission level in Team Sites that you are responsible for
administering or within your My Site. Full Control means that you can access all the power

of SharePoint within the bounds of the current collection of sites that you are working in. You
will have the ability to create new sites, add users, set permission levels, and do all sorts of
wonderful stuff. However, with power comes responsibility—there is also the potential to mess
things up when you have full control! Don't worry, there are plenty of recipes in this book that
will help you and make sure that doesn't happen.

Eis
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There's more...

Checking your permission levels in other SharePoint sites

SharePoint provides the ability to create many different types of site, such as, Team Sites,
My Sites, Document Workspaces, and Publishing Sites. Some of these sites introduce extra
permission levels such as Manage Hierarchy or Approve. The same principles used to
determine the permission levels in a Team Site can be applied to the other sites.

SharePoint users and groups

SharePoint permissions levels can be directly assigned to individual SharePoint users.
However, administrators do not usually do this as it quickly becomes very complex and
difficult to manage. Instead, SharePoint sites can contain groups. These groups are used to
hold collections of users who all require the same permissions levels (that is, need to be able
to play the same roles) in the site. Multiple permission levels are assigned to the SharePoint
groups, and then the users, who require those permissions levels, are added to the group.

Understanding "securable objects™ and inheritance

SharePoint has a hierarchy of securable objects that is things that can be secured by
permissions in SharePoint. Normally, permission levels are inherited from their parent objects
(as this keeps things simple and easy to manage). Site collections define the security to be
applied and these settings are inherited down through all the sub sites, pages, document
libraries, lists, documents, and list items that they contain.

However, this inheritance can be broken and permission levels can then be applied at any
level in the hierarchy. We might want to do this in a number of scenarios—for example, to
create a document library that contains sensitive document that only selected employees are
allowed to see. If you encounter odd permissions or access errors within a SharePoint site,
consider that the site administrator may have chosen to break the security inheritance and
applied unique permissions to the item you are trying to access.

See also

» Checking another user's permissions in a SharePoint site
» Applying unique permissions to a SharePoint list
» Adding users to a Team Site, Chapter 2

NED
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Checking another user’'s permissions in a

SharePoint site

This recipe shows you how check another user's permissions in a SharePoint site.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» SharePoint Online (Office 365 Edition)

You will need the URL of the SharePoint site you want to check your permissions on.

You will need the Full Control permission level to run this recipe. Normally, this will mean that
you are a member of the site owner's group.

How to do it...

1. Open Internet Explorer and navigate to the SharePoint site that you want to check you
permissions for.

2. Access the Site Actions menu and select the Site Permissions menu option.
3. Select the Check Permissions icon on the Permission Tools ribbon.

Permissions: cookbook

Fermission Tools

Site Actions -~ @  Browse Edit e —

.3\ e o= "-E Permission Levels
o ' = ¢
T & N | [ site Collection Administrators

Grant Create Edit User Remove Usel Check

Permissions Group Permissions Permissions |, Permissions
Grant Muodify Check Manage

Libraries [
Site Pages 0 Adrian Calquhoun (DEV\acolquhoun) User
Shared Documents W cookbook Members b

4. Enter the name of the user or group that you want to check the permissions for in the
displayed dialog box. Click on the book icon to browse for the user if you are not sure
of their name.

5. Click on the Check Now button.

s
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6. The permission levels granted to the user (and the details of how those permission
levels have been assigned) are displayed.

cookbook: Check Permissions
Check Permissions
Uszer/Group:
Adrian Colguhoun ;

To check permissions for a
user or group, enter their
name or e-mail address.

Check Now

Permission levels given to Adrian Colquhoun (DEV\acolquhoun)

Design, Contribute, Given directly
Read, View Only

Full Control Given through the “cookbook Owners™ group.

Contribute Given through the “cookbook Members® group.

As a user, everything that you can or can't to in SharePoint is determined by the permissions
that you have been granted. Individual SharePoint permissions are collected together into
permission levels. SharePoint 2010 provides built-in functionality that gives site owners the
ability to check the permission of any user in a site.

There's more...

In SharePoint, security permissions are normally inherited with pages, lists, document
libraries, and the items that they contain all inheriting their security permissions from the
site which contains them. However, it is possible to break this inheritance and apply unique
permissions to any of these items.

Where custom permissions have been applied, SharePoint 2010 provides the same Check
Permissions functionality for each object. Just look for the Check Permissions icon on the
ribbon for the list, document library, or page that you want to check the permissions for.

See also

» Determining my permissions in a SharePoint site
» Applying unique permissions to a SharePoint list
» Adding users to a Team Site, Chapter 2

=)
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Applying unique permissions to a

SharePoint list

Sometimes you will want to apply custom security settings to a SharePoint list to control who
has access to it. This recipe shows you how.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» SharePoint Online (Office 365 Edition)

You require either the Design or Full Control permission level to edit the permission settings
of the list.

How to do it...

1. Select the list that you wish to apply the custom permissions to by clicking on the link
to your list in the Quick Launch navigation on the left side of the page.

2. Select the List tab in the List Tools ribbon.

55|~ | € Screenshots Colleagues Tasks - All Tasks

cookbook » Tasks » All Tal List }

Site Actions ~ @l

Use the Tasks list to keep track of work that you or your team needs to complete

Home
Libraries @ Type Title Assigned To
Site Pages A Create new business plan & wew Adrian Colguhoun
Shared D ts . . .

are geuments ] annual salary review & Hew Sam Wainwright
Lists & Add new item
Calendar
Tasks
Discussions

Team Discussion

Al Recycle Bin

j_] All Site Content

@l
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3. Select the List Permissions icon in the List ribbon as shown in the following
screenshot:

Adrian Colquhoun ~|
site Actions ~ B Browse

e —
o — [ Modify View - Current View: — rrf | = Create Visio Diagram ¥ B | & st Permissions
= =9 \ S 0 Uwm L!!‘ o

J ‘ £ =] </ il Create Column | AllTasks o | b=l — g W [A] open with Access . i Salarkflaw Setiegt .

Ktandard| Datasheet  Hew Create Emaila RSS  Syncta SharePoint Connectto Export to Custamize List
View | View Row View |3 Wavigate Up Current Page Link  Feed Workspace Outlook cel Open Schedule Form  £5  Settings
View Format Datasheet Manage Views Share & Track Connect & Export Customize List Seftings

Libraries [ @ Tvpe Title Assigned To Status Priority Due Date % Complete Predecessors
Site Pages ] Create new business plan @wew Adrian Colquhoun

Shared Documents

£] Annual salary review onoe Sam Wainwright

4. The current permissions are displayed. You will see that the list is currently inheriting
its permissions from the parent site. Select the Stop Inheriting Permissions icon.

Permission Tools

Site Actions ~ | Browse

@& [ =9
- fg &5
& | S
Manage Stop Inheriting Check
Paren Permissions Permissions

Inheritance Check

This list inherits permissions from its parent._{cookbook!

Name

Libraries =S vpe e 55 evels
Site Pages Adrian Colquhoun (DEVYacolquhoun) n, Contribute, Read, View Only
Shared Decuments cookbook Members SharePoint Group Contribute
cookbook Owners SharePoint Group Full Control
Lists
Calendar cookbook Visitors SharePoint Group Read
Tasks
DEV\administrator User Full Control
. System Account (SHAREPOINT \system) User Limited &
Discussions
Viewers SharePoint Group View Only
Team Discussion

5. You will be prompted to confirm whether you want to create unique permissions on
this list. Click on the OK button to continue.

6. The previously inherited permissions still apply to your list, but any new permission
added at the site level will not apply. If you don't want the original permissions, then
you now need to remove them. Select the permissions that you do not require (using
the tick box) and click on the Remove User Permissions icon on the ribbon.

1
~ Don't remove all your permissions from the list—you may lock
yourself out from it!

7. You will be prompted to confirm whether you want to remove the selected
permissions. Click on the OK button to continue.

=
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8. Now add any new permissions that you want to apply just for this list. Click on the
Grant Permissions button on the ribbon. In the dialog box displayed, add the
users and permissions that you need.

Grant Permissions

Select Users

‘You can enter user names,
Qroup names, or e-mail
addresses, Separate them
with semicolons.

Grant Permissions

Select the permissions you
want these users to have.
‘fou can add users to a
SharePoint group that has
already been granted the
appropriate permission levels,
or you can grant the users
spedific permission levels,

Adding users to a SharePoint
group is recommended, as this
makes managing permissions
easier across multiple sites,

Users/Groups:

Sam Wainwright ;

Grant Permissions

©) Add users to a SharePoint group (recommended)
cookbook Members [Mo Access]

@ Grant users permission directly

[[] Full Control - Has full contral.

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

i Contribute - Can view, add, update, and delete list items
and documents.

Read - Can view pages and list items and download
documents.

View Only - Can view pages, list items, and documents.

Document types with server-side file handlers can be

viewed in the browser but not downloaded.

9. The unique permissions that you have assigned to your list are displayed. Review this
information carefully to ensure that it is correct.

Site Actions ~

Browse

a a

= 3 ap i
i Grant Edit User Remove User

Permissions Permissions Permissions Permissions

Inheritance Grant Madify

8

k
Permissions

This list has unique permissions

Libraries [ Name Type Permission Levels
Site Pages ] Adrian Colquhoun (DEViacolquhoun) User Design, Contribute, Read, View Only
Shared Documents ] Sam Wainwright (DEV\swainwright) User Read

[PACKT
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Lists inherit their security settings from their parent site (which may in turn inherit its settings
from its parent right up to the top of the site collection). The following diagram represents the
inheritance hierarchy:

List Item

List Item

Document

Document

Site
Collection

Page

Document Document
Library
Site H Site ]

The first step of assigning custom permissions to a list is to break this inheritance. When you
break inheritance on the list, the security permission it starts with are the permissions it was
inheriting—you actually need to remove these permissions manually after breaking inheritance
if you don't want them!

Once you have broken inheritance, you are free to add and remove permissions as you wish.

Use this functionality sparingly. It's generally considered bad practice to use custom
SharePoint permissions extensively in your SharePoint sites, as this soon becomes very
difficult to manage and control. It is all too easy to make a mistake and to give somebody
access to information that they shouldn't see.

\ Always test your custom security settings by logging in as different

~ users before you upload sensitive information such as the boards'

Q new salaries. SharePoint will do exactly what you tell it to—get this
wrong and you are on your own!
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There's more...

Securing individual pages, document libraries, documents, and
list items

Exactly the same principles can be used to break inheritance and apply custom permissions
to individual pages, document libraries, documents, or list items. Just make sure that you

really need to do this before applying custom security throughout your SharePoint sites and
always test the changes that you have made.

Alternative ways to secure your sensitive content

There are other approaches you can take to secure sensitive information that might be more
appropriate for your needs. One common way to do this is to create a completely separate site
(of site collection) for your site collection and only add the users who really need access. That
way you can still rely on permission inheritance and you don't have to mess around applying
custom permissions further down the hierarchy.

If you want to store your own private documents in a library that only you can see, then your
My Site has a specially configured document library, called Personal Documents, already set
up and configured specifically for that purpose.

See also

» Determining my permissions in a SharePoint site
» Checking another user's permissions in a SharePoint site
» Adding users to a Team Site, Chapter 2
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Working Together—
Using SharePoint to
Collaborate

In this chapter, we will cover:

» Creating a Team Site

» Adding users to a Team Site

» Adding a new page to a Team Site

» Adding a link to the Top link bar in a Team Site

» Adding a slide library to share PowerPoint slides

» Adding a slide to a presentation from a SharePoint slide library
» Creating and tracking a discussion item

» Managing a Team Site Calendar with Outlook 2010
» Creating a task and assigning it to another user

» Using the datasheet to bulk-edit tasks in a task list
» Managing a SharePoint task list in Outlook 2010

» Creating a SharePoint contact list and connecting it to Outlook 2010
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Working Together—Using SharePoint to Collaborate

Introduction

This chapter focuses on using SharePoint to collaborate, working together to create and share
documents, ideas, presentations, calendars, tasks, and so on. Central to this collaboration

is the SharePoint 2010 SharePoint Team Site. Early recipes cover how to create a Team Site,
add users to it, add pages, and adjust the navigation links.

The remaining recipes show how you can use a Team Site to work more effectively together.
You will see how to use a Shared Calendar for important events and how to use the
Discussion Board to canvass the opinions of you colleagues. Further recipes show

how to share lists of Contacts, how to create and assign Tasks, and how to reuse
PowerPoint 2010 slides within your team. Though the Team Site has been used for
illustration, the information is these recipes can be applied to any site provided the
required list or library has been added.

Throughout this chapter, the integration between SharePoint 2010 and Outlook 2010 is
highlighted, illustrating how you can make effective use of SharePoint information without
having to leave your familiar Office 2010 applications.

Creating a Team Site

SharePoint 2010 provides a set of templates to allow you to rapidly create websites to perform
different functions. The most commonly used collaboration site is the Team Site. This recipe
shows you how to create one.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site where you want to create your Team Site.

You will need the Full Control permission level to run this recipe. Normally this will mean that
you are a member of the site owner's group.
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How to do it...

Open the SharePoint site where you want to create the Team Site.

Open the Site Actions menu and click on New Site.

SharePoint now shows all the available site templates. Click on the Team Site icon.
Give the Team Site a name and specify the URL you wish to use.

Browse From: search I

Installed Items > .

Office.com T Team Site
= ) [ Type: Site
I Filter By: ‘ 3 Categories: Collaboration
1 i
All Types B C ot ] a ﬁs’é A site for teams to quickly organize,
= @ i g_ﬂ‘ author, and share information. It
e provides a document library, and lists
Team Site Blank Site Document Basic Meeting for managing announcements, calendar
All Categories Ps Workspace Workspace items, tasks, and discussions.

Blank & Custom

Collaboration . | Tech Support Team Site
*

E:;‘at‘-’"t \2?%_% g% g%g ﬁ{é hitp;dlmmssaarterelamisbiilgane >

| TechSupport |
Mestings Blank Meeting Decision Meeting Social Meeting Multipage Meeting p
Workspace Workspace Workspace Workspace ‘ Create | | More Options
Search —] ===
Web Databases
amaz| = | oA
| 4l
d g s 2
Blog Group Work Site Assets Web Chantable
Database Contributicns Web
- 5
=l E‘ Z 5-'_%1 z

4. After a brief delay your new Team Site is created.

One of the key capabilities of SharePoint 2010 is that it allows you to quickly and easily create
websites without needing input from the IT department or knowledge of website programming,
Each version of the product ships with a set of reusable site templates. These templates can
be used to create sites that contain different combinations of pre-created lists, libraries, web
parts, and pages designed to perform specific business functions. SharePoint provides site
templates for collaboration, communication, web publishing, managing meetings, search,
blogs, wikis, business intelligence dashboards, My Sites, and more. These templates can then
be augmented with custom site templates developed by SharePoint developers and by your
own SharePoint power users.

To create a site, simply select the template that you want to use, provide some basic
information, click on Create, and let SharePoint do the rest.

@]

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011

Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Working Together—Using SharePoint to Collaborate

As you get more familiar with creating sites, you may want to have a look at the More Options
button in the create dialog. This simply allows you to provide a few more settings specific to
your site template as you create it. It is just a timesaver; anything you set here can be adjusted
and changed later if you need to.

There's more...

Understanding the different types of sites that SharePoint provides is critical to getting the
most value out of the product. Too often | see customers wasting time and money trying to
reinvent sites that already exist!

Some of the more commonly used site templates are listed as follows:

Template name Used for

Team Site Collaboration—Sharing calendars, documents, tasks,
and discussions.

Basic Meeting Workspace Meetings—managing agenda, attendees, and
supporting documents.

Document Workspace Collaboration—Provides tools to work together to

produce or update a single document.

Document Centre Documents—Tools for managing and sharing important
documents and sets of documents.

Blog Communication—Broadcasting information form an
individual, team, or project.

Test drive the site templates

When it comes to understanding site templates, no amount of reading can
substitute for hands-on experience. Take some time to create a site from each
~ site template and have a look at what it can do for you. You will find many
of these templates reused throughout the recipes in the remainder of this
book. Microsoft provides video previews of key site templates at http://
office.microsoft.com/en-us/sharepoint-server-help/a-
preview-of-the-sharepoint-server-2010-site-templates-
HA101907564 .aspx.

Sites versus Site Collections

As you learn more about SharePoint, you will hear people talk about Sites and Site
Collections. For the user it can often be confusing to try and understand the difference
between the two. That is because everything you see and interact with is a site—there is
nothing to see for a Site Collection. It is just a "collection of sites" that SharePoint can treat
as a single unit, applying specific settings, security, databases, backup, administration rights,
and so on. Some templates (for example, Publishing Portal and Business Intelligence centre)
can only be used at the Site Collection level.

SNED

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011

Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Chapter 2

Each Site Collection has a single Root Site and as many Sub Sites as are required. As a

user, you don't have permission to create Site Collections. This is done by your SharePoint
administrators using a special website called Central Administration. Just bear in mind that
sometimes when you are setting properties in SharePoint, the changes that you make will
apply to the complete Site Collection, and not just to the Site that you are working in. The
following diagram shows the relationship between Sites and Site Collections. The mix of Sites
and Site Collections in your particular environment is arbitrary, and is determined by what your
SharePoint architect has defined. Unfortunately, there is no way of knowing from the address
of a site whether it is a Sub Site or the Root Site of a Site Collection.

l Site l Site
Collection Collection

Sub Site

U Sub Site U Sub Site

See also

» Adding users to a Team Site
» Creating and accessing my My Site, Chapter 1
» Creating a blog in my My Site, Chapter 5

Adding users to a Team Site

Your Team Site won't be much use for collaboration unless people have access to it. This
recipe shows you how to add users and assign them the right Permission levels.

Getting ready

This recipe works for:

U Sub Site

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)
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You will need the Full Control permission level to run this recipe. Normally this will mean that
you are a member of the site owner's group.

How to do it...

Open the SharePoint Team Site that you want to add users to.
Open the Site Actions menu and select the Site Permissions option.

The current user permissions for the site are displayed. Click on the Grant
Permissions icon on the ribbon.

Permissions: cookbook

Site Actions ~ @ Browse
{9‘ g} 2«?1. $ Permission Levels
E"} £ NN Q_I Manage Access Requests
Grant Zreate Edit User Remowe User Check
Permissions Group  Permissions Permissions  Permissions a Site Collection Administrators
Cabnt Modify Check Manage

Some content on this site has unique permissions which are not controlled from this page.

Libraries ] Name
Site Pages [l Adrian Colguhoun (DEV\acolguhoun)
Shared Documents A cookbook Members

4. The Grant Permissions dialog box is displayed. Add the users that you want to give
access to this Team Site. Enter the user in the textbox or click on the book icon to
browse to the users you need.

5. Assign the users to one of the site groups (Viewers, Owners, Visitors, and Members)
depending on what level of access they require.

6. Check the Send welcome e-mail to the new users checkbox selected if you want
the users to receive an e-mail notifying them that they have been granted access
to the site. You may also type a personal message if you wish in the Personal
Message field.

7. Click on the OK button to add the users to the site.
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Grant Permissions

Select Users

‘fou can enter user names,
group names, or e-mail
addresses. Separate them
with semicolons.

Grant Permissions

Select the permissions you
want these users to have.
fou can add users to a
SharePoint group that has
already been granted the
appropriate permission levels,
or you can grant the users
spedfic permission levels.

Adding users to a SharePoint
group is recommended, as this
makes managing permissions
easier across multiple sites,

Send E-Mail

Use this option to send e-mail
to your new users. You can
personalize the message that
is sent,

Links and information about
the site will be added below
your personal message.

LserSyGroups:

Adrian Colguhoun ;

Grant Permissions.
@<%dd users to a SharePoint group (fesammended)
cookbook Members [Contribute] EI
Viewers [View Only] gites, litts, and items...
- |cookbook Owners [Full Control]
cookbook Visitors [Read
cookbook Members [Contribute]

Send welcome e-mail to the new users

Subject:

Welcome to the SharePoint group: cookbook Members for site: cool

Personal Message:

-

8. The current groups and individual user permissions (for users who are not in groups)
for the site are displayed. Click on the link for the group that you added your users to
and confirm that your changes have been applied correctly.

| People and Groups

ﬁ"JM'Pagl

cookbook Owners

More...

Adrian Colquhoun

Home

Groups New = Actions Settings »
cockbook Members

Viewers & @ Ficture Mame
cookbook Visitors &

cookbook » Site Settings *» People and Groups - cookbook Members

Use this group to grant people contribute permissions to the SharePoint site: cookbook

About me

I am a SharePoint Consultant, founder and Managing Director of Intelligent Decisioning Pty Ltd.

Search this site...
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1
‘\Q Always check your work when you are dealing with

SharePoint security.

SharePoint provides the ability to add users to a SharePoint site and to control what they
can do in the site by granting them different permission levels. These permission levels are
covered in depth in the recipe Determining my permissions in a SharePoint site, Chapter 1.

The recommended way to add users to a site is to add them to a group rather than
adding them to the site directly. Team Sites have a number of groups already created and
preconfigured with the appropriate permissions levels (for example, Reader, Member, and
Owner). Adding a user to a group ensures they get the permission levels you intended and
reduces the risk that you will make an embarrassing mistake.

M Remember that groups are defined at the Site Collection level. Adding
Q a user to a group gives that user access to every site for which that
group has permissions assigned.

There's more...

Many organizations use Active Directory (AD) to manage their users and to collect users
together into AD Groups: for example, All Managers, Marketing Department, City Campus
Staff, and so on. If your organizations has AD groups and they are being kept up-to-date, then
you can simplify the task of adding users to your sites by instead adding the appropriate AD
group to one of your SharePoint groups. For example, if you add the Marketing Department's
AD group to your Team Site's Readers group, everyone in the Marketing Department will be
able to read your site (assuming they are in the correct AD group). When a new member joins
the Marketing team, then they can be added to the AD group centrally and will automatically
have access to your site, without requiring any changes at all on your site. This is by-far the
simplest way to manage SharePoint users. Unfortunately, many organizations don't keep their
AD groups up-to-date. Also, SharePoint groups can't contain other SharePoint groups.

See also

» Determining my permissions in a SharePoint site, Chapter 1
» Checking another user's permissions in a SharePoint site, Chapter 1
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Adding a new page to a Team Site

SharePoint 2010 makes it very easy to add new pages to your Team Site. This recipe shows
you how to do so.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need the Designer or Full Control permission level to run this recipe.

How to do it...

1. Open the SharePoint Team Site where you want to add a new page.
2. Open the Site Actions menu and select the New Page option.

3. The New Page dialog box is displayed. Enter the name demopage for the page and
click on the Create button.

4. The new page is created. You can start entering text immediately by typing directly
into the page. Click on Save & Close when you are done. Your new page will be
displayed on the Team Site.

cookbook - demopage el

Editing Tools

Site Actions ~ @ M Browse Fage Format Text

# Cut =
ﬁ Verdana v &pt - =i
L Copy

Save & Close /Check Qut  Paste B 7 U e x, X ¥, év A/

- _: <> .’-"._ -
SHITIR : i £,
& o <[5 select.

Styles Text Markup
- La

- ¥) Undo . yout»  Styles » <59 HTML -

Edit Clipboard Faont Dasagranh Stules Layout Markup
Recently Modified A new page is created - you can start entering content straight away. Click Save and close when you are done .
demopage
Home
How To Use This Library
Libraries
Site Pages

Shared Documents

s

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011
Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Working Together—Using SharePoint to Collaborate

This recipe shows you how to create a new page. The page you created was automatically
added to the site page's library. The page you created is a Wiki page. These pages are really
easy to use, and they are the default page type in SharePoint 2010.

Once your page is created, you can just start typing and place your content anywhere you like.
The Editing Tools ribbon provides access to all sorts of commands for styling your pages,
inserting pictures, video, web parts, and more. The whole experience is designed to be very
much like editing a Word 2010 document, making it easy and intuitive for you add information
that others need to see. If you want more editing and layout power, you can open the page in
SharePoint Designer 2010.

Wiki pages are borrowed from the Internet. You may have come across sites such as Wikipedia
(http://en.wikipedia.org/wiki/Main_Page). If you have ever contributed to any of
those sites, you will know that they have a special editing syntax designed to allow you to enter
information quickly and to save you from some of the complexities of HTML. SharePoint Wiki
pages support these concepts too. To insert a link into your page simply type [ [. SharePoint
will display a list of all the pages you can link to. If the page you want isn't there, then just type
a name for the new page. SharePoint will create the page for you automatically when you click
on the link. Another great feature is that these links won't break if you rename your page or
move them around.

There's more...

SharePoint supports a number of different types of pages. You will also encounter Web Part
pages, Publishing pages, and Application pages.

Web Part pages were the way pages got created in SharePoint 2007. You can't enter
information directly into a Web Part page. Instead the page is divided up into Web Part
Zones. You add Web Parts to those zones to build up the page's contents. You can achieve
different page layouts by rearranging the zones. Web Part pages are still there in SharePoint
2010, but as they don't offer much functionality and are harder to use than Wiki pages, | don't
recommend that you use them.

Publishing pages are specific to SharePoint 2010 publishing sites. They offer extra
functionality to capture and layout the content of the page making it much easier for users to
create pages based on standard Page Layouts. Publishing pages are explored in Chapter 5.
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All the pages mentioned earlier are known as site pages, because they exist within the context
of a particular site. However, SharePoint has another type of page, known as an Application
page. These pages can be shared between many SharePoint sites, run custom code, and
provide complex functionality. Much of SharePoint's built-in functionality is delivered through
Application pages. As a user you can't create or edit an Application page. These pages are
created by developers, so we won't spend any more time on them here. However, it is

useful to know that they exist (and that you can access them directly if you need to). If the
page you are looking at has /_layouts/ in its address, then you can assume that it

is an Application page.

» Creating a new page on a publishing site, Chapter 5

Adding a link to the Top link bar of a

Team Site

People need to be able to find their way around your Team Site. Adding links to the Top link
bar can help. This recipe shows you how to do so.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need the Designer or Full Control permission level to run this recipe.
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How to do it...

1. From your Team Site, open the Site Actions menu and click on the
Site Settings option.

2. The Site Settings page is displayed. Under the Look and Feel category, select the

Top link bar link.

Site Settings

cookbook » Site Settin

Home

Libraries

L
Site Pages -}

Shared Documents

Lists | @jﬂ
Calendar = ‘E
Tasks

Discussions

Team Discussion

gs

Users and Permissions
People and groups

Site permissions

Site collection administrators

Galleries

Site columns

Site content types
Web parts

List templates
Master pages
Themes

Solutions

Look and Feel

Title, description, and icon
Top link bar

Treevicw

Site theme

Site Actions

Manage site features

Save site as template

Reset to site definition

Delete this site

Site Web Analytics reports

Site Collection Web Analytics reports

3. The Top Link Bar page is displayed. Click on the New Navigation Link.

4. Enter the web address and description for the new link as shown in the following

screenshot. Click on the OK button to create the link.

Mew Nivagation Link

R

Trie the Web address

Tyve the desaiplon:

" g v Pageew Safrtyw Toak= e

&l dems page

5. The new link now appears on the Top link bar. Click on the link to test whether it

works correctly.

NED
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Top Link Bar

cookbook » Site Settings » Top Link Bar
Use this page to specify the links that appear in the top link bar of the site.

Home A demo page

Libraries -
=i New Navigation Link =P Change Order
Site Pages

Shared Documents

E} Home
Lists E# A demo page
Calendar
Tasks

SharePoint 2010 Team Sites provide basic navigation controls. The Top link bar allows you to
add links that are visible across the Top of your site. When you create a sub site, SharePoint
will automatically add it to the top link bar.

Don't type links; copy them

\\l The easiest way to add a link is to open the page that you want to link to in
Internet Explorer and then copy its web address from your web browser's
Q address bar. When you create your new top link, just paste the address in the
Type the Web Address textbox. Use the keyboard shortcuts: Ctrl + C to copy
and Ctrl + V to paste.

You can also add links to the quick-launch navigation (on the left-hand side of the page) in

a similar way (using the Site Actions and Site Settings menu combination). There is also a
Tree View navigation control which you can enable. The Tree View automatically shows all the
content of your site (and sub sites) without you having to manually add it.

There's more...

SharePoint 2010 Publishing Sites offer more sophisticated navigation controls and are
covered in Chapter 5.
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Adding a slide library to share PowerPoint

slides

SharePoint 2010 makes it easy to add information, documents, videos, and more. In this
recipe, you will learn how to add a slide library to your Team Site so that you can share
PowerPoint 2010 slides with your colleagues.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need the Designer or Full Control permission level to run this recipe.

You will need PowerPoint 2010 to be able to publish your slides to the slide library.

How to do it...

From your Team Site, open the Site Actions menu and click on More Options.

The Create dialog box is displayed. Click on the Library filter and select the
Slide Library icon.

3. Click on the Create button.

Installed Items > ., .
Office.com Slide Library
All Tunes t.") 2 |_1 j
Library b3
List Asset Library DE:E‘C;-:E':ction Document Library Form Library
Page - 7
Site
it | Create |
All Categories ~ J ﬂ %_[ |
Blank & Custom s —
Collaboration Picture Library Report Library Slide Library Wiki Page Library
Communication
Content
Data
Meetings
Search
Tracking
Web Databases

&)
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4. Asecond page is then displayed which prompts for more information about the slide
library that you wish to create. Enter a Name for the library, if you want to display a
link to the library on the Quick Launch, and if you want to save a version of the slides
in the library each time they are edited.

5. Click on the Create button to create the slide library.

P BB - o = Pagew Saletyw Tookw =

Sile Actions = g
a i’

| cookbook » New 2

Home @
int it to appear in headings and bnks througheat the site, Type descrpsve tevt St wil help site visitors use this sde Bbrary, S

s e Team Shides
Teamwiki
Lists A library where the team can share -

¥ their PawerPairt shides
Calendar
asks

Mavigation

speafy whether & Ink 1o ths side lbrary appesrs in the Quick Laundh,

Shde Version History

Specty whether & version & cested each bme you edt s fie in this shde lbrary.  Leam sbout versons

After a short delay the slide library is created and ready to use.

6. To upload a presentation to the slide library, click on the Upload icon in the ribbon.

| Team Slides - All Slides

Library Tools

Site Actions -~ B8 Browse Library

H — [ Modify View - Current View: —\ o)
i) | -
) £| = [l Create Column = Al Slides # ! ";5
Standard| Datasheet New Create E-maila Alert RSS Sync ta SharePain
View View Row | View 1| Mavigate Up Current Page Link e - Feed Warkspace
View Format Datasheet Manage Views Share & Track
Libraries New - Uploas Actions - g~ £l Copy Slide to Presentation
o 1]
itebades | Publish Slides ,
Shared Documents || Thi |==! Publish new slides to this Slide atian Description
i = Library from Microsoft |
TeamWiki There are no 5, _PDWErPEIInt = J!En dick Publish Slides.
Team Slides

[ei-
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7. PowerPoint 2010 will open and prompt you to browse to a presentation. Select the
presentation that you wish to upload.

Pl |= Vicrosoft PowerPoint
Home Insert Design Transitions Animations Slide Show Review View

[P Browse =5
JR——
|3 v Libraries » Documents » - |¢, | | Search Documents o [
al
Organize v New folder =~ 0 @

(B] Microsoft PowerPe—  Documents library

h Arrange by:  Folder =
Includes: 2 locations

- Favorites -

Mame Date modified Type
Bl Desktop @
i : 0371172010 22:26 Micros
& Downloads 2| SpPS Overview 03/11/2010 22:26 Microsoft Pc
- |E|_1 SharePoint_2010_-_Communities_Present... 03/11/2010 22:32 Microsoft P
= Recent Places
E |E|_1 SharePoint_2010_-_Content_Managemen... 03/11/2010 22:31 Microsoft Pc
. Libraries
3 Documents
rJ’- Music
=/ Pictures
B Videos

"M Computer

& i 8
& Local Disk (C) i k

File name: SharePoint_2010_-_Content_Managel v IAH PowerPoint Presentations v‘

Tools - [ Open |vl I Cancel ‘

8. The Publish Slides dialog box is now displayed. Select the slides that you want to
publish to the library and click on the Publish button.

&
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Publish Slides -7 ==

Select slides that you want to publish.
Thumbnail File Name Description

[am]

SharePoint_2010_-_Content_Manag  SharePoint 2010 Content

=

SharePoint 2000 Content

SharePoint_2010_-_Content_Manag  Agenda

SharePoint_2010_-_Content_Manag

Select [] Show Only Selected Slides
Publish To: | http://sp2010cookbook sites /cookbook,Team Slidesf EI |EroT
l Publish I | Cancel I

After a short delay, your slides are published to the library.

v Pagev Saferyw Took+ &)

Tearn Sdes - All Shdes.

[ Modity View . Cument View = 4_3 i
i et B 2 g s &
Z ~ | Create Calumn  an Siides — @ o
neel  Hew Cirate Fe Edl  Mew Quick  Library  Librasy  Woskflow
Faom View [ Nawigate Up 1-30 , Pati.  Lbrary  SD  SOINGS Permissions Settings .
Datasheet Mans, Customize Libtary Seltings
13k view:| Al Slides -
Presentaticn Descripton Modfied By Medified Checked Out T
dAmin
admi o
116 dministrate
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SharePoint 2010 provides a whole range of different lists and libraries (lists that can store
files) to perform particular functions. Even things that you might not expect, such as the
Shared Calendar, is just a SharePoint list under the covers.

The slide library is a special type of document library designed to store and share PowerPoint
2010 slides. Microsoft has provided tight integration with PowerPoint 2010 out of the box.
Just add a slide library to your site and start sharing!

There's more...

We will encounter many other lists and libraries through the recipes in this book. Most notable
is the Document Library, which is used to store, manage, and share documents. Document
management is such an important part of SharePoint that | have devoted a whole chapter of
recipes to it later in the book.

See also

» Adding a slide to a presentation from a SharePoint slide library
» Creating a SharePoint list, Chapter 1
» Creating a SharePoint contact list and connecting it to Outlook 2010

Adding a slide to a presentation from a

SharePoint slide library

Colleagues can share PowerPoint 2010 slides by publishing them to a slide library.
You can then reuse those slides in your own presentation, without having to recreate
them from scratch.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need the Read permission level to run this recipe.
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Chapter 2

You will need a slide library containing slides that you wish to add to your presentation. The
recipe Adding a slide library to share PowerPoint slides shows you how to do this.

You will need PowerPoint 2010 to be able to add slides from the slide library.

How to do it...

1. Open the slide library. Check the slides that you want to add to your presentation and
click on the Copy Slide to Presentation link.

|| Team Slides - All Slides B -
Library Tools
Site Actions ~ @ Browse m Library
—  [[[» Modify View . Current View: — S & Connect to Qutiook s
; : () [ E ] =]
,} z —" (il Create Column Al Slides ol 1 ';é -J Export to Excel _"'d
Standard| Datasheet  New Create E-maila Alert RSS Sync to SharePoint Connect to Form Web
View View Row View |3 Navigate Up 1-30 » link  Me~ Feed Workspace Office~ [ Open with Explarer Parts ~
View Format Datasheet Manage Views Shart" W Track Connect & Export Cus
Libraries Mew - Upload ~ Actions - Settings ~ & Copy slide to Presentation
Site Pages
Shared Documents = Thumbnail Name Fresentation Description
TeamWiki SDPS Overview 064 Enew SDPS Overview About Me
Team Slides -
g

2. PowerPoint 2010 opens and prompts you for more information on how you want the
slides you have selected to be copied. Select the options that meet your needs and
then click on the OK button.

Copy slides to PowerPoint @

Mumber of slides that have been selected: 1
@ Copy to a new presentation
Copy to an open presentation:

[7] Keep the source presentation format
[T] Tell me when this slide changes  Details

Ok ] [ Cancel
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Working Together—Using SharePoint to Collaborate

The slides you selected are added to your presentation.

About Me

SharePoint Expert

Founder of id
14 Years IT Experience
msinid k

Academic qualifications in IT, ! A

Management & Sciences

*  Multiple Microsoft Certifications ——

Currently authoring the “SharePoint Power

User Cookbook”

Microsoft has ensured integration between SharePoint 2010 and PowerPoint 2010 so that
this just works out of the box. Use it!

See also

» Adding a slide library to share PowerPoint slides

Creating and tracking a discussion item

The SharePoint 2010 Team Site contains a Team Discussions forum. This recipe shows
you how to add a discussion item to the forum and be automatically notified when your
colleagues reply.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)
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Chapter 2

You will need the Contribute permission level to run this recipe. Normally this will mean that
you are a member of the site member's group.

You will need a SharePoint 2010 Team Site or any other SharePoint site to which a Discussion

Board has been added.

How to do it...

1. Open your Team Site. Select the Team Discussion link from the quick-launch menu.

2. The list of current discussions is displayed. Click on the Add new discussion link.

o Team Discussion - Subject

R

Y e v Pagev Sefetyr Tockw

cookboak » Team Discussion » Subject

Toam Discission list to hold newsgroun-stvic discussions on koples relevant b vour team,

Home

ubranes Subyect
ages
Shared Documents

Team

Last Updated

3. Inthe Team Discussions—New Item dialog box, enter the Subject and the Body for
the discussion item that you want to create.

4. Click on Save.

Team Discussion - New Item

Editing Tools
Format Text

Werdana

B 7 U &k x. x°

Paste

9. WL AL A
= NN
Clipboard Font

- apt : @,

<= 3 selecty
Styles  Markup
- Styles~ <3 HTML~

Paragraph Styles Markup

Subject *

Body

Should we use SharePoint 2010 workflow tools?

Waorkflow tools are much improved in SharePoint 2010. Do we
need te consider third party products or are the capabilities of Visio
and SharePoint Designer more than adequate for our needs?

&7}
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Working Together—Using SharePoint to Collaborate

The new discussion item will appear in the current discussions list.

5. Select the checkbox next to the new discussion item and click on the Alert Me icon in
the ribbon.

7| Team Discussion - Subject A I r,i

site Actions -~ B Browse

B B Version Histary = -
= =R 4 AR,

& tem Permissions

New New Wiew Edit Attach Alert Workflows Approve/Reject  Ilike Tags &
Item+ Folder Item Item )( Delete ltem File Me - Jid Notes
Mew Manage Actions  Share & Track Workflows Tags and Motes
Libraries [ suhiss: Created By Replies
Site Pages {[V]; Should we use SharePoint 2010 warkflow toals? e DEV\administrator 0
Shared D it | - |
are oeuments Arrangerermeie s aa ksl DEV\administrator 1
TeamWiki _ .
Would cross site collection navigation make a good product? & new DEV\administrator 2

Team Slides

4 Add new discussion

Lists

6. The Alert Me dialog box is displayed. You can set an alert to be notified when
someone responds to the discussion. Select the alert settings you prefer and
then click on the OK button to set the alert.

[

Team Discussion: Should we use Share

Alert Title

Enter the title for this alert.
This is induded in the
subject of the notification
sent for this alert.

Send Alerts To
Users:

You can enter user names DEV\administrator ;
or e-mail addresses.
Separate them with
semicolons.

Delivery Method
v Send me alerts by:

Spedfy how you want the

Ay @ £-mail administrator@dev.id-live.com.au

Send URL in text message (SMS)

Change Type
9= v Only send me alerts when:

Specify the type of changes
that you want to be alerted L lchang ==
0. ) New items are added

) Existing items are modifisd

©) Items are deleted

Send Alerts for These
Changes

Specify whether to fiter @ Anything changes

alerts based an specific -

criteria. You may also ) Someone else changes a post

restrict your alerts to only i}

indude items that show in a @) Someone else changes a post created by me
particular view.

Send me an alert when:

) Someone else changes a post last madified by me

) Someone changes an item that appears in the following view:

Subject [«]

‘When to Send Alerts

@) Send notification immediately
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Chapter 2

The SharePoint Discussion Board is just a special type of SharePoint list. It is designed to give
your team a forum where you can discuss important items in the same way as you may have
previously encountered on the Internet.

The Team Discussion list is included in your Team Site when you create it, but you can add
more discussion boards if you wish. You might want to do this to if you need to change the
security settings that control who can post or respond to discussion items.

As with the contacts and tasks lists discussed in this chapter, Discussion Boards can be
synchronized to Outlook 2010 by using the Connect to Outlook icon on the List Tools ribbon.
Once connected you will be able to track and respond to discussions directly without having to
visit the SharePoint site.

|= cookbook - Team Discussion - SharePoint Lists - Microsoft Outlook =
Home Send / Receive Folder View
a5 = o (23 Moveto: ? 33 To Manager Lt S N = [~ ] Find a Contact ~
*’l 4 U x 4"‘ = j_'lTEam E-mail ;Dune ’ S e lﬂy—” = = Y (8 Address Book
R e L e By Morer || nepyapiete i Create Hew Mave Rule: Onetote Untesc) Catsgorae Folew L L
New Delete Respond Quick Steps ! Move Taas Find
4 Favorites B ——
) mbox 2] seaith cogkhook -Team Discustion(CHI+) # | should we use SharePoint 2010 workflow tools?

= A
5 SentHems rrange By; Date (Conversations) Newest on top

Lo unreaa Mmail 3) Co Should we use SharePaint 2010 workflow toals?

DEWV\administrator <administrator@dev.id-live.com.au=

& Deleted Items (176) L Fri 14/01/2011 20:28

. B o . 4 Should we use SharePaint 2010 workflaw toals? Poste cookbook - Team Discussion
adrian@id-live.com.au i AL i 2038

4 SharePaint Lists © %) DEvadministrator Sat08/01 We really don't need these
HA Drafts 4 LastWeek

(& Deleted Items .
I iy Anangements for severe weather

*) tookbook - Team Discussian DEV\administrator sat08/01 From: DEV\administrator [mailto: administrator@dev.id-live.com.au]

|l Directors - Legal Document Masters | |, 3 Would cross site collection navigation make a good... Posted At: 08 January 2011 12:39

73 ID Online - SDPS 2010 (26] s ekl B Posted To: cookbook - Team Discussion

(i Recruitment March 3010 - Recruitme Cnn_versa\:‘Dnl:dShnu\d e SharePoint 2u1kuﬂ wnrkﬂlm‘: tools?

[ Sales & Marketing - Dociments for Subject: should we use SharePoint 2010 workflow tools?

Lt sales & Marketing - Sales & Marketi

> L@ Search Folders

[4 SKillsTech - SDPS Presentations (8) . . . . .
Workflow tools are much improved in SharePoint 2010. Do we need to consider third party
products or are the ilities of Visio and Designer more than adequate for our
needs?

» Creating a SharePoint list, Chapter 1
» Creating a SharePoint contact list and connecting it to Outlook 2010
» Managing a SharePoint task list in Outlook 2010

» Applying unique permissions to a SharePoint list, Chapter 1

[}
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Working Together—Using SharePoint to Collaborate

Managing a Team Site Calendar with

Outlook 2010

The SharePoint Team Site contains a Shared Calendar that is great for managing
appointments, meetings, and important events within your team. Additionally, you can
connect your calendar to Outlook 2010 and manage all your events straight from there.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need Outlook 2010 installed on your PC.

You will need the Read permission level to synchronize calendar data from SharePoint 2010
to Outlook 2010. You will need the Contribute permission level to make changes to the
calendar in Outlook and save those changes back to SharePoint.

You will need a SharePoint 2010 Team Site or any other SharePoint site to which a calendar
has been added.

How to do it...

Open your Team Site. Select the Calendar link from the quick-launch menu.

The Team Site's Shared Calendar is displayed. Click on the Calendar tab on
the ribbon.

3. Click on the Connect to Outlook icon on the ribbon. Click on the Allow button on the
security prompt (if displayed).
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Chapter 2

| Calendar - Calendar

Calendar Tools

Calendar -

o [ r i Create View  Current View: 5 F oz (] Export to Excel j{
E"' = ﬂ [ Modify View + | Calendar il ) Ji" "2  |& open with nceess | 1AY==

Day  Week |Month| Expand Collapse Calendars E-maila Alert RSS  Connedtto Edit Form Web
Al Link ook Parts

Al Overlay [l Create Column Mew Feed '\ Outl List
Scope Expand Manage Views Share & Track Connect & Export Customize List
‘. 2011 ’
4+ (+ January, 2011
Jan Feb Mar
Apr May Jun Sunday Monday Tuesday Wednesday Thursday
ul Aug Sep 2 27
Oct Nov Dec Internet Explorer
Today is Saturday, January
08, 2011 Do you want to allow this website to open a program on
your computer?
18] calendars in View - 2
From: sp2010cookbook
Calendar
Program: Microsoft Outiook
Address: stssync//sts/?
N ver=11&type= calendar&emd=add-
Libraries 2 10 - iy
[7] Abways ask before opening this type of address
Site Pages
Shared Documents How Cancel
TeamWiki 16 7
Team Slides Allowing web content to open 3 program can be ussful, but t can
potentially harm your computer. Do not allow it Unless you trust
. the source of the cortent. What's the risk?
Lists 23 24
Calendar q
Tasks 4

4. Outlook will be opened and the SharePoint calendar will be displayed (Click on Yes if
you are prompted by Outlook security).

o) = cockbook « Calendar - Sharefomd Litt « Microwsht = @ B
Hame Send/ Beiewe  Folder = O
3 . -
Today N Open endar  Eom
Cademdar Calendar
‘
4 * Jlanuary 20 2
Monday Tuesday wedrerday Thirdey Fricay Saturday Sundey -
10 31 12 13 14 15 16 27 Dec L] » 30 n 1hn11 ¥
BB INARDS -
HEHITRSN =
n123456 3
i
3 4 5 [ 7 B [}
1w 1n 12 n 14 15 16
Register for the UK Shi
17 b1 13 n n Fo ] Fi ]
1 5 % n ko n 1]
n 1Feh 2 3 a 5 &
£
B-| Contscts o
o] Tass .
o G2 18 - -
Reme] Send®, a— (RITHIE ]
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Working Together—Using SharePoint to Collaborate

5. You can now add events to your Shared Calendar through Outlook 2010 and they will
synchronize back to SharePoint. Double-click on the calendar to add an event.

6. Enter the event details and click on Save & Close.

ookt o
il Send/Receive  Folder  View
s P ‘fl % L‘i% FECRE] ] o o Find a Contact *
g8 i I _ =2 Y
= =1 y [l Address Book
New Ne Wi \ ¥ i :
Anpnlﬂtmantr:\;\if FH9 G+ + |- Cookbook Chapter Due - Event N C
«  ganf | DHE|| Eent | Insert  FormatTert  Review s @
Mo TuWe || 1] calend ] Pe) larch caq
m x B catendar ] ‘ B showas: [ Free - Y Q ED =
7 BN L 2 Forward ~ - ! ¥ HighImportance ]
3 4 5 | save&jDelete Copyto My |Appointment 3 Reminder 18 hours ~ Recurrence Time | Categorize oom
10 11 12|\ Close Calendar (] OneMote | Zones oL B LowImportance
17 18 19 Actians Show Options 0 Tags am
24 25 26
31 1 2| Subject: Cookbook Chapter Due
Location: -
I e . . T e e
[C] calendar| | Start time: - | [7] All day event
4[H OtherCalef | Endtime: | Fri 14/01/2011 1]
[C] Packt co @
. E E P i
[C] 1 oniing | Chapter 2 - Working Together — Using SharePoint to Collaborate
] stAIntra
[V] cookbool
4[] Shared Cal
[ Anthony
[T Mark Ma
[ Andrew 5
[F] Directors

7. Switch back to SharePoint and refresh the Calendar page. Your event will be
displayed for your colleagues to see.

Calendar - Calendar T - T T T Pager e
Calendar Tools
Site Actions - WGTSWERMN | Events  Calendar
cookbook » Calendar » Calendar
Use the Calendar list to keep informed of upcoming mestings, deadlines, and other important events.
Home Search this site...
“ 2011
) (% January, 2011

Jan Feb Mar

Apr May Jun Sunday Monday Tuesday Wednesday Thursday Friday

ul g Sep 26 27 28 28 30 31 1

oct Nov Dec
Today is Sunday, January
09, 2011

[ Calendars in View 2 B 4 B & 7 8

Calendar

Libraries s 10 11 12 13 14 it

X Register for the UK Shar Cookbook Chapter Due
Site Pages

Shared Documents

Teamwiki 16 17 18 19 20 21 22
Team Slides

Lists 23 24 25 26 27 28 29
Calendar 6:00 pm - 9:30 pm
Tasks SharePoint User Group

30 31 1 2 3 4 5
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Chapter 2

A SharePoint calendar is just a special type of SharePoint list, with functionality and views
optimized for managing events.

SharePoint 2010 has great "two-way" integration with Outlook 2010. Once you connect your
calendar, Outlook 2010 knows how to retrieve the latest events from SharePoint and how to
update SharePoint with any changes that you make.

You can synchronize as many SharePoint calendars as you like and have Outlook 2010 display
those calendars side by side. You can even "drag-and-drop" between your calendars to rapidly
reorganize your events if you need to.

Caution: Always check you are working in the right calendar

~ If you have multiple calendars open in Outlook, always
Q double-check that you are working in the right one; otherwise
you might inadvertently broadcast your private appointments to
the rest of your team.

» Managing a SharePoint task list in Outlook 2010
» Creating a SharePoint contact list and connecting it to Outlook 2010

Creating a task and assigning it to another

user

Your SharePoint 2010 Team Site contains a tasks list, where you can create, assign, and
track the shared tasks that your team needs to complete.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

(75}
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Working Together—Using SharePoint to Collaborate

You will need the Contribute permission level to create tasks. This normally means that you
will be a member of the site member's group.

You will need a SharePoint 2010 Team Site or any other SharePoint site to which a tasks list
has been added.

How to do it...

1. Open your Team Site. Select the Tasks link from the quick-launch menu.
2. Alist of the current tasks for the Team Site is displayed.
3. Click on the Add new Item link.

Tasks - All Tasks

Site Actions ~ @ [T

cookbook » Tasks » All Tasks

Use the Tasks list to keep track of work that you or your team needs to complete.

Home
Libraries [ @ Type Title Assigned To Status Priority
o . - 0
Site Pages a Create new business plan Adrian Colquhoun Mot Started (2) Normal
Shared Documents . R |

A Annual salary review Sam Wainwright Mot Started (2) Normal
TeamWiki

Team Slides 4 Add new item
Lists
Calendar

Tasks

4. Inthe Tasks—New Item dialog box, enter the details for the task. To assign the task
to another user, type their name in the Assigned To field or click on the book icon to
browse to and select them.

5. Click on Save to create the task.
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Chapter 2

Tasks - New Item

H B £l @j 3

= 53 Copy )
Save  Cancel Paste At;t_alch Spelling
ile -

Commit Clipboard Actions Spelling

Title * Book the catering for the next user group meeting

Predecessors
Create new business pla

Priarity (2) Normal [+ ]
Status Not Started
% Complete o

%

Assigned To Sam Wainwright ;

Description

Finalise the numbers and book the catering for the next
Mottingham SahrePoint User Group meeting

Start Date

Due Date 1/12/2011

6. The new task is shown in the list of tasks for the site. Depending on the configuration
of your task list, the user that the task is assigned to may also receive an e-mail
notifying them of the task.

[ Tasks - All Tasks Fir - i

a

Site Actions ~ @l Browse

cookbook » Tasks » All Tasks

LAt
Use the Tasks list to keep track of work that you or your team needs to complete.

Home Search this
Libraries E g Type Title Assigned To Status Priority Due Date
Site Pages a Creste new business plan Adrisn Colguhoun ot Started  (2) Normal
Shared D: t . . |

aree Besuments A Annual salary reyiew bt ot Started _ (2) Normal
Teamwiki ) ) ) |

B Book the catering for the next user group meeting & Hew Sam Wainwright Not Started  (2) Normal  1/12/2011

Team Slides
4k Add new item

Lists

Calendar

(7]
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Working Together—Using SharePoint to Collaborate

A SharePoint tasks list is a special type of SharePoint list, optimized for the creation and
management of tasks. By adding tasks into this list, you can easily share and track those
tasks within your team.

"Assigning a task" to a user doesn't work in the way that most people expect. Regardless to
who the task is assigned to, any user with Contribute permissions (or higher) will be able to
view and edit the task. That is just the way SharePoint's security works. Tasks are just items in
a list, so they can be changed by anyone who has sufficient permissions. If you need to make
sure that only the person to whom a task is assigned can view or edit their tasks, then you will
need to apply item level permissions to that task.

Tasks lists have a number of pre-defined views that allow you to quickly toggle between to see
tasks in different states such as All Tasks, My Tasks, Due Today, and so on.

Tasks - By Assigned To |

i acions - i [N D
cookbook » Tasks » B{ Assigned To «
Use the Tasks list to keepd All Tasks chmplete.
My Tasks
fope Due Teday
Libraries [E1 Title Active Tasks Assigned To
By Assigned To
Site Pages Cre By My Groups Adrian Colguhoun
Shared Documents _ - o
i Rew i Modify this View Sam Wainwright
TeamWild . .
Hew 4F  Create View Sam Wainwright
Team Slides A, & Configure Views for This Location Sam Wainwright
Lists Book tie catering for the next user group matting Sam Wainwright
Calendar Review Cockieak Chapter 2 Sam Wainwright
Tasks Review Cookbook Chapter 3 Sam Wainwright
Cookbook Contacts Review Cockbook Chapter 5 Sam Wainwright
test Review Cookbook Chapter 7 Sam Wainwright
Review Cookbook Chapter 8 Sam Wainwright

Discussions .
a Add new item

Team Discussion

7@
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Chapter 2

See also

» Using the datasheet to bulk-edit tasks in a task list
» Managing a SharePoint task list in Outlook 2010

Using the datasheet to bulk-edit tasks in a

task list

The datasheet view allows you to quickly make changes to many tasks in one go.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

To access the datasheet view, you must have a version of Office 2010 installed.

You will need the Contribute permission level to edit tasks in the datasheet. This normally
means that you will be a member of the site member's group.

You will need a SharePoint 2010 Team Site or any other SharePoint site to which a tasks list
has been added.

How to do it...

1. Open your Team Site. Select the Tasks link from the quick-launch menu.

2. Alist of the current tasks for the Team Site is displayed. Select the List tab from the
List Tools ribbon.
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Working Together—Using SharePoint to Collaborate

3. Click on the Datasheet View icon in the ribbon to open the datasheet view of
the Tasks List. You can now perform bulk update operations to quickly update

multiple items.

Tasks - All Tasks

Site Actions

~ j —, [ Modify View - Current View: S Q | 1 [ Creaf
! ‘]3 = T f e S O 52
A A = B Y mlhcreate Column | AllTasks - 2 == ~g & [A] ope
Standaid Datasheet, | New Create E-maila Alet RSS  Syncto SharePoint Connectto Export to
View | View Row [f View [ Navigate Up Current Page Link  Me~ Feed Workspace Outlook cel Ope
View Fovmat Datasheet Manage Views Share & Track Connect & Export
Libraries o Tvee [+ ] Title [+] asignedTo (v  stawe  [v|  Pioly  [w[DueDae [w|
] Create new business plan Adrian Colquhoun | Mot Started [2) Momal
Site Pages
hared Documente O Annusl salam review Sam'Wainwight | Mot Stared 2] Momnal
o ] |Bockthecateringforthe nestuser  Sam'Wainwight | Not Started (2] Nomnal 1/12/201
TeamWiki group mesting
Team Slides ] Fieview Cookbook Chapter 2 Mot Started [2) Momal
[  Review Cookbook Chapter 3 Not Started 2] Nomnal
Lists 1 | Feview Cookbook Chapler 4 Not Started (21 Nomal
Calendar ] FRieview Cookbook Chapter § Mot Started [2) Momal
Tasks [  Review Cookbook Chapter & Not Started 2] Nomnal
1 | FReview Cookbook Chapter 7 Not Stared (21 Nomnal
Discussions ] Fieview Cookbook Chapter & Mot Started [2) Momal
Team Discussion * a
2 Recycle Bin
[2 AN site content

4. The remaining steps illustrate using cut and paste to assign Sam Wainwright to
the outstanding cookbook review tasks. You can find more information about other
bulk-edit operations in the How it works section later in this recipe.

In the Assigned To column, left-click into the cell containing the text Sam
Wainwright. Right-click to display the context menu and select Copy.

Tasks - All Tasks |

Site Actions ~

= E = @ J\ [[» Modify View - Current View: _:_f; D S‘| on [ Cr
~ - E ~ licreate Column | ANl Tasks - - & —& = o
Standard |Datasheet| New Create E-maila Alert RSS Sync to SharePoint Connectto Export to
View View Row [ View 3 Wavigate Up Current Page Link Me~+ Feed Waorkspace Outlook cel o]
View Format Datasheet Manage Views Share & Track Connect & Export
Libraries @ 0] |v| Type | - | Title | bd Assioned To Status ‘ - ‘ Priority ‘ - | Due Date | -
B Create new business plan Adrian Colquhoun | Mot Started [2] Normal
Site Pages [ |
chered Documents O | Annual salay review SamWainwight | Mol Started [2) Narmal
N W] B ook the catering for the nest user Sam Wainwight | Mot Started [2) Mormal 1202011
TeamWiki aroup mesting "
U
Team Slides B] Feview Cookbook Chapter 2 | Marmal
— Lopy
B Review Cookhook Chapter 3 | Warmal
Lists 3] Review Conkhook Chapter 4 | Mormal
Calendar W] Reviews Cookbook Chapter 5 4dd Row | Momal
— Delete Rows
Tasks ] Review Cookbook Chapter & = ) Mormal
| Rleview Cookhook Chapter 7 SO e | Nomal
eview Cookbook Chapter ormal
. . | A " Edit/Delete Column...
Discussions A Feview Cookbook Chapter 8 | Normal
Team Discussion * o Eil L
E Recycle Bin Alert Me...
[Zn il site Content Help...

@
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Chapter 2

Left-click in the empty Assigned To cell (next to Review Cookbook Chapter 2).

7. Hold the left mouse button and drag down to highlight the empty Assigned To cells
for the remaining tasks.

8. Right-click to bring up the context menu. Click on Paste as shown in the
following screenshot:

Tasks - AH Tasks

List Toals
Mems || Lt
\ [ Madity View . Current View:

- 0 Coeate Column & Tasks

Current Fage

Calendnr

Tacks

Cut
Copy

Add Row

Delate Rows

Add Cojrmn...
Edt/Delete Colurm...

el

9. Sam Wainwright is assigned to all the previously highlighted tasks. Click on the
Standard View icon on the List Tools ribbon to return to the standard view of the list.

. Tasks - All Tasks |

Site Actions ~ @ Browse

. fj _ B ,) [[p Modify View . Current View: :l B .ST oF
D | = 5 Y mlcreate column  anTasks - - =2 —&
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Site Pages [ |
B Annual zalany review Sarn W airmright Mot Started [2) Mormal
Shared Documents -
. B Book the catering for the nest user Sarn Wairmright Mot Started [2) Marmal
Teamwiki group meeling
Team Slides B Fieview Conkboak Chapter 2 Lam Y aivwright Mot Started [2) Marmal
4 Review Cookbook Chapter 3 Sam Wairwright Mot Started [2) Womal
Lists [ | Review Caokbook Chapter 4 Sam Wainwright It Started 2] Nomal
Calendar 3] FReview Conkboak Chapter 5 Sam Wainwright It Sharted [2] Mormal
Tasks @ |Review Cookbook Chapter B SamWainwright | ol Stared [2) Mamnal
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10. All the Review Cookbook tasks have been updated and are assigned to Sam.

Tasks - All Tasks

site Actions =

o

[» Maodify View - Current View:

- = ~y 1 T Create Visio Diagram ¥
= il IS & [ iyl |I
1 | | = Y =] e, e i
J| D K = [ifll Create Column Al Tasks - xS | T, @ =1 [&] open with Access
Standard| Datasheet Mew Create E-maila  Alert RSS Sync to SharePoint Connect to Export to Customizi
iew | View Row View [ Navigate Up Current Page link  Mew Feed Workspace Outlook el Open Schedule Form
View Format Datasheet Manage Views Share & Track Connect & Export Custamig]
Libraries B g Type Title Assigned To Status Priority Due Date
Site Bages o Create new business plan Adrian Colquhoun
Shared Documents - ”
B Annual salary re Sam Wainwright
TeamWiki
8] Boak tt ring for the next user group meeting &He 2/201
Team Slides
[B] w Cookbook Chapter 2 ©inew
w5 ] w Cookbook pter 3 Ginew
S— B} w Cookbook Chapter 4 Tinew
Tasks a Cookbook Chapter 5 & new
8] w Cookbook Chapter & & new
Discussions [ w Cookbook Chapter 7 minew
Team Discussion B} Review Cookbook Chapter 8 i new Sam Wainwright,
4k Add new item
& Recycle Bin
2 2l site content

SharePoint lists support many different types of views. The datasheet view is a special view
which is designed to allow bulk-edit list items. If your list supports the datasheet view, then
you will be able to access it from the Lists tab of the List Tools ribbon.

Creating a task and assigning it to another user
Managing a SharePoint task list in Outlook 2010

>

>

Managing a SharePoint task list in Outlook

2010

Outlook 2010 provides a great location to view and manage your tasks. By connecting your
SharePoint tasks lists to Outlook, you can track all the things that you need to do in one place.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

(&)
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» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)
You will need the Contribute permission level to edit tasks in Outlook 2010 and have those

changes synchronized back to SharePoint 2010. This normally means that you will be a
member of the site member's group.

You will need the Reader permission level if you want to synchronize tasks (read-only) to
Outlook 2010. You will be able to change the tasks but those changes will not be saved back
to SharePoint 2010.

You will need a SharePoint 2010 Team Site or any other SharePoint site to which a tasks list
has been added.

You will need Outlook 2010 installed on your client machine.

How to do it...

Open your Team Site. Select the Tasks link from the quick-launch menu.

A list of the current tasks for the Team Site is displayed. Select the List tab from the
List Tools ribbon.

3. The List Tools ribbon is displayed. Click on the Connect to Outlook icon. A security
prompt is displayed. Click on Allow.

Tasks - All Tasks v B v % e - Pagee Saletyr Took~ e

S

i
Lmails Alemt B35 Smeto Shareoam Connect to Lrport to
link  Me. Feed Warkspate

Waorkspat

Aagre

Intemet Explares (=]

(3 Doy o Lo sllom this. il o e 2 prrggim o
| your computer?
Freom. w201 Dovokbouk.
Program; Microsett Qutlook
Addresa: st 5t 11
folder&base uil=htlph3aklF
¥ Bways ask befors opering Lhis tyue of address

Aow__| Cancel

2 i
R R UL IS R WRY W SRR ERR U SUR-

, Howing web condend 1o open & program can be usehul bul d can
ﬂ' T ot i ke yous

n hy bunem o e
the source of the contend. Wity the ik

4. Outlook 2010 may also issue a security prompt. Click Yes to continue.

s
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5. The SharePoint tasks will now be shown in Outlook.

|| Home | Send/Receive  Folder  View
P \ W — —+ 1. 0 n
ﬂ i [ x 3 | =1 75 Mesting ‘/ 1}\' ¥Today N Nextweek & ‘;g I La ‘Nj,j r
JJ el W Tomorrow [¥ Mo Date| Xeos >, S & - -l
New  New  New Delete | Reply Reply Forward B ppore + Mark  Remove Overdue Assigned Server Tasks | — Move OneMote Cati
Task  E-mail Tems~ All = Complete from List | X This Weeke ¥ Custom 3 -
New Delete Respond Manage Task Fallow Up Current View Actions
<
a
My Tasks Search cookbook - Tasks (Ctrl=E} p
¥ To-DoList
ﬂ Tadks [0 Subject Assigned To Custom Status Custom Prior... Due Date
——g {2 Review Cookbook Chapter 8 Sam Wainwright  Not Started Normal  None
asks
2| Review Cookbook Chapter 7 Sam Wainwright Mot Started Normal  MNone
i 2 Annual salary review Sam Wainwright Mot Started Normal  None
g} Product Development 2 Review Cookboak Chapter 2 Sam Wainwright Mot Started Hormal  Mone
fb Sales & Marketing - Ti 2] Review Cookbook Chapter 4 Sam Wainwright  Not Started MNormal  None
;4 Business Developmen 2 Review Cookboak Chapter 6 Sam Wainwright Mot Started Normal  Mone
sg}. Packt CookBook -Tas | - > .
e A |&] Review Cookbook Chapter 5 Sam Wainwright Mot Started Narmal MNone
f’ I"°r_'t£am;r Pll:'s "S85 Review Cookbook Chapter 3 Sam Wainwright  Not Started Normal  MNone
L 0gisto - Tasks
P 2| Bookthe catering for the next user group meeting Sam Wainwright Mot Started Normal  Wed 12/01/2011
'l cookbook - Tasks - : :
2 Create new business plan Dr Adrian Colqu... Mot Started Normal  None

6. You can now work with these tasks in the same way as any other Outlook tasks.
Double-click any task to open it.

7. Click on the Mark Complete button to mark the task as completed. Perform a Send
& Receive and then switch back to SharePoint.

Bld9 6+ 9+ |+ Review Cookbook Chapter6 - Task o B =
‘ Task Insert Format Text Review & @
P = F = . X 5 o = 1 .
B (i Repl al ] S Private ®
BHX 9 & | SR S [BE] &3 : ;
] e s_w:)—'f 1= __-& Reply Al I ¥ High Importance 4
Save & Delete Forward Openin OneNote Task |Details : Mark Address Check | Categorize Follow oom
Close Browser g Forwe'd | complete Book Mames - p+ & LowImportance
Actions Show P;E d Manage Task MNames Tags Zoom
Assigned To.., ‘Sam Wainwright Mark Complete
Mark this task as complete when
Subject: Review Cookbook Chapter6 you are done with it.
e T WA A PR, Hems marked complete do not
. = : . -
Start date: | Sun 09,01/2011 Status: Not St?l'tE | appear in the To-Do Bar.
Due date: | None = | Priority: Normal % Complete: |0% |-
[ Reminder: Nane Mone Je
=
Completed by admin :

8. Refresh SharePoint's Tasks page. The task has been updated and is marked
as complete.
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7] Tasks - All Tasks %3 v B v =) g v Pagev Safe‘

Site Actions ~ Browse

cookbook » Tasks » All Tasks

W5 Use the Tasks list to keep track of work that you or your team needs to complete.

Home Search this site...
Libraries [ @ Type Title Assigned To Status Priority Due Date % Complete
Site Pages a Create new business plan Adrian Colquhoun  Not Started  (2) Normal
Shared Documents 5] Annual salary review Sam Wainwright ~ Not Started  (2) Normal
TeamWiki .

a Book the catering for the next user group meeting Sam Wainwright Not Started  (2) Normal  1/12/2011
Team Slides

a Review Cookbook Chapter 2 Sam Wainwright Not Started  (2) Normal
Lists a Review Cookbook Chapter 3 Sam Wainwright Mot Started  (2) Normal
Calendar 5] Review Cookbook Chapter 4 Sam Wainwright Completed  (2) Normal 100 %
e a Review Cookbook Chapter 5 Sam Wainwright Mot Started  (2) Normal

5] Review Cookbook Chapter & Sam Wainwright Completed ™} (2) Normal 100 %
Discussions A Review Cookbook Chapter 7 Sam Wainwright Not Started (2) Normal
Team Discussion B a Review Cookbook Chapter 8 Sam Wainwright Not Started  (2) Normal

- % Add new item
&' Recycle Bin

[3) All site Content

Outlook 2010 provides in-depth task-management capabilities. SharePoint 2010 allows you
to take advantage of these by providing the functionality to allow you to connect your task lists
to Outlook 2010. Once connected, you can view and edit your tasks in Outlook 2010 and have
the changes automatically synchronized back to SharePoint 2010. You can track tasks lists
from multiple SharePoint sites in the same place and any tasks explicitly assigned to you will
appear in your Outlook 2010 To-Do List.

There's more...

Observant readers will notice that the task that | completed in this recipe wasn't actually
assigned to me. That is just the way SharePoint security works. By default, anyone with
Contributor permission level or above in the site can edit any task. To change this
behavior, you would need to apply item-level permissions to the individual tasks.

See also

» Creating a task and assigning it to another user
» Using the datasheet to bulk-edit tasks in a task list

&)
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Creating a SharePoint contact list and

connecting it to Outlook 2010

SharePoint 2010 and Outlook 2010 both provide sophisticated contact-management
capabilities. By joining the two together you can get the best of both worlds.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation
» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)
You will need the Contribute permission level to edit contacts in Outlook 2010 and have those

changes synchronized back to SharePoint. This normally means that you will be a member of
the site member's group.

You will need the Reader permission level if you want to synchronize contacts (read-only) to
Outlook 2010. You will be able to change the contacts but those changes will not be saved
back to SharePoint 2010.

You will need Outlook 2010 installed on your client machine.

How to do it...

From your Team Site, open the Site Actions menu and click on More Options.

The Create dialog box is displayed. Select the Filter By: List option. The available lists
are displayed. Click on the Contacts icon. Give your contacts list a name and click on
the Create button.
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3. The new contacts list is displayed in SharePoint. On the List Tools ribbon, click on the
Connect to Outlook icon. If the Internet Explorer security prompt is displayed, click on
the Allow button.

4. If you are prompted by Outlook security, click on the Yes button.

o

The new contacts list is displayed in SharePoint. Click on the New Contact icon.

6. The Contact form is displayed. Fill in the details you require and click on the Save &
Close icon.
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The new contact is displayed in Outlook.

59 |= cookbook - Cookbook Contact|
| Home Send / Receive Folder View
= By (85, L& T = | e
S B X 5 d &) &
Mew Mew Contact Mew Delete | E-mail Meeting More By Category | Business C.., Card oF
Contact  Group Items - - T
Mew Delete Communicate Current View
4 My Contacts *
|85 Suggested Contacts
85 Contacts Hale, Eric
|85 Collected Contacts 3
; Eric Hale
121 LinkedIn
4 Other Contacts eric@id-live.com

%ﬁJ SkillsTech - SkillsTech Contacts
M cookbook - Cookbook Contacts

7. Perform a Send & Receive and then switch back to SharePoint.

8. Refresh the SharePoint contacts page. The new contact is displayed in SharePoint.

A SharePoint 2010 contacts list is a special type of list designed for managing contacts.
SharePoint 2010 provides the functionality that allows you to connect the contact list to
Outlook. Once connected, you can create, edit, and delete contacts in Outlook, and have
those changes automatically synchronized back to SharePoint.

Outlook 2010's contact-management user interface is much more sophisticated and powerful
than that available through SharePoint 2010 alone. As an illustration, complete the address
for one of your contacts in Outlook and then click on the Map It button. A new browser window
will open and you will be shown a Bing map of your contacts location. Powerful stuff!

Often, when you receive an e-mail from someone, you will want to add that person as a new
contact. Once you have connected your contact list to Outlook, you can simply drag that e-mail
from your Inbox and drop it on the contact list (hover over the Contacts tab first to get the
contact list displayed).

~[ee]
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Outlook will automatically open a Contact dialog box and fill in the details from the e-mail.
Just add any further information you need, save the contact, and you are done. Simple!
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Display as: | drian Colquhoun (cookbook@id-live. com) |
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Web page address: =
IM address: [ | =
Phone numbers 7
From: Dr Adrian
p—— \
Colguhoun
Home... - | Sent: 11 January 2011
Business Fax... | v | | | 0213
To: Dr Adrian
Mobile... M | J Colgquhoun
dd - Subject: Cookbook B
T - a contacts demo
[T his is the mailing J . .
address Map It Categories: [CRM] Regarding:
(None)
You can drag and drop from your
amail to the contacts list!
In Shared Folder: Qﬂ cookbook - Cookbook Contads ke’
@) See more about: Adrian Colquhoun (cookbook@id-live.com). ~

7}

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011
PAC KT Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ

PUBLISHING



Working Together—Using SharePoint to Collaborate

See also

» Managing a Team Site calendar with Outlook 2010
» Managing a SharePoint task list in Outlook 2010

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011
PAC KT Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ

PUBLISHING



SharePoint as the
Data Hub—Storing
and Integrating Data

In this chapter, we will cover:

» Creating a custom list

» Creating a custom list view

» Creating a term set using the managed metadata service
» Creating a list column based on a term set

» Creating an external content type

» Creating an external list

Introduction

The recipes in this chapter explore different ways to store and integrate data into SharePoint.
Many of the recipes presented in this chapter make use of SharePoint Designer, an important
application in the SharePoint power user's toolbox.

Recipes are included that cover storing and displaying data directly within SharePoint, by
creating custom lists and custom list views. We then learn how to use the managed metadata
service to first define Term Sets and then use them as columns in our SharePoint lists.
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SharePoint as the Data Hub—Storing and Integrating Data

SharePoint 2010 is capable of read/write integration with external data stored in
databases, web services, and other line-of-business systems. The final recipes in this
chapter demonstrate how to create external content types and external lists to exploit this
functionality, turning SharePoint into the data hub for your business.

Creating a custom list

SharePoint provides loads of great lists out of the box, but there will still be times when you
need to create your own list. This recipe shows you how to use SharePoint Designer to create
a custom list to track customer orders.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site where you want to create your custom list.
You will need the Design or Full Control permission level to run this recipe.

You will need SharePoint Designer 2010 installed on your machine, and permission to use
SharePoint Designer against your site.

How to do it...

Open Site Actions menu and click on the Edit in SharePoint Designer option.
SharePoint Designer 2010 will load and open the site ready for editing.
Select List and Libraries in the Site Objects pane.

P NP

Select the Custom List icon in the List and Libraries ribbon.
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B2 Master Fages 13 Content Approval Only DocumentL... 3 1f02/201112:32 AM

ﬁ - |L[§ Customized Reports Document L... 0 29/01/2011 10:25PM
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5. The Create list or document library dialog box is displayed. Enter the Name Orders
for your list.

Click on the OK button to continue.

7. The Orders list is created and added to the Lists and Libraries shown in
SharePoint Designer.

i
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SharePoint as the Data Hub—Storing and Integrating Data

8. Highlight the Orders list and click the Edit Columns icon in the Lists and
Libraries ribbon.

RI= BOR-|- http:/fid-{
BNGIE | Lists and Libraries
== e . _ﬂ ||J o i—. : 1 i F j
| [ =@ W =F LW =0 & & &
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New Tuit Manage
Mavigation & | / [TT] Lists and Libraries N
Site Objects ~ * ~ fa} Cookbook B Lists and Libraries b
{3 Cookbook Name | Type ~ | Ttems ~ | Modified Date ~ ||
_'I Lists and Libraries Lists
& Workflows [TT] Announcements Lists 4 23022011 411PM |
[§ Site Pages [T calendar Lists 0 29/01f2011 10:25PM |
E Site Assets TTinle Lists U roieddel 020 PM |
[@ Content Types [| 0 J
D Site Columns __;!Tasxs : I
| External Content Types [TT| Team Discussion Lists 0 29/01/2011 10:25PM |
[Z] Data Sources Document Libraries
|E8] Master Pages
ﬁ o -3 Content Approval Only Document L... 3 1022011 12:32 AM
ite Groups
) K -4 Customized Reports DocumentL... 0 29/01/2011 10:25PM
#g Subsites & Form Templates DocumentL... 0 29/01/2011 10:25PM
[ AllFiles [ Shared Documents DocumentL... 1 1/02/20111Z:434M
(3 Site Assets Document L... 0 29/01/2011 10:25PM |
3 5ite Pages DocumentL... 2 23022011 3:92PM |
1 Style Library DocumentL... 0 29/01/2011 10:25PM |

9. The list has a single column, Title. Click on the upside-down triangle under the Add
New Column icon in the Columns ribbon. Select Date & Time from the column type
drop-down menu.

[
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10. Enter Order Date in the Column Name field.

E Calumns
il

=
9

12 B X X

Add Mew Add Existing Add to Column Column Column Delete Show  As

Column ~ Site Column [Default View| Conte Settings Type Validation Read-Only )
Mew Edit Mana

Mavigation < ¥ Orders * \\ =\

Site Objects A4 ~ {af Cookbook B Listsand Libraries b Orders b Editor

fat Cookbook Column Name 'l Type .

[TT] Lists and Libraries il Single line of text

'CT")- T | [order Date | Date and Time

|Ey Site Pages

[@] Site Assets

[@ Content Types

Bl ciorabimenc

PAC KT This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011

Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



SharePoint as the Data Hub—Storing and Integrating Data

11. Repeat step 9, this time selecting Currency from the column type drop-down menu.
Enter Amount for the Column Name.

12. Double-click on the Amount column that you have just created. The properties dialog
is displayed.

13. Uncheck the Allow blank values? checkbox.
14. Set the Number of decimal places to 2.

15. Check the Minimum value allowed and set the value to 0.
16. Click on the OK button.

G = =
[Z] 2 “I= P
File. Columns
o— %
= Y & = x |
i 9 |5 B 12 = X P
Add New Add Existing Add ta Column Column Column Delete Show List
Column = Site Column |Default View Settings Type Validation Read-Only Settings
Mew Edit Manage

Navigation < 7 Orders = |

Site Objects ~ - - {2} Cookbook b Lists and Libraries » Orders b Editor

ﬁ Cookbook Column Mame " Type v| Description v| Required

T Lists and Libraries Title Single line of text Yes

Cirdar Mata Nate and Tims

%) Workflows Coll Edit 2| x
0 Amount Currency (8, ¥, € — m —I—I

[§ Site Pages

Column Settings I

|8 Site Assets

@ Content Types Description:

|:| Site Columns |

|§] External Content Types

[ Data 5

J Data Sources Default value: [0

=] Master Pages
= . ™ allow blank values?
e Site Groups & o Dl J

Display format: |Australian Dollar -

5. Subsites spiay I
B3 AllFiles Number of decmal places: |2 vl
F=mers Lisrs ~ ¥ 1 inimum value allowed: |n

Lists = ™ Maximum value allowed: I

[]announcements ¢ o 5 cancel |

[calendar e =

[uirks

[orders

=

17. The orders list is now complete. Select List and Libraries in the Site Objects
navigation pane.

18. Highlight the Orders list and select the Preview in Browser button from the Lists and
Libraries ribbon.

=

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011

Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Chapter 3

53] &= http:/i
- | Lists and Libraries
=] = Y =7 “ . - ;9 j a}l Ak im
1 U Ey g ErF Uy [ «Q i =
Custom SharePoint Document External  List From List Edit Delete Rename' Preview in| & Iministration Save as
List List = Library = List Spreadsheet | Settings Columns Browser ~ . Web Page Template
Mew - . Edit Manage
Mavigation < TT] Lists andLibraries \ =
Site Objects A ! + * {ay Cookbook b Lists and Libraries b
724 Cookbook | Name "I Type = "I Items "I Modified Date b
__-i Lists and Libraries || Lists
() WWOrKTIOWs [Tl announcements Lists 4 23/02/2011 4:11PM
4 Site Pages [[]calendar Lists 0 29012011 10:25PM
|l Site Assets Minks Lists 0__29/01/2011 10:25 FM
imm Content Types 0 &/03/20119:40 PM
D Site Columns :;ETasks Lists 0 29/01/2011 10:25FM
J EternabEnntenEivpes | [1Team Discussion Lists 0 29/01/2011 10:25PM
|71 Data Sources Ninrumant | ihrarias

19. The Orders list is displayed in Internet Explorer.

SharePoint ships with a number of built-in list templates that allow you to create commonly
used lists (such as Tasks, Contacts, Announcements, and so on). The types of list that are
available to you depends on your SharePoint version. When these lists don't meet your needs,
you can simply create your own.

In this recipe we use SharePoint Designer 2010 to first create a custom list and then add the
custom columns that we need. We can choose from a range of different data types for our
columns and add custom validation to them as required. Once we have finished, our list works
just like any other list in SharePoint, and we are ready to start adding data straight away.

It's also possible to declare a custom list using the web browser interface if you don't want
(or are unable) to use SharePoint Designer.

SharePoint Designer versus the Web Browser Interface

Many SharePoint 2010 power user tasks can be achieved either through the
M web browser or SharePoint Designer 2010. Whenever you have a choice, |
Q recommend that you use SharePoint Designer. This is a much more powerful
and productive tool. As your knowledge develops you will find that there are
a number of advanced tasks that can only be achieved using the SharePoint
Designer application.
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There's more...

An existing SharePoint list is often a good starting point for your custom-list requirements.
The existing lists are designed to be customized so there is no need to reinvent the wheel and
create your new custom list from scratch. Start by creating an instance of the SharePoint list
that is closest to your needs and then add and remove columns until you achieve exactly the

structure you want.

The same approach can be applied to the columns in your lists. First spend some time
familiarizing yourself with SharePoint's existing site columns, as you may find something
already exists that meets your needs. If you want to use a custom column in more than
one list, consider defining it as a custom site column first and then adding it to your lists

as required.

File ] Lists and Libraries

LI 5y Uy Er | L
Custom [SharePaint| Document External  List From List

List List™> Library = List Spreadsheet | Settings

Generic Lists 2

MNavigat Announcements i andLibraries
Site Obj Calendar o} Cookbook
fay Cot Contacts
:l List Custom List

¥ Wa
O Custom List in Datasheet View jcements

Y Site ar
E:E <ite Discussion Board
j Cot Tasks

B site Links

iscussion
El Exy Project Tasks
[ Dat Status List nt Libraries
[EE] Ma
@ site Survey Lists it Approval Cnly
Survey ized Reports

gz Sut emplates

. Tracking Lists I
. Al ) Documents

Issue Tracking Lets
T EC{ SITE Pages
i [3 Style Library

Creating a custom list from a spreadsheet

A common scenario is to create a custom list and then import existing data from a
spreadsheet. SharePoint 2010 has a great timesaver for this, allowing you to create

this list and import the data in a single operation.

5]
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® f:'.' =
File Lists and Libraries
| | =1 | =R -
0 = [U§ ¢ U @ X =t
Custom SharePaint Document Exterial  List From List Edit Delete Renan
List List > Library = List “y Spreadsheet | /settings Columns
Mew Edit
Mavigation 4 1% Cookbook Contads ', 3 Cookbook Contad:
Site Objects A = ~ o} Cookbook B Lists and Libraries b
ﬁ }_o-olr_bnoie'_ ”"N'ame "lType -
I ' Lists and Libraries || Lists
& Workflows I8 Arnouncements

Begin by creating a spreadsheet that contains the list data that you want to import. Ensure
that the first row of the spreadsheet has the column names that you require. Browse to the
location of your spreadsheet using SharePoint Designer and let SharePoint do the rest. It will
create your custom list, read all the rows of data, use the labels in the first row as your column
headings, work out the correct data types for your columns, and then add all the data. This is
great way to get a lot of data into SharePoint very quickly and do one-off imports from external
systems. However, for seamless two-way integration with external systems, take a look at the
Creating an external list recipe later in this chapter.

» Creating a SharePoint list, Chapter 1
» Creating a SharePoint contact list and connecting it to Outlook 2010, Chapter 2
» Creating an external list

Creating a custom list view

SharePoint lists support different views, allowing you to see the information they contain in
many different ways. This recipe shows you how to create your own custom views on a list.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)
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SharePoint as the Data Hub—Storing and Integrating Data

You will need the Design or Full Control permission level to run this recipe.

You will need a SharePoint list where you want to create a custom view. For illustration, the
recipe uses the Orders list created in the previous recipe to create a custom view of large
orders placed in the previous week.

How to do it...

Open the site containing your Orders list in SharePoint Designer.
Select List and Libraries in the Site Objects pane.

Select the Orders List icon in the main window.

G| Lists and Libraries

— e 1 | '_:i -| T J-' T ;
O M & M &f g o =0 (%
Custom 5harePoint Document External  List From List Edit Delete Rename | Preview in A

List List ~ Library = List Spreadsheet | Settings Columns Browser

Mew Edit

Mavigaticn < [} Cookbook Contads Y, [/ Cookbook Contacts '\ [TT] Orders /
Site Objects A ~ {ay Cookbook b Lists and Libraries b

{oh CewiiUoR Name v|T1,u']:na - v| Items
:| Lists and Libraries Lists

&) Wenlsilan [T] Anneuncements Lists

|y Site Pages TT]calendar Lists

l8] Site Assets flConkbookContacis Lists

@ Content Types 'Llnkﬂ Lists

D Site Columns EDrl:Ier:‘-

d External Content Types :_:uasn{s Pt

- _jTeam Discussion Lists

|3 DataSources

4. The Orders text is a hyperlink. Click on this hyperlink to activate the List
Settings page.

5. Click on the List View icon in the List Settings ribbon.

5]
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rﬁaﬂl List Settings

6 |2

mX= Z

L3

& T &

Lists and Libraries

External Content Types

Data Sources Web Address:

am @ [E] @ me (5] Bl £ @ HEx

=1
List List List Custom Edit Delete Rename ent Design Forms | Preview in Administration Saveas Woaorkflow
View ! Form Workflow Action~ | Columns in InfoPath ~ | Browser~ Web Page Template Associations
Mew Edit Actions Manage
Mavigation < | /T orders X {9\
Site Objects A [l - {3} Cookbook b Lists and Libraries b Orders b
Cookbook

j Use this page to view and manage settings for this list,

Workflows
setanes List Information
Site Assets
ContehE lypes Key information about this list,
Site Columns Name: Orders
Description: A custom list to track customer orders

[sites/cookbook/Lists/Orders/Allltems.aspx

Master Pages List ID: {E0BOTFAAACCS 40D5-BAG4-FCO391149347)
Site Groups Last Modified: 6,03/2011 10:35 PM
Subsites Trems: 0

Last 7 Days.
Click on the OK button to continue.

The Create New List View dialog is displayed. Name the list view Large Orders in the

The view is created and added to the Views pane. Click on the Large Orders in Last 7

Days hyperlink to edit the view settings.

PG | it settings

r=RE b = ] x = Iﬂj e iis) @f.

CE @@ B X= & & & & T &

st Lt List  Custom | Edit Delete Rename EcifL Design Forms | Preview in Administration Saveas  Workflow

View Form Workflow Action ™ | Calumns inInfoPath~ | Browser~ WebPage Template Associations

New Edit Manage

Navigation < | /[ orders Y5

Site Objects ~ |l * ~ 3 Cookbook b Lists and Libraries p Orders b

fa} Cookboaok . . s
T | Use this page to view and manage settings for this list.

& Waorkilows

L Site Pages

- 2 List Information i Views

[ Site Assets

& Content ypes Key information about this list. Views display list data in prescrined lorders and seleiuom‘

Name ~ - ~ | Defa
[ site columns Name: Orders Ei’:: = ki =
= T e

. Description: A custom list to track custamer orders =

[§ Extemal Content Types () Large Orders in the Last 7 Days HTML

q Data Sourees Web Address: /sites/conkbook/Lists/Orders/Allitems.aspx

|E] Master Pages List ID: {E0697FAA-4CC5-40D5-BA64-FC83911493A2)

@ site Groups Last Modified: 6/03/2011 10:35 PM

B Subsites Ttems: 0

[ Al Files

Lists and Libraries ~ Gstomison i

9. The view is created and added to the Views pane. Click on the Large Orders in Last 7
Days hyperlink to edit the view.
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10. After a short delay, the custom view is loaded into SharePoint Designer. Click on the
view to activate the List View Tools ribbon.

e L i nttec/hd-sdps-dema/tesoeskboak/dists Crderclarge Orders in the Last 7 Daysasps - Micasaft Sharefoint Designes

Buet  View | Ogtere | Deogn  WebPat Table

Dt Sources

Lists wnd Libranies 5] ’

Lists. =]

11. Activate the Conditional Formatting drop-down menu (click the upside-down black
triangle) on the List View Tools ribbon. Select Format Row.

HEHY GO =
rafE|sL & £ @ ol

STV W Tools

Options | Design Web Part

Filter Sort & |Conditional | Finder Parameters Formula @ Paging  Add/Remove

Group |Formattin 1 =| » Columns
Paging Fields

Mavigation beot Orders =/ [iZ] Large Orders in the Last

Site Objects Format Row * fﬁ Cookbook B Lists and Librar

fa} Cookbook Format Lalumn

[T Lists and Li ; B

& Workflows s

% Site Pages Ss) Show Taskpane

] i - - o
[ Site Assets & custom list to track customer

i i _' CookbookOrders Defaul

12. The Condition Criteria dialog box is displayed. Use the controls in this dialog to
specify the criteria Amount is Greater Than 2000.

13. Click on the Set Style button.

100

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011

Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Chapter 3

Specify criteria to determine when conditional formatting will be applied.

I I Field Name Comparison I Value I And/Or I
- Amount  |Greater Thi v | 2000 And
Equals Lse...

Not Equal
Greater Than ... ]
Less Than

Greater Than Or Equal
Less Than Or Equal

Iz Mull

Nt hull

Group ngroup Advanced... |
Set Style I Cancel |

. -

14. The Modify Style dialog is displayed. Select background-color and set the color to
light green.

15. Click on the OK button.

16. Select the Home tab of the List View Tools ribbon.

17. Select the Preview in Browser icon.

18. You will be prompted to save your changes. Click on the Yes button.

19. The custom list view opens in the browser. Select the List tab of the List Tools ribbon
and click on the Modify View option.

7| Orders -Large Orders in the | == s Lays

— "j -] Show Task Pane oy |[Thdtacti®sifiew| . | Current View: i F S 'i ‘;iyl_‘ Create Visio Diagram|
I i = [ ‘»':lﬂ i e
_) L E | Show Totals = Modify View |J ! —@ L @Open with Access
Standard| Datasheet New Create E-maila RSS Syncto SharePoint Connedt io Export to
View View Row. Refresh Data View | Moany in SharePoint Designer (Advanced) | Link  Feed Workspace Outlook cel Open Schedule
View Format Datasheet Manage Views Share & Track Connect & Export
Libraries @ Tile

Site Pages SharePoint Consultancy ©vew

Shared Documents
SharePoint No Code Developer Course ©Hew

Content Approval Only
% Add new item
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20. The Edit View page is displayed. Scroll down to the Filter section. Enter the
expression shown to restrict the view to the last seven days' orders (Order Date
is greater than or equal to [Today] - 7).

|5 Filter

Show all of the items in this view, or display a subset of the items by using filters. To filter on a column based on the current date or the current R

user of the site, type [Today] or [Me] as the column value. Use indexed columns in the first clause in order to speed up your view. Filters are [o] Show all items in this view
particularly important for lists containing 5,000 or more items because they allaw you to work with large lists more efficiently. Learn about (EsEE|

filtering items.

=
& === show itzms onl

hen the following is true:

&n column

Show the items

Order Date -
is greater than or equal to =

[(Today]-7

C and @ or

21. Scroll down and expand the Totals section.

22. Set the Amount column to Sum.

23. Scroll down and click on the OK button

24. The custom view is displayed in the web browser.

This recipe creates a custom view of the Orders list using both SharePoint Designer and

the web browser interface. The view only shows orders placed in the previous seven days. It
conditionally formats all orders over $2,000 with a green background. The total value of the
previous seven days orders is calculated and displayed at the top of the view.

The SharePoint Designer List View Tools ribbon provides many different options that you

can use to create sophisticated custom views. You can apply conditional formatting, control
paging, use filters, and add and remove columns to achieve exactly the view that you need.
On the Design tab you will find some preset View Styles. You can easily switch between these
styles and see the effects in the designer window. The second half of this recipe illustrates
how to modify the custom view using the web browser interface.

Like many SharePoint artifacts, list views can be created through SharePoint designer (my
recommend approach) and the web browser. There are some items, such as conditional
formatting, that can only be accessed in SharePoint Designer, and others, such as custom
date ranges and subtotals, that are much easier to specify using the browser. This recipe
illustrates both approaches so that you are able to achieve results beyond what is possible
using either tool on its own. Notice the use of the [Today]-7 expression in the Filter section
of the view. [Today] is a special token that SharePoint automatically replaces with the current
date, allowing you to specify dynamic date ranges in your views. [Me] is another useful token,
allowing you to filter or format views with items that are relevant to the current user.
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M Custom list views are an extremely powerful and flexible way
Q to display list data. Spend some time exploring all the features
that list views have to offer.

See also

» Creating a custom list

Creating a term set using the managed

metadata service

SharePoint 2010 provides the ability to centrally define common terms and reuse those terms
in lists and libraries. This saves you time and brings consistency to your SharePoint data.

Getting ready

This recipe works for:

» SharePoint 2010 - Standard Edition

» SharePoint 2010 - Enterprise Edition

» Office 365 (SharePoint Online)
You will need the Full Control permission level to run this recipe. You will need to have been
added as Term Store Administrator to one or more Groups in the Managed Metadata

Service to be able to create a new Term Set. This recipe creates a new Term Set under the
Cookbook group for illustration.

How to do it...

Open the SharePoint site where you want to create a new term set.
Open the Site Actions menu and click Site Settings.

From Site Settings click on Term Store Management under the
Site Administration section.
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4. The Term Store Management Tool is displayed. Right-click on the Cookbook group
and select New Term Set from the context menu displayed.

Cookbook » Site Settings » Term Store Management Tool

Home

SEARCH PROPERTIES

Managed Metadata Service

Available Service Applications

A site may consume multiple metadata applications. Select the one Managed Metadata Service =
to see in the tree view.

[ TAXONOMY TERM STORE
English -

4 ') Managed Metadata Service
Sample Import

3 Cookbaok The SharePoint metadata manager can import a term set from a View a sample import file
 cppe Lol i@ New Term Set | 1F-5 C5W format file. Use the sample file s a template for
Py EEreEE creating import files. Then import the flle into the desired group to
Import Term Set creats a new term set.

Term Store Administrators

You can enter user names, group names, or e-mail addresses, =dps‘administrator;
Separate them with semicolons. These users will be permitted to

create new term set groups and assign users to the group
manager role.

& w

Default Language

Select the default language for all Metadata in the system, All | English ;I
terms must have a label defined in their default language.

5. A New Term Set is added. Rename the term set as Sales Location.

[11]
5]
m

4 ff—:) Managed Metadata
4 |5 Cookboak
» <3 Sales Location|

N SOF

> [ SOPE DemerTermT St

I

6. Right-click on the Sales Location term set and select Create Term from the context
menu displayed.

7. Continue to create terms in a hierarchy until the terms appear as shown in the
following screenshot:
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TAXONOMY TERM STORE

English =1

a ﬁi\’) Managed Metadata Service

4 [ 3 Cookbook

4 3 Australia

) Australian Capital Territory

) New South Wales

) Northern Territory

2 Queensland

) South Australia

) Tasmania

) Victoria

) Western Australia
4 7 United Kingdom

) England

2 Ireland

) Scoetland

2 Wales

- L\j SDPS Demo Term Sets

SharePoint's managed metadata service provides the ability to define term sets (collections
of useful terms or reference data) and then reuse these term sets throughout your SharePoint
sites. You can define hierarchical terms (such as the sales locations in this recipe) and then
reuse those values in columns attached to your lists or libraries. The next recipe shows you
how to do this.

The term set is an extremely powerful and a sophisticated new feature in SharePoint 2010.

SharePoint provides all the tools and user interfaces required to create, manage, and
consume term sets. Term sets support features such as synonyms (different labels for
terms that mean the same thing). Term sets can be closed (with a fixed set of values) or
open (allowing users to add values to the term set as they require).
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Wherever you have a set of reference data or well-defined set of terms you should
consider placing them in a term set. This saves you time and helps enforce consistency
in your SharePoint data. Values of terms can be updated centrally and those changes are
automatically rippled out to where the affected terms are used.

If you have existing terms you can import them as CSV files to get started.

Whenever you find yourself creating a lookup column in SharePoint,
N ask yourself "should this be a term set?" The more you make use
~ of term sets, the more consistent and structured data you put into
Q SharePoint. Putability is the key concept which underpins successful
SharePoint information architectures. The better you put data in, the
easier it is for users to get useful information out.

See also

» Creating a list column based on a term set

Creating a list column based on a term set

Once defined, term sets can be used to create list columns that allow users to quickly select
term-set values rather than trying to type in data from scratch.

Getting ready

This recipe works for:

» SharePoint 2010 - Standard Edition
» SharePoint 2010 - Enterprise Edition
» Office 365 (SharePoint Online)
You will need a list where you wish to define your column and a term set that you want to use

in the column definition. This recipe uses the Orders list created earlier in this chapter and the
Sales Location term set defined in the previous recipe for illustration.

106

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011
Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Chapter 3

How to do it...

1. Open the Orders list.
2. Select the List tab in the List Tools ribbon.
3. Click on the Create Column icon.

List Tools

Site Actions ~ @Y Browse [ETUCRKENIES ’

= T:j | Show Task Pane —  [[» Modify View . Current View: P @ S'—|
—) e Z | show Totals - ) lJ - |—@

ol |]] Create Column | All Items ik
Standard| Datasheet New Create E-maila R35 Sync to SharePoint
View View Row Refresh Data View [ I Navigate Up ; Current Page Link Feed Workspace
View Format Datasheet Manage Views Share & Track
Libraries T @ Title
Site Pages

SharePoint Consultancy £ Hew

SrEd Daduents SharePoint No Code Developer Course £new
Content Approval Cnly . o
PR ’l SharePoint No Code Developer Training Course £2hew

4. The Create Column dialog is displayed. Name the column Order Location and select
Managed Metadata for the column type.

Create Column e

Name and Type in
Column name:

Type a name for this

column, and select the type
of information you want to Thepe=tinformation in this osluwi !
store in the column.

|Order Location

" single line of text

' Multiple lines of text

" Choice (menu to choose from)

' Number (1, 1.0, 100)

¢ Currency (%, ¥, €)

" Date and Time

¢ Lookup (information already on this site)
 Yes/No (check box)

¢ Person or Group

" Hyperlink or Picture 7
" Calculated (calculation based on other columns)
-

lanaged Metadata

5. Scroll down through the Create Column dialog until the Term Set Settings
are displayed.
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6. Select the Sales Location term set.

Create Column

Term Set Settings

* Use a managed term set:
Egﬁearr:tliT:r\,'rgoeﬁictoelrorgssl. Find term sets that include the following ters.
and select Find to filter the | El'ﬂ
options to only indude those
which contain the desired
values,

4 %5 Managed Metadata Service
After finding the term set 7 J

that contains the list of 4 [ Conldhasls

values to display options for ;

this column, dick on a term ». ¥ Sales Location

to select the first level of Y e, -
the hierarchy to show in the s Ly sUFs Demo Term Sets

column. All levels below the
term you select will be seen
when users choose a value,

7. Scroll to the bottom of the Create Column dialog and click on the OK button.
The Order Location column is added to the list.

9. Select the first item in the list.

10. Select the Items tab from the List Tools ribbon and click on the Edit Item icon.

11. The Edit Item dialog is displayed with the Order Location column added. Click on the
tags icon to select an order location.

Orders - SharePoint Consultancy

HB 0, XD ¢
= 53 Copy
save Cancel Paste Delete Attach  Spelling
Item File -

Commit Clipboard Actions Spelling
Title * |ShareP0int Consultancy
Order Date |3/21/2011 i [12 am = l[oo =]
Amount.® 1,200.00
Order Location || :|\,\)
Created at 3/23/2011 10:28 AM by System Account Save Cancel |
Last modified at 3/23/2011 4:15 PM by SDPS\acolquhoun

12. The term set selection dialog is displayed. Navigate to the term set required and click
on the Select button.

13. Click on the OK button.
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Select : Order Location

Make a request or send feedbadk to the Term Set Send Feedback
L manager.

4 . sales Location =
4 7 Australia
) Australian Capital Territory
) New South Wales
) Northern Territory
! Queensland
) South Australia
 Tasmania
2 Victoria
) Western Australia

> 2 United Kingdom

Select »=> | |5!ueen5land

oK | Cancel |

14. The selected value is added to the Order Location column. Click on the Save button.

Orders - SharePoint Consultancy

HEB8 O, X1 ¢

Save (Cancel Paste Delete Attach  Spelling
Item File -

Commit Clipboard Actions Spelling
Title * |SharEPOint Consultancy
Order Date |3/21/2011 Eil12 am 1[0 -]
Amount * l"_ z
Order Location |Oueen5|and| |\’\)
Created at 3/23/2011 10:28 AM by System Account Save ! Cancel |
Last modified at 3/23/2011 4:15 PM by SDPS\acolquhoun - -

15. The selected value is shown in the list.

-

1]

Title Order Date Amount Order Location
SharePoint Consultancy & tew 3/21/2011 12:00 AM $1,200.00{ Queensland
SharePoint No Code Dewveloper Course £ Hew 3/7/2011 12:00 AM $3,600.00
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SharePoint as the Data Hub—Storing and Integrating Data

The first half of this recipe demonstrates how to add a new managed metadata column,
based on the Sales Location term set, to the existing Orders list. It then illustrates how to use
that column to enter sales locations for existing list items. SharePoint provides the necessary
user interface that allows sales locations to be quickly selected from the existing term-set
values. In this case, you are only able to select a single, pre-existing value, ensuring control
and consistency of the data entered.

There's more...

When you have one or more-term set columns defined on a list you can enable metadata
navigation. You will find this option under List Settings | Metadata Navigation. The next
screenshot shows metadata navigation enabled for the Order Location column. SharePoint
adds a term store navigator control that allows the list to be filtered by any value in the term
set. For example, you could first view all the orders for the Australia region and then drill down
to only see orders for Queensland.

Cookbook » Orders » All Items ~

A custom list to track customer orders
Home Search this site...

T orders O o Tite Order Date Amount  Order Location'?
443 Order Location Sum= $3,000.00

43 Australia SharePoint Consultancy & e 3/21/2011 12:00 AM $1,200.00 Queensland
Australian Capital Territory SharePoint Mentoring & ew 3/18/2011 12:00 AM $1,800.00 Queensland
liculSoaxhivaies % Add new item
North=rn Territory
Queensland
South Australia
Tasmania

Victoria

[CILCREEE 5} (G

Western Australia

b United Kingdom

» Creating a term set using the managed metadata service

Creating an external content type

An external content type is used to connect SharePoint columns and external lists to external
data stored in databases, web services, and other systems. Creating external content types is
the key to turning SharePoint into your organization's data hub.
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Chapter 3

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need the Full Control permission level to run this recipe.

You will need connection details for an external data source that you wish to connect to.
This recipe uses the Adventures sample database for illustration. You can download the
AdventureWorks database from - http://msftdbprodsamples.codeplex.com/
releases/view/37109

You will need a SharePoint site where you wish to define the external content type.

How to do it...

1. Open your site using SharePoint Designer. From the Navigation pane click on
External Content Types.

2. The External Content Types ribbon is displayed. Click on the External Content
Type icon.

-‘m External Content Types

External na Edit External Delete
Content Type§ List Cantant Type
New Edit Manage

MNavigation < | /[ Orders '\ || Large Orders inthe La

Site Objects A || - ~ {3} Cookbook b External Co

fa} Cookbook Mame - |
[TT Lists and Libraries

@‘) Workflows

.y Site Pages

|5 Site Assets

@ ContentTypes

W __saessoremm

J External Content Types
Ij Master Pages

€8 site Groups

Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ

[PAC K—|- This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011

PUBLISHING



SharePoint as the Data Hub—Storing and Integrating Data

3. Set the Name and Display Name to Contacts.

4. Click on the Operations Design View icon from the External Content Types ribbon.

m Eulemnal Content Types
e,
74

A ®R® B

Summagy Operations |JSwitch n Create Lists & Create
View %, Design View, Sy O & Form Profile Page
Vi, Connection Properties Lists & Forms Profile Page
MNavigation < d Contacts ‘\f_)
Site Objects - +* ~ {3} Cookbook b External ContentTypes b Contacts b
fay Cookbook . . .
. I Use this page to view and manage settings for this external content type.
j Lists and Libraries ]
@ Workflows
:§ Site Pages .
£a 2 External Content Type Information ~
[ site Assets
E T Key information about this external content type.
D Site Columns MName Contacts
|2 External Content Types Display Name Contacts
Ij Data Sources Mamespace http://fid-sdps-demo/sites/cookbook
|8 master Pages Version 1000
ﬁ Site Groups Identifiers There are no identifiers defined.
2L subsites Office ltem Type IGeneri( List Ll
3 Al Files Offline Sync for external list IEnab\ed LI
External Content Types A External System Click here to discover external data sources and define operations.

5. The Operations Designer is displayed. Click on the Add Connection button.

lm External Content Types

A | [ ]
B L _{é@ D
= a =
Summary Set as Create Lists Create
Wiew sigr Syste rope on Op n Title & Form Profile Page
Views Connection Properties Operation Field Lists & Forms Profile Page
Navigation < | / [ customers =Y s
Site Objects - - - ﬁCOOkbook b External Content Types b Customers B Operation Designer
fay Cookbook "R = - ;
i se this page to manage connections to external data sources and the operations for g
'_'I Lists and Libraries @'A) pag g P
LLL i
(& Workflows
[ Site Pages | p
@ Site Assets | &% Add Connection I £ Remove Cannection | |#] Refresh All | External Con
Use thi rt i
[@ Content Types I‘J:....f' EutaroalRatellrces pl v |°| EHI P
[] site Columns i\ You ¢
Data Source Explorer I Search Results L&Y Kem' |
d External Content Types List' o
Ij Data Sources Mame
iza] Master Pages
e Ssite Groups
L Subsites
£ All Files
External Content Types ~
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Chapter 3

6. The External Data Source Type Selection dialog is displayed. Set the Data Source
Type to SQL Server.

7. Click on the OK button.
Set the connection properties required to access your database.
9. Click on the OK button.

10. In the Data Source Explorer, right-click on the Contacts table to activate the content
menu. Select the Create All Operations option.

INGIERS | External Content Types

= % '
= . 3 19 Lig
: A : ¢ | H]
summary O Create Lists Got Create
View [ = Syste 0 e on O tion = & Form List Profile Pag
Views Connection Properties Cperation Field Lists & Forms Profile Pag
Mavigation < [E] customers K.."'-..'_I
Site Objects ~ - A ijCookbook } External Content Types b Customers b Operation Designg
fat Cookbook Usethi . ld dih .
. se this page to manage connections to external data sources and the operatiol
ﬁ Lists and Libraries b’! Pag 9 P
& Workflows
:[§ Site Pages | | |
. - Extern
(@ site Assets .‘{%Add Connection X Remove Cannection £] Refresh All
[@ Content Types ISear-:h External Data Sources el | v | [x) Usethi
|| site Columns
Data Source Explorer | search Results I /
|| External Content Types
2] Data Sources =[] AdventureWorks - Name
|5 master Pages El[F Tables
& site Groups B Address
M AT
=, Subsites - i .
) ¥ 5] AWBuildVersion
L AllFiles ® [ BillOfMaterials
External Content Types Al ® ] Contact
® ] Contad Create All Operations
m Contad
WU, Conts Mew Read Item (inarstion
= ] Countn
-j Countn Mew Read List Operation
M CreditC MNew Create Operation
® ] Culture Mew Update Operation
j Curreng Mew Delete Operation
= ] Curreng
EE Custom New Association
There arenon\ﬁgjlm show in this WE Custom Refresh
# 5] Databaseroy
® 5] Department
[ 75 Document =
Property |Va|ue |
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SharePoint as the Data Hub—Storing and Integrating Data

11. The All operations wizard is displayed.

12. Click on the Next button.

13. Set the Parameters Configuration as shown.
14. Click on the Next button.

Operation Properties Parameters Configuration
Parameters Define input parameters for this operation,
[¥ Data Source Elements Properties
Fiter Parameters [v 7 ContactID Data Source Element:  ContactiD
[ I NameStyle
MET Type: System,Int32
¥ o Title pe ystem.in
[ I FirstName Map to Identifier: I
v 2 MiddleName )
Vv OfjLa me Identifier: ICDnta[t[D ;I
I+ I Suffix Field: [Cortactn =1
[ ] Emailaddress
v S EmailPromotion Display Name: IContactID
v £l Phone Foreign Identifier: Click to Add
¥ I PasswordHash
v [l Passwordsalt Required: I
2 jﬁAdditionalﬁ)ntacﬂnfo Read-Only: o]
v I rowguid
¥ [ ModifiedDate Office Property: [Unmapped =l
Show In Picker: -
Timestamp Field: -

Errors and Warnings

|§, No fields have been selected to be shown in the external item picker control. By default, al fields will be displayed in the external item picker
dialog, which may not be the user experience you want. Select a small subset of elements that best describes an item and then select the
*Show in Picker' check box for each one.

To configure Filter Parameters, dick Next.

< Back | Mext = I Firish Cancel

15. Click on the Add Filter Parameter button to add the ContactID filter.
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16. Click on the Click to Add hyperlink next to Filter: in the Properties window.

Operation Properties Filter Parameters Configuration
Parameters Configure filter parameters and default values to define the default behavior of the query and enable user customizations.
Filter Parameters Properties
Filter Parameters Operator I Element I Filter | Data Source Element: Icnntact[D -
I - ContactlD
JMNET Type: System.Int32
Filter: Click to Add)

Default Value: I<<None>> 2

L[]

Add Filter Parameter Remove Filter Parameter

Errors and Warnings

_;i-\. Itis strongly recommended to add a filter of type 'Limit' for this operation type, Without a limit filter, this operation may result in large result
sets.

_L There are parameter configurations which don't have a filter defined. These parameter configurations will be ignored when the operation
definition is completed.

To create this operation, dlick Finish.

<gack | e | Fmsh | cancel

17. The Filter Configuration dialog is displayed. Change the Filter Type to Limit.
18. Click on the OK button.

21

{* Mew Filter |Fi|her

{~ Use Existing | ;I
Filter Properfie-
HiterTyAC -
Filter Field: [contacttm Z‘
[~ IsDefault
[T Use to create match list in external item picker

OK. I Cancel
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SharePoint as the Data Hub—Storing and Integrating Data

19. Enter 100 for the Default Value.
20. Click on the Finish button.

All operations x|
Operation Properties Filter Parameters Configuration
Parameters Configure filtter parameters and default values to define the default behavior of the query and enable user customizations.
Filter Parameters Properties
Filter Parameters Operator |Element | Filter | [ Data Source Bement: ContactlD - I
TOP - I ContactlD  Filter: Limit

JMNET Type: System.Int32
Filter: Filter: Limit
Default Value: 100 ;I

L

Add Filter Parameter Remove Filter Parameter

Errors and Warnings

¥, The data source element ContactID has a Limit filter without a default value, This may cause filtering more data than you want because the
default value for the data type of the field will be passed at runtime otherwise. Set a default value to ensure the query will return the
expected result.

To create this operation, dick Finish,

< Back | Next = || Frishn | Concel
o #

21. The Contacts external content type has now been created and is displayed in
SharePoint Designer.

SharePoint Server 2010 includes the Business Connectivity Service. This provides the
plumbing required to connect external data sources to SharePoint. SharePoint Designer 2010
contains tools and wizards that allow you to create read/write connections to external data
without writing code. The connection is made by first creating an External Content Type. Once
created, this external content type can be exposed in SharePoint as an external list or as a
column on a regular SharePoint list. Users can then manipulate and update the data in the
same way as they update a regular list, oblivious to the fact the data is actually being fed from
an external database or line-of-business system.
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Chapter 3

This recipe creates an external content type, which describes a read/write connection to the
Contacts table in the AdventureWorks database. The next recipe shows you how to use this
external content type to create an external list.

This recipe illustrates how to define a Limit Filter that restricts the data retrieved from the
external database to 100 rows. Defining filters is important to prevent huge amounts of data
being retrieved that can bring your SharePoint installation to a grinding halt.

This recipe merely scratches the surface of external content types. Despite the no-code
tools provided by SharePoint Designer, external content types will stretch your dealings with
SharePoint to the limit. There are many different options available for the authentication,
configuration, and use of external content types. Whole books have been written on the
Business Connectivity Service and the subject becomes very complicated quite quickly.
Nevertheless, the external content type presented here, together with the external list
described in the next recipe, is a working example with real business benefit.

M | strongly recommend that you call upon professional SharePoint
Q developers, architects, and administrators to help when working
with external content types.

There's more...

Creating the external content type is only half the story. You won't be able to use it to
display data in external lists or columns until your SharePoint administrator grants the
necessary security permissions on it. This operation can only be performed through Central
Administration and is beyond the scope of this book. You will need to ask your SharePoint
administrator to do this for you. You will receive an Access denied by Business Data
Connectivity error each time you try and use the external content type until this is done.

See also

» Creating an external list

Creating an external list

SharePoint can expose data from a database, web service, or custom line-of-business system
in the same way as a regular SharePoint list. What's more, users can update that data in
SharePoint and their changes can be written back to the source data without requiring a
custom user interface or code.
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Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need the Full Control permission level to run this recipe.

You will need an External Content Type to create your external list from. This recipe uses the
Contacts external content type from the previous recipe for illustration.

You will need a SharePoint site where you want to create your external list.

How to do it...

1. Open your site in SharePoint Designer.

2. Select External Content Types in the Site Objects pane.

3. Highlight the Contacts external content type.

4. Select Edit External Content Type from the External Content Types ribbon.

NG | External Consent Typed
g ) |
g4 D5/ & B &=

External External’ Edit External Jelete | Export BDC

Content Type  List Content Type Model
New Edit Manage
Navigation < | /' |E| contacts ', [§] Contacts ¥, 5 Contacts/ [J Bxternal Content Types ‘:
Site Objects ~ ~ {3} Cookbook b External Content Types b
ﬁ Cookbook Mame 'l External System Vl Type v| Mamespace +
TT] Lists and Libraries htto:/ /id-sdos-demo/sites/cookbook
@ Workflows [ Jcontacts AdventureWorks Database http: /fid-sdps-demo: I

§ Site Pages
[ Site Assets
(@ ContentTypes

[ e eniaring
|Z] External Content Types
(O

|EE] Master Pages
& Site Groups

A=, Subsites

[ AllFiles
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5. Select the Create Lists & Form icon from the External Content Types ribbon.

ml External Content Types

RYE B

Operations | Switch Connected Edit Connection Create Lists §Go to Create
Design View System Properties ) & Form List Profile Page
Views Cannection Properties Operation Field Lists A Farms Profile Page
Mavigation < | / [ contacts { [E] contacts { [E] Contacts/ [E Contacts ‘_)
Site Objects ~ +* ~ {a} Cookbook b External Content Types b Contacts b
fa} Cookbook o . . e |
se this page to view and manage settings for this external content type.
‘ﬁ Lists and Libraries i B 3 e
& Waorkflows
‘[§ Site Pages E
f"j = External Content Type Information ~
[ site Assets
@ Content Types Key information about this external content type.
D Site Columns MName Contacts
IJ External Content Types Display Mame Contacts
U Data Sonrces i Mamespace http://id-sdps-demo/sites/cookbook
- Versi 0.0,
| Master Pages £1xleh 1200
ﬁ s Identifiers ContactID{Int32)
ite Groups 5
Office ltem Type IGeneric List ;I
5. Subsites
Offline Sync for external list
3 Al Files i |Enabled B
External Content Types ~ External System AdventureWorks

6. The Create List and Form for Contacts dialog is displayed. Set the dialog properties
as shown in the screenshot and click on the OK button.

Create List and Form for Contacts 2|

r Select External List
" Create or replace InfoPath form for list | ;l
(¥ Create Mew External List

List Name: IAdvenmreWorks Contacts
Read Item Operation: |Read Ttem =l
System Instanice: [adventureworks =l

List Description:

[~ Create InfoPath Form

oK I Cancel
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SharePoint as the Data Hub—Storing and Integrating Data

7. The AdventureWorks Contacts external list is created. Highlight the external list
in SharePoint Designer. Click on the Preview in Browser icon from the Lists &
Libraries ribbon.

x IR g it /8 At demo e UTOBEBOGK - MrSalt SuisBunt Designet T ]
e x il
t Exto s Delete Mename
L 1 setting
Nasigation i Adventureworks Coneacts ' [17 Lis aries | | *
Site = (Y Cookimeak b Litks sns L
~lrge « =1  ems ~[modbedome =] Decomn -
Lats 4 TUOLAILALLPM  Use e bt e ack unenming evenss, stk Lewiates o ot feam news.
Lats ] ™ . oo s af oo, el e el e
Lats ]
Lats oz Lk bt e ks e Ve g Ut et e el B vt o el
Late 4
Lete ]
Late 0 32
Documant
CoaumentL. Docas the templates to Teate reports for 18 site callecton
CoaumentL. This Korary containg acn ved form emgienes Tat 3
DoamentL. Share 3 cocLment i the szam by sdding It 10 ths document lbrary:
DoamentL 1 . , such 28 mages an Wit pages.
Doamentl Use i iy b ereale ol shore e on s st
Dot s the st Moy 1 st oty sheets, such 9 C5% oe X5, flen. The st sheets b gabery i b e b o st oy o 1 e,
5 A mcrosalt 5L Server Management Stude

8. The external list opens in the browser, displaying data retrieved from the Contacts
table of the AdventureWorks database.

AdventureWorks Contacts - Contacts Read List

Site Actions ~ i [T

Cookbook » AdventureWorks Contacts » Contacts Read List
Home
A Recycle Bin [T ContactlD NameStyle Title FirstName MiddleName LastName Suffix EmailAddress EmailPromation)
QAII Site Content 1 No Mr. Gustavo Achong gustavoO@adventure- 2
works.com
2 No Ms. Catherine R. Abel catherineD@adventure 1
-works.com
3 No Ms.  Kim Abercrombie kim2@adventure- 0
works.com
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Chapter 3

This recipe shows how to use a previously defined external content type to create an
external list. Once created, the external list appears just like any other list in SharePoint. You
can use SharePoint's familiar list user interface to view data, filter, sort, and so on. You can
even change data values in the list and have those changes automatically saved back to
the database.

External lists represent a powerful way to show external data in SharePoint. That data can be
read/write (as illustrated here) or read-only if you prefer. As mentioned in the previous recipe,
there are many subtleties and nuances with external lists, so | strongly recommend getting
SharePoint professionals to help before using external lists in anger.

sl . - .
‘Q Some features of regular lists, such as alerts, versioning, datasheet view,

and workflows are not available on external lists.

External lists are just one way of surfacing external data in SharePoint. You can also use
external content types to define list columns, allowing you to attach external data to your
regular SharePoint lists, with the viewer unaware that the data is being derived from two
different data sources.

See also

» Creating an external content type
» Creating a custom list
» Creating a SharePoint list, Chapter 1
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SharePoint Document
Management
Deep Dive

In this chapter, we will cover:

» Uploading an existing document to a document library

» Uploading multiple documents to a document library

» Creating a new document in your My Site

» E-mailing a link to a document in SharePoint

» Downloading a copy of a document

» Creating an alert on a document to be notified when it is updated
» Requiring users to check out a document before they can edit it
» Enabling versioning on a document library

» Publishing a major version of a document

» Restoring a previous version of a document

» Enabling content approval on a document library

» Taking SharePoint documents offline using Outlook 2010

» Co-authoring an important document

» Using content types to store different types of document in the same
document library
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SharePoint Document Management Deep Dive

Introduction

Document management is probably the most well-known and widely used SharePoint feature.
This chapter provides a deep dive into SharePoint 2010's document management capabilities
and shows you how to make best use of them.

The recipes guide you through common document management operations such as uploading
documents, versioning, e-mailing links to documents, downloading document copies, and
setting alerts to be notified when a document changes.

Recipes are included that deal with more advanced functionality, such as publishing major
versions of a document, restoring previous versions, taking document libraries offline with
Outlook 2010, and using content types to store different types of document in the same
document library.

There will be times when you will need exclusive access to a document while you update it.
A recipe is included that shows how to require the checkout of a document so that others
cannot change it while you work on it.

However, often the reverse is true. You may need to work collaboratively with other authors to
quickly produce an important document. Office 2010 and SharePoint 2010 offer the ability to
co-author documents in real time. It's really powerful stuff, and there is a recipe included that
shows you exactly how to do it.

Uploading an existing document to a

document library

Document libraries are used to store and manage documents in SharePoint. This recipe
shows you how to upload a document that you have already created.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site with a document library where you want to upload your
document. This recipe uses a SharePoint 2010 Team Site for illustration.

You will need the Contribute permission level to run this recipe.
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Chapter 4

How to do it...

Open the SharePoint Team Site that you want to upload your document to.
Select the Shared Documents link in the Quick Launch menu.
Select the Add Document link.

The Upload Document dialog is displayed. Click on the Browse... button to locate the
document you want to upload.

P wbd PR

Upload Document

Upload Document

Browse to the document M

you intend to upload. | [ Browse... ]
Upload Multiple Files...
[ overwrite existing files

5. The Choose File to Upload dialog is displayed showing documents on your computer.
Browse to the document that you want to upload, select the document and click on
the Open button.

/€ Choose File to Upload (=3
Q@vl 3 b Libraries » Documents » - ‘ ‘,l ‘ Search Documents el I
Organize » New folder Bz » 01 @l

- .
Documents library
- Arrange by:  Folder ~
u_giL\branas Includes: 2 locations .y
j Documents =
{J‘. Music MName Date modified Type Size
[/ Pictures [E1] SDPS Overview 03/11/2010 22:26 Microsoft PowerP... 1,611 KB
B videos (1] SharePoint_2010_-_Communities_Present... 03/11/2010 22:32 Microsoft PowerP... 5,622 KB
(1] Shar=Paint 2010_-_Content_Managemen... 03/11/2010 22:31 Microsoft PowerP... 2421 KB
(%I Computer %] Test document 23/12/2010 20:50 Microsoft Word D... 13 KB
&, Local Disk (Cx) |2
&i Metwork
. Previous versions ¢
Bl [ [ »
File name:  Test document - [aiFies -
l Open ‘vl " Cancel

6. The name of the file that you want to upload is copied into the Upload Document
dialog. Click the OK button to upload the file to SharePoint.

7. There may be a short delay while your file is uploaded. Once the processing is
complete your document appears in the Shared Documents library.
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SharePoint Document Management Deep Dive

Everything in SharePoint is ultimately stored in lists. However, SharePoint has a special type
of list for storing documents - the Document Library. This is designed to allow you to upload
documents that you have previously created. Document libraries provide loads of built-in
document management functionality, such as versioning, content approval, check in, check
out, and so on. You can add extra columns to your document library to store other information
(metadata) related to the document. SharePoint will index your document's contents (Office
documents only), its metadata, and it will add this information to its search index. You

can restrict who gets access to your documents by applying document library or item level
permissions and you can use SharePoint's built-in review and approval workflows to get
feedback or authorization of your document from your co-workers. Document libraries offer
many advantages over file shares, e-mail inboxes, and your local computer and so you should
consider using them for storing your documents wherever possible.

There's more...

SharePoint document libraries don't just store Word documents. You can add spreadsheets,
presentations, PDF documents, pictures, videos, audio, text files, and so on. In fact virtually
any type of file can be added to a document library unless your administrators have explicitly
blocked it or it is too big (50 MB is the default maximum size limit). That's not to say that you
should store everything in your document libraries. SharePoint provides other libraries that
are specially designed for slides, pictures, video, and audio files. It also provides content
types and document sets (not available in SharePoint Foundation 2010) to help classify you
documents. Spend some time thinking about how you want to organize your documents and
other content in SharePoint before you start uploading documents. This will save you a lot of
time and frustration later on.

See also

» Uploading multiple documents to a document library

» Creating a new document in your My Site

Uploading multiple documents to a

document library

Document libraries are used to store documents in SharePoint. This recipe shows you how to
quickly upload multiple documents that you have previously created.
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Chapter 4

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site with a document library where you want to upload your
document. This recipe uses a SharePoint 2010 Team Site for illustration.

You will need Office 2010 installed on your client machine.

You will need the Contribute permission level to run this recipe.

How to do it...

Open the SharePoint Team Site that you want to upload you documents to.
Select the Shared Documents link in the Quick Launch menu.

Select the Documents tab in the Library Tools ribbon.

Click on the small black triangle at the right of the Upload Document icon.

A drop-down menu is displayed. Click on the Upload Multiple Documents
menu option.

o wbd PR

Shared Documents - All Documents

Library Tools

Site Actions ~ @ Browse Documents
j ﬁ j Check Cut
Check In

Mew Upload Mew Edi
Document ~ Document » Folder Document Discard Check Qut
ﬁ Upload Document it
. . Upload 2 dasemantfsnmaniir
Libraries Tomputer to this library. me

Site Paget _ﬁ ﬂ Upload Multiple Documents et dofumd

Shared R Upload multiple documents from
your caomputer to this library.
TeamWiki T e

Team Slides
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6. The Upload Multiple Documents dialog box is displayed.

Upload Multiple Documents

[#] overwrite existing files

1
_CﬂDrag Files and Folders Here

Browse for files instead

0 out of 0 files uploaded
Total upload size: 0 KB

7. Open Windows Explorer on your computer. Navigate to the folder containing the
documents that you want to upload.

8. Select the documents that you wish to upload. Hold down the Ctrl key and select
multiple documents by clicking the mouse.

9. Drag the selected documents into the Upload Multiple Documents dialog.

o] $hared Documents - All Documents 5 -~ B 2 #m o+ Pager Saletyr Took - i@

Upload Multiple Documents

@Qv S b Libre. » Docu.. » - | g I Search Documents )

Cirganize = (] Open  Share with = Print = - 5@

it Favurites *, Documents library
B Deitop Includes; d locations

Amange by Folder =

i Downloads same £ Diate medifie
21| Recent Places &a ; i|Orag Files and Folders Here
Bcueremt
=
i Librares 1) document 2 s for files instes 4
- 1 Se— ] docurnent 3
& Music =] dacument 4
7] ment
= Pictures :3"" 3
H videos LE0PS Ovengjols 0 out of 0 files uoloaded
(E1] Sharebomt_2010_-_Communities_Present.. Total upload size: O KB
& Com (E] wnareitming_2010__Centent_Managemen...

B Test documens

& Local Disk (€

i Network - FT m 0

ﬂ“' ] 5 tems selected Tithe: Add a title
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10. The names of the documents to be uploaded are copied into the dialog. Click on the
OK button to start the upload.

Upload Multiple Documents

QOverwrite existing files

Tym: MName Size Status

E_I] documemt 1.docx 12 KB Remove
oy document 2.doox 12 KB Remove
[y document 3.docx 12 KB Remove
) document 4.docx 12 KB Remove
fi] document 5.docx 12 KB Remove

0 out of 5 files uploaded
Total upload size: 62 KB

oK ]

11. The progress of the upload is displayed. When all the files are uploaded, click on the
Done button.

12. The uploaded documents are added to the Shared Documents document library.

SharePoint document libraries are a great place to store your important documents. However,
uploading your documents one by one isn't much fun. Thankfully, SharePoint 2010 provides
a drag-and-drop control that allows you to quickly upload multiple documents to a document
library. You can upload up to 100 documents at once using this approach. You may find it
easier to collect together all the documents that you want to upload into a single folder on
your local computer first, and then drag-and-drop all your documents in one go from there.

See also

» Uploading an existing document in a document library

» Creating a new document in your My Site
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Creating a new document in your My Site

Your My Site is a great place to create your personal documents, particularly if you're not quite
ready to share them with the rest of the world. This recipe shows you how to do it.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint My Site. If you are not sure how to access your My Site, see the
Creating and accessing my My Site recipe in Chapter 1.

_Ifyou don't have a My Site or only have SharePoint Foundation available, you

% can substitute any SharePoint site into the recipe provided that it contains a

s document library. Be aware that whoever has access to read that document
library will be able to then read the document that you create.

How to do it...

1. From within any SharePoint site, click on your name (top right of the page). Select the
My Site link from the menu that is displayed.

2. Select the My Content link.

Click on the Personal Documents link on the Quick Launch menu.

4. Click on the New Document icon on Documents tab of the Library Tools ribbon.
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5. Microsoft Word 2010 will open. Enter some content into the document and click on
the Save icon.

6. You will be prompted for the name and location to save your document. This will
already be set to the Personal Documents library of your My Site. Enter a suitable
file name and click on the Save button.

H9- 0= Documentl - Microsoft Word EETsse|
Home Insert Page Layout References Mailings Review View Format

e A
| (W] savess bCcDc AaBbCecDe Aa Aab ~ "
Paste IECSIREIN (I acokjuhoun & Personal Doctrnents + | 42 || Search Personol Documents 0 t =|p
- | Mt g s 4 || Search Personal Documents #| 5y
3 Styl
W] Microsoft Word | DEV\acolguhoun :
Templates Personal Documents

I Faverites Type Name Modified By Modified
B Desktop E
18 Downloads

here are no documents of the specified type in this document library

%] Recent Places

4 Libraries
=] Documents
& Music
=) Pictures

B videos .

Filename _private_stuff =

Save astype: | Word Document -

Authors: Adrian Colquhoun Tags: Addatag

This is a new personal document

[F] Save Thumbnail

(=) Hide Folders Tools v! | Save | cancel

7. Close the document and return to your My Site in the browser.

8. The document you created is now stored in the Personal Documents library
(If you can't see the document, press F5 to refresh your web browser).

Your My Site contains two preconfigured document libraries. The Personal Documents library
is designed for storing documents that you want to keep private. You will be able to see any
documents that you create here, but other visitors to your My Site will not. By contrast, any
documents you create in the Shared document library will be visible to everyone who has
access to your My Site.

When you click on the New Document icon in the ribbon, Microsoft Word 2010 automatically
opens and you can add your content. When you come to save your document, Word is already

configured to save the document back to the correct document library—just provide a suitable
file name and you are done.
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» Uploading an existing document to a document library

» Uploading multiple documents to a document library

E-mailing a link to a document in SharePoint

SharePoint document libraries provide a great alternative to e-mailing documents around. If
you want someone else to read a document, just e-mail them a link instead. This recipe shows
you how.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site with a document library containing a document that you wish
to e-mail a link to. This recipe uses a SharePoint 2010 Team Site for illustration.

You will need the Read permission level to run this recipe.

You will need Outlook 2010 installed on your machine.

How to do it...

1. Open the SharePoint Team Site containing the document you want to send the link to.
2. Open the Shared Documents link in the Quick Launch menu.
3. Select the Documents tab in the Library Tools ribbon.
4. Click on the checkbox for the document that you want to e-mail links for.
5. Click on the E-mail a Link icon in the Documents tab of the Library Tools ribbon.
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|| Shared Documents - All Documents [ |

Library Tools

Site Actions ~ @ Browse Documents

s 2 N _ity Check Out = = Version Histary B 3 5l %)5end To~
J j — A y Check In 5 ‘ iﬂl‘ 5 IJ é 4@

- = 5 Document Permissions :”; Manage Copies

MNew pload MNew Edit View Edit E-maila /lert Download a
Document~ Document. Folder Document Discard Check Qut  Properties Properties )( Delete Document Link e~ Copy Go To Source
New Open & Check Out Manage Share 8 Track Copies
Libraries Name Modified
St Pades documemt 1 e 1/21/2011 2:05 BM
Shared D i
are ocuments document 2 £ ew 1 01
Teamwiki
document 3 & new
Team Slides
document 4 & Hew
1t 5 fEHEW
o document 5
Calendar Test document & Hew

If you receive a security prompt, click on Allow.

7. Outlook 2010 opens and a new e-mail is created with the link to your document
inserted. Add the recipients, subject line and any other text that you require then
click on Send.

2| . ¥ |+ Untitled - Message (HTML) = = b
File. Message Insert Options Format Text Review & 0
. A= @ QSH ggl l[] J@ /T ¥ Follow Up =
=3 i High Importance

Paste ) B 7 U | %7 \ IS =  Address Check | Attach Attach Signature

M s - Book Names | File Iem- - 4 LowImportance

Clipboard . Basic Text Mames Include Tags « | Zoom
To.. \
=1 Cc.
Send
Subject:

¥ &L

http://sp2010cookbook/sites/cookbook/Shared%20Documents/documemt36201.docx

Every document in a SharePoint document library can be accessed by its link. SharePoint
has a built-in command to get this and place it into an e-mail so that you can send it to

your colleagues. Anyone who receives the link can click on it to try to open the document.
However, SharePoint's security model still applies. If the other user doesn't have the correct
permissions to access the site and open the document then SharePoint won't let them do it,
whether they have the link to the document or not.
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See also

» Downloading a copy of a document

Downloading a copy of a document

SharePoint 2010 is a great place to store documents, but there will still be times when you
need a document on your local computer. This recipe shows you how to download a copy.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site with a document library containing a document that you want
to download. This recipe uses a SharePoint 2010 Team Site for illustration.

You will need the Read permission level to run this recipe.

How to do it...

Open the SharePoint Team Site that you want to download a document from.
Open the Shared Documents link in the Quick Launch menu.

Select the Documents tab in the Library Tools ribbon.

Click on the checkbox for the document that you want to download.

ok 0Nk

Click on the Download a copy icon in the ribbon.

Shared Documents - All Documents =

Library Toals

Site Actions ~ @ Browse Documents

N
T }j S, Ly Check Out =] = Version History S ) " 4 )5endTo -
| =) B é f L _Q B

— i A CheckIn = z % Document Permissions ‘4 = °j‘ Manage Copies

MNew Upload MNew Edit View Edit E-maila Alert Download a
Document~ Document- Folder Document Discard Check Qut  Properties Properties )( Delete Document Link Me » Copy Go To Source

New Open & Check Out Manage Share & Track Copies
Libraries [F Type Name Modified
5
She Pages @) documemt 1 & new 1/21/2011 2:05 PM
Shared Documents —
[¥] 1 ] document 2 i rew 1/21/2011 2:05 PM
TeamWiki -
o] document 3 eivew

Team Slides

[ document 4 eew
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6. The File Download dialog is displayed. Click on the Save button.
7. Select the folder where you want to save the document.

8. A copy of the document is now saved on your computer.

SharePoint provides a built-in command to allow you to download a document from a
document library and save it to your local computer. This is a great way to download a few
documents. However, if you need to download multiple documents, try opening the document
library in windows explorer using the Library Tab of the Library Tools ribbon or download the
whole document library using Outlook 2010 as described later in this chapter.

» E-mailing a link to a document in SharePoint
» Taking SharePoint documents offline using Outlook 2010

Creating an alert on a document to be

notified when it is updated

SharePoint can automatically alert you when a document is changed. This recipe shows
you how.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site with a document library containing a document that you want
to create an alert on. This recipe uses a SharePoint 2010 Team Site for illustration.

You will need the Read permission level to run this recipe.
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How to do it...

Open the SharePoint Team Site where you want to set your document alert.
Open the Shared Documents link in the Quick Launch menu.

Select the Documents tab in the Library Tools ribbon.

Click on the checkbox for the document that you want to set the alert on.
Click the Alert Me icon in the ribbon.

A drop-down menu is then displayed. Click on the Set alert on this document
menu option.

o0 krwDd R

Shared Documents - All Documents f"’}|

Library Tools

Site Actions ~ @ Browse Documents

j .ﬁj ﬁcheck Qut = l Version History Y .;,‘_]Send To -
£ Check In = 5 Document Permissions — "é ,‘ﬁ' Manage Copies
MNew Upload MNew it iew Edit E-mail .. | Alert Download a
Document » Document ~ Folder Document Discard Check Qut ~ Properties Properties )( Delete Document Link L Me~ Copy Go To Source
New Open & Check Out Manage Share = d set alert on this document
Libraries [ Type Name Modific #f' Manage My Alerts
Site Pages o) documemt 1 e 1/21/2011 2:05 PM
Shared D it
ared becuments )] document 2 & new 1/21/2011 2:05 PM
Teamwiki §
) document 3 & wew 1/21/2011 2:05 PM
Team Slides -
| document 4 & new 1/21/2011 2:05 PM
. ] 5 ginew 121/ 105
Lists [y document 5 1/21/2011 2:05 PM
Calendar @ Test document & Hew 1/21/2011 1:28 PM
Tasks 4 Add document

Cookbook Contacts

7. Inthe dialog box displayed, set the options that you require for your alert and then
click on OK.

SharePoint can send alerts when something changes. You can receive alerts by e-mail or SMS
(assuming that your administrator has configured these options). This recipe shows you how
to set an alert for a single document, but you can set alerts on lots of other SharePoint items
too. For more information on setting and managing alerts, refer to the alerts recipes included
in Chapter 1.
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See also

» Adding an alert to a SharePoint page, Chapter 1
» Managing my alerts in SharePoint, Chapter 1

Requiring users to check out a document

before they can edit it

If you want to prevent multiple people from editing a document at the same time, you can
require that documents are checked out first.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site with a document library where you want to require check out.
This recipe uses a SharePoint 2010 Team Site for illustration.

You will need the Design or Full Control permission level to run this recipe.

How to do it...

Open the SharePoint Team Site where you want to require check out.
Open the Shared Documents link in the Quick Launch menu.
Select the Library tab in the Library Tools ribbon.

N

Click on the Library Settings icon.

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011
Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



SharePoint Document Management Deep Dive

5. The Document Library Settings page is displayed. Click on the Versioning
settings link.

Document Library Settings h-a -

i

cookbook » Shared Documents * Document Library Settings

Home

Libraries List Information

Site Pages
Name: Shared Documents

Shared Documents .

- it Web Address: http://sp2010cookbook/sites/cookbook/Shared Documents/Forms/Allltems.aspx

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

Team Slides

Lists General Settings Permissions and Management Communications

Calendar Delete this document library RSS settings

Tasks s s Save document library as template

Cookbook Contacts Advanced settings Permissions for this decument library

test Validation settings Manage files which have no checked in versicn
Column default value settings Workflow Settings

. Rating settings Generate file plan report

Discussions . . . ;
Audience targeting settings Enterprise Metadata and Keywords Settings

Team Discussion Metadata navigation settings Information management policy settings
Per-location view settings

Site Content Form settings

6. Set Require Checkout section, and set the Require documents to be checked out
before they can be edited? radio button to Yes.

7. Click on the OK button. Users will now be prompted to check out documents before
they can edit them.

SharePoint document libraries support the concepts of check in and check out. When you
check out a document, you effectively place an exclusive lock on it. This is like saying "l am
changing this document so nobody else can work on it". Other users will still be able to open a
read only copy of the document, but they won't be able to edit it. Nor will they see the changes
that you make until you check the document back in.

You can check out a document before editing it in any SharePoint document library
(regardless of the require checkout setting). If you don't check out a document before you
edit it then SharePoint applies the "last save wins" rule. The changes you make could be
overridden by the changes made by somebody else to an earlier copy of the document.
Setting the require check out option as described in this recipe forces a document to be
explicitly checked out before it can be edited and so prevents this from happening.
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There's more...

Office 2010 Professional now allows multiple authors to edit the same document at the
same time and merge their changes together in real time. See the co-authoring an important
document recipe later in this chapter for details on how to do this.

See also

» Co-authoring an important document

Enabling versioning on a document library

SharePoint document libraries can automatically save previous versions of a document. This
recipe shows how to enable this.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site with a document library where you want to enable versioning.
This recipe uses a SharePoint 2010 Team Site for illustration.

You will need the Design or Full Control permission level to run this recipe.

How to do it...

Open the SharePoint Team Site where you want to enable versioning.
Open the Shared Documents link in the Quick Launch menu.

Select the Library tab in the Library Tools ribbon.

Click on the Library Settings icon.

ok 0N PR

The Document Library Settings page is displayed. Click on the Versioning link.
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6. The Version Settings page is displayed. Select the Create major and minor (draft)
versions radio button and click on the OK button.

, . . . 4
Bhared Documents » Document Library Settings » Versioning Settings 4 4
Ilikelt  Tags &
Notes
Content Approval
Specify whether new items or changes to existing items should remain in a draft state until they have been approved. Learn abaut requiring Require content approval for submitted items?
approval. Yes @ No

Document Version History ) . _ .
Create a version each time you edit a file in this document library?
Specify whether a version is created each time you edit a file in this document library.  Learn about versions. e —
GoetETE]GF VErsions
_Example: 1,2, 3, 4
: Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

=

Optionally limit the number of versions te retain:
[T Keep the following number of major versions:

[T Keep drafts for the following number of major versions:

Draft Item Security

Drafts are minor versions or items which have not been approved. Specify which users should be able to view drafis in this document library. Who should see draft items in this document library?
Learn about specifying who can view and edit drafts @ Any user who can read items

2} Only users who can edit items

Require Check Out

Specify whether users must check out documents before making changes in this document library, Learn about requiring check out. Require documents to be checked out before they can be edited?
%) Yes @ No

oK. | Cancel

Consider the authoring process required for a typical business document. The document
will probably have many different versions before it is considered complete, for example,
first, second, third drafts, reviewer's comments, legal department checks, and so on.
Often the document author tries to keep track of all these different document versions
by copying and renaming the document itself using naming conventions such as

docl afterlegalreview.docx. This soon gets very messy, and it's easy to lose
track of which version of the document is actually the current one.

Fortunately, SharePoint document libraries can track and store multiple versions of the same
document automatically. There is no need to manually manage separate document copies

or have different document libraries for draft and published documents. SharePoint can

be configured (as in this recipe) to distinguish between minor versions (drafts) and major
versions (published documents) automatically.

You can also adjust the versioning settings in the document library so that published and
draft versions of documents have different visibility. To do this set the Draft Item Security
option to Only users who can edit items. All users will be able to see the published versions
of documents while only those with Contribute permission level or above will be able to
access more recent draft versions.
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All changes made to a document are saved as new draft versions. To create a new published
version, the document must be published using the functionality provided by SharePoint (see
the publishing a major version of a document recipe later in this chapter for more details).

Document libraries maintain a version history for each document and previous versions of the
documents can be viewed or restored if necessary.

» Publishing a major version of a document

» Restoring a previous version of a document

Publishing a major version of a document

SharePoint document libraries support the concept of publishing. Documents are created as
drafts and can be published (as a major version) to make them visible to others. This recipe
shows you how.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation
» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)
You will need a SharePoint site with a document library with major and minor versioning

enabled (see the previous recipe for instructions how to do this). This recipe uses a
SharePoint 2010 Team Site for illustration.

You will need the Design or Full Control permission level to run this recipe.

How to do it...

Open the SharePoint Team Site containing the document you want to publish.
Open the Shared Documents link in the Quick Launch menu.
Select the Documents tab in the Library Tools ribbon.

P NP

Click on the checkbox for the document that you want to publish.
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5. Click on the Publish icon in the ribbon.
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Uocument - Bowrment » Foider  Dowument 2 Ducars Crpor St Paperties Prepsstics 3 Derete Dooument Lk ooy 40 | At agpren B Hale

By check Out
&)

iy Checkin

Hew Open & Check S Mamage Share & Trace e Tagh and Hetes

Libraries F Tyoe Mame Hodhed

Bie Pages 7 Dol 0w 2011 1538 A
Shared Documents
Contar sprovel oty | ¥ 404 document

Modbed By Werman

Systam fecount a1

6. The Publish Major Version dialog is displayed.

Publish Major Version

Comments
Comments:
Type comments describing ;|
what has changed in this
wersion.

Ok Cancel |

7. The document is published as a hew major version.

When major and minor versions are enabled on a SharePoint document library, SharePoint
saves all the changes made to a document as new minor (draft) versions. When all the
amendments to a document are complete a new major version of the document can be
published using the SharePoint functionality described here. Depending on the document
library configuration, different users may have different visibility of published and

draft documents.

Document publishing is often combined with content approval to give a complete

document-management lifecycle, as described in the recipe enabling content approval
later in this chapter.

» Restoring a previous version of a document

» Enabling content approval on a document library
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Restoring a previous version of a document

Sometimes you will need to restore a previous version of a document. This recipe shows
you how.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation
» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)
You will need a SharePoint site with a document library with versioning enabled and a

document with a previous version that you wish to restore. This recipe uses the Shared
Documents library in a SharePoint 2010 Team Site for illustration.

You will need the Contribute permission level to run this recipe.

How to do it...

1. Open the SharePoint Team Site with the document library containing the document
that you want to restore.

2. Open the Shared Documents link in the Quick Launch menu.

3. Click on the checkbox to select the document that you want to restore.
4. In the Library Tools ribbon, select the Documents tab.

5. Select the Version History icon.

1/29/2012 10:00 AM

:om e m e 2

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011
Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



SharePoint Document Management Deep Dive

6. The Version History dialog is displayed.

Version His

MNo. +  Modified

2.2 1/29/2011 10:13 AM

2.1 1/29/2011 10:13 AM

This is the current published major version

2.0 1/29/2011 10:08 AM
1.4 1/29/2011 3:52 AM
1.3 1/25/2011 3:52 AM
1.2 1/29/2011 9:50 AM
1.1 1/25/2011 5:45 AM
1.0 1/21/2011 2:05 PM

Delete Minor Versions

Modified By

DEV\administrator

DEV\administrator

DEV\administrator
DEV\administrator
DEV\administrator
DEV\administrator
DEV\administrator

DEV\administrator

Size
19.9 KB

19.9 KB

19.9 KB

18.6 KB

158.6 KB

18.6 KB

15.6 KB

18 KB

Comments

Use the mouse pointer to hover over the date and time of the version that you wish

to restore.

A small black upside-down triangle appears. Click on this triangle to reveal the

restore menu.

Select Restore.

Version History

Delete All Versions

No. + Modified
2.2 1/29/2011 10:13 AM
2.1

1/29/2011 10:13 AM

This is the current published major version

2.0 1/29/2011 10:08 AM

1.4 1/29/2011 9:52 AM

1.3 1/29/20p1 9:52 AM ¥

1.2 1/29] View
Restore

L1 1/29| Delete

1.0 1/21/2011 2:05FH

Delete Minor Versions

Modified By

DEV\administrator

DEV\administrator

DEV\administrator
DEV\administrator
DEV\administrator
DEV\administrater
DEV\administrator

DEV\administrator

Size
19.9 KB

19.9 KB

19.9 KB

13.6 KB

13.6 KB

18.6 KB

13.6 KB

13 KB

Comments

10. You will be prompted to confirm the restore. Click on the OK button.
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11. The previous version of the document is restored as a new (latest) version of the
document in the library.

Version History

Delete All Versions  Delete Minor Versions

No. + Modified Modified By Size Comments
2.3 1/29/2011 10:23 AM DEV\administrator 18.6 KB

2.2 1/259/2011 10:13 AM DEV\administrator 19.9 KB

2.1 1/25/2011 10:13 AM DEViadministrator 19.9 KB

This is the current published major version

2.0 1/29/2011 10:08 AM DEV\administrator 19.9 KB
1.4 1/29/2011 5:52 AM DEV\administrator 18.6 KB
1.3 1/25/2011 9:52 AM DEViadministrator 18.6 KB
1.2 1/25/2011 9:50 AM DEViadministrator 18.6 KB
1.1 1/29/2011 9:49 AM DEV\administrator 18.6 KB
1.0 1/21/2011 2:05 PM DEV\administrator 18 KB

12. Click on X (top right-hand corner) to close the Version History dialog.

When versioning is enabled on a document library, each time the document is changed a
new copy of the document is stored in SharePoint's content database. SharePoint allows us
to restore any previous version of the document to be the new (latest) version, enabling us to
go back in time if we need to.

;/  SharePoint does not roll back the document version numbers, it
%@‘\ just creates a new version, which has the contents of the previous
’ document version that you selected.

M If check in/check-out is enabled on the document library you will
Q need to check out the document before attempting to restore a
previous version.

If you simply want to see what a previous version of the document contained, use the View
option on the Restore menu instead.
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See also

» Enabling versioning on a document library

Enabling content approval on a document

library

SharePoint document libraries can be configured to support document approval. Documents
stay as drafts (pending) and are not visible to other users until they are approved. This recipe
shows you how to turn approvals on.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site with a document library where you want to enable versioning.
This recipe uses a SharePoint 2010 Team Site for illustration.

You will need the Design or Full Control permission level to run this recipe.

How to do it...

1. Open the SharePoint Team Site that you want to upload your document to.
2. Open the Shared Documents link in the Quick Launch menu.
3. Select the Library tab in the Library Tools ribbon.
4. Click on the Library Settings icon.
146
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5. The Document Library Settings page is displayed. In the General Settings, click on
the Versioning settings link.

6. The Versioning Settings page is displayed. Select the Require content approval for
submitted items? radio button.

7. Click on the OK button.

0
Bhared Documents » Document Library Settings *» Versioning Settings 7 <
Tlikelt Tags &
Motes
Content Approval
Specify whether new items or changes to existing items should remain in 2 draft state until they have been approved.  Learn about requiring Require content approval for submitted items?
approval. @ Yes @ No

Decument Version History
Create a version each time you edit a file in this document library

Spedfy whether a version is aeated each time you edit a file in this document library. Learn about versions. No versioning

@ Create major versions
Example: 1, 2, 3, 4

@ Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Optionally limit the number of versions to retain:

Draft Ttem Security

Drafts are minor versions or items which have not been approved. Specify which users should be able to view drafts in this document library. Who should see draft items in this document library?
Learn about specifying who can view and edit drafts. @

v user who can read items
7 Only users who can edit items
) Only users who can approve items (and the author of the itenf

Require Check Out

Specify whether users must check out documents before making changes in this document library. - Learn about requiring check out. Require documents to be checked out before they can be edited?
© Yes @ No

OK 3 Cancel

SharePoint 2010 document libraries support the concept of content approval. Users may
add documents to the library, but those documents will be regarded as draft documents until
someone with the necessary permissions approves the document. Each approved version of
the document becomes a hew major version.
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To approve a document, select the document and then click on the Approve/Reject icon in
the Documents tab of the Library Tools ribbon. The Approve/Reject dialog will be displayed
allowing you to approve to document.

Approve/Reject

Approval Status
Approve, reject, or leave ¥ Approved. This item will become visible to all
the status as Pending for users.

D_Ihers 'f\'itﬁ ﬁ“e Manage {" Rejected. This item will be returned to its
Lists permission to evaluate

the item. creator and only be visible to its creator and all
users who can see draft items.

" pending. This itern will remain visible to its
creator and all users who can see draft items.

Comment

-
Use this field to enter any —I
comments about why the
item was approved or
rejected. j

OK | Cancel |

Alternatively, documents can be approved using the SharePoint 2010 approval workflow,
described in Chapter 8, Automating Business Processes—Recipes for Electronic Forms
and Workflows.

Content approval is often combined with major and minor versioning to provide a complete
document management life cycle.

Author produces
draft document
(Draft)

Author published
major version
(Pending)

Approver approves
major version
(Approved)
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There's more...

Using content approval in a document library means that you don't need to use a separate
document library to store your documents that are "works in progress". You can control who
gets to see draft documents in the document library by setting the Draft Item Security on the
Versioning Settings page.

When content approval is enabled on a document library this setting defaults to Only users
who can approve items (and the author of the item). Using this setting, draft (pending or
rejected) items are not visible other users unless they have approve permissions or are the
document author (in SharePoint terms this actually means the last user to update it).

To understand how this works, consider the following screenshots, where the system
administrator has created three documents in the Content Approval Only document library.
Document two is approved, document one is rejected and the document three is still awaiting
approval (pending). When another user (Adrian Colquhoun) visits the document library (with
only the Contribute permission level), only document two, the approved document, is visible.

[ ot Approval Crky - Al Documents TR Bl < - Page s malety - Took- -

If you want multiple people to work on editing draft items then set the Draft Item Security to
Only users who can edit items.

If you want everyone to be able to see all the documents regardless of their approval status,
set the Draft Item Security to Any user who can read items.

» Requiring users to check out a document before they can edit it
» Publishing Add a document
» Enabling versioning on a document library
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Take SharePoint documents offline using

Outlook 2010

Outlook 2010 has great two-way integration with SharePoint document libraries. This recipe
shows you how to use it to take your document libraries offline.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need the Contribute permission level to enable the two-way integration between
Outlook 2010 and your document library. You will need the Reader permission level if you
just want to take the document offline, but not make changes or send new documents back.

You will need a SharePoint site with a document library. This recipe uses a SharePoint 2010
Team Site for illustration.

How to do it...

1. Open the SharePoint Team Site with the document that you want to connect
to outlook.

2. Open the Shared Documents link in the Quick Launch menu.

3. Inthe Library Tools ribbon, select the Library tab.

4. Select the Connect to Outlook icon.

Shared Documents - All Documents Moy B v =
Library Tools.
Site Adions ~ B Browse [IDERTIEGIS
S ——
i [ Modify View + Current View: |.f ol & 0] connect to Outlaok ) Form Web Parts -
1 fas f a4 \ &5
J| H £ D b create Cotumn | Al Douments | L <3 - =3 =l R oo Edit Library
Standard Datasheet  New Create Emaila Alet RS  SynctoSharePoint Connectto 2
| view | View Row View |3 Navigate Up Current Page Link Me. Feed Warkspace Office» [ Open with Brplorer 72| New Quick Step
View Format Datasheet Manage Views Share & Track Connect & Expart Customize Library
Libraries [ Type Mame Modified Modified By
SHE Poges [ Doc to publish mwew
Shared Documents
[ documemt 1
TeamWiki
[ document 2
Team Slides
[ document 3
il ot 4
ficks (] documer
Calendar ) document s
Tasks i drafi sy
Cookbook Contacts [ Test document DEV\administrator
test
4 Add document
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5. If you receive a security prompt click on the Allow button.

Outlook will prompt you to Connect this SharePoint Document Library to Outlook.
Click on the Yes button.

7. The contents of the document library are synchronized to Outlook.

5

0] =3 |= cookbook - Shared Documents - SharePoint Lists - Microsoft Outlook
File ‘ Home Send / Receive Folder View
=9 [ x il i | t (25 Move to: 7 B Ao Mandoy B 3 (N [ : <
JJ E‘ 3 " " 3 Team E-mail & Done L A se v
Mew  New | . Delete | Reply Reply Forward B, pore + o & = Copy Move Rules £ Unread/
E-mail Items~ & Junk~ Al . ER Reply 8.DEletel T Create Hew 7| shorteut  ~ - Read
New Delete Respond Quick E(e_u: . Move Tags
4 Favorites 5
. Search cookbook - Shared Documents [Ctri+E) Pl documemt 1.docx
[} inbox [178] | :
[ sent Hems Arrange By: Availability | Downloaded on top DEV\administrator
£ Unread Mail
spSr g 4 Downloaded Documents t 21 January 2011
] Deleted Items (226] 18 KB
] Doc to publish.docx 15:02
drian@id.i DEV\administratar
adrian@id-live.com.au
] documemt 1.docx 21/01/2011
4 SharePoint Lists DEV\administrator -
(&) Deleted ems ] document 2.docx sat 29/01 Testdocument
+ tookbook - Shared Documents (2] DEViadminitrator
Iy -=nakhook - Team Discussin Rl dscument s doux 21/01/2011
s Directors - Legal Dacumant Masters - DEV il
]
L+ ID Online - SDPS 2010 (26) 2l ;:\:{f;’:ﬁ;ﬁxr EALENLE
|s Recruitment March 2010 - Recruitment El] d ' - P —
& Sales & Marketing - Documents for Cu D:(Urnfnvl‘1‘l'lzf}f' ®
s Sales & Marketing - Sales & Marketing il d;aft d’oct : 1558
p Se.arch oo i DEViadministrator
L+ SkillsTech - SDPS Presentations (3] ] Test document.docx 210172011
DEViadministrator

Outlook 2010 provides two-way integration with SharePoint 2010 document libraries. This
is a great way to take a whole document library offline and automatically receive the latest
document versions without having to visit SharePoint. Assuming you have the correct
permissions, you can even change documents in Outlook offline and have your changes
appear in SharePoint next time you connect.

Outlook-synchronized document libraries are really useful for documents that you frequently
send to customers, such as the latest PDF sales-and-marketing flyers for your company. If you
add these documents to an Outlook-synchronized document library you can simply drag-and-
drop the documents into your customer e-mails as you need them.

The one downside of this approach is that it will copy every document in your document library
across the network to your local machine. Check the size of the document library before you
do this—use this functionality wisely.
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See also

» E-mailing a link to a document in SharePoint

» Downloading a copy of a document

Co-authoring an important document

There are times when you need more than one person to product a document. SharePoint
2010 and Microsoft Word 2010 both allow multiple users to simultaneously edit the same
document. This recipe shows you how do it.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need Microsoft Word 2010, and your document must be stored in a SharePoint
document library for this to work.

All co-authors will need at least the Contribute permission level to edit the document.

How to do it...

1. Open the SharePoint Team Site with the document that you want to co-author.

2. Open the Shared Documents link in the Quick Launch menu.

3. Select the document that you want to co-author.

4. Click on the Edit Document icon in the Documents tab of the Library Tools ribbon.
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hi-8 -

. Shared Documents - All Documents

Library Tools

Site Adiions - B Browse Documents

ﬁj o i Check Out B ) Version History = —A 4 ]5endTo
L= E J %
: A 5 ChedkIn A @ Document Permissions lJ e _"j Manage Copies
New pload New Edit View Edit E-maila Alert Download a Workflows P
Dacument » Document» Folder | Document | Discard Check Out  Properties Properties 3 Delete Document Link ~ Me~ Copy Go Torsoizce
New Upen & Check Out Manage Share & Track Copies
Libraries [ Type Name Modified Modified By
Site Pages G| Doc to publish @we 2/1/2011 1:01 AM DEV\administrator
Sh d D ts A .
ik i ] documemt 1 1/21/2011 2:05 PM DEV\administrator
TeamWiki -
=l )| document 2 1/29/2011 12;17 PM DEV\administrator
Team Slides —
oi] document 3 0 05 DEV\administrator
Lists )] document 4 DEV\administrator
Colandar ] document 5 DEV\administrator
Tasks ] draft e DEV\administrator
Cookbook Contacts ] Test document DEV\administrator
test

% Add document

5. The document opens in Microsoft Word 2010. Start editing the document.

6. Getone or more co-workers to also edit the same document by repeating
steps 1-5 above.

7. A natification icon appears in your Word document informing you that co-workers are
also editing the document.

IEI Lhz ) - I document 2 - Microsoft Word = = R
Home Insert Page Layout References Mailings Review View ] e
= ) Calibri (Body) -1 - :

A o

Quick Change  Editing
Styles = Styles - -

Paragraph ] Styles

-j_J B 7 U ~abe x, X° &
- 37 . - - N
B7 - A Aam | A A
Clipboard Font

L5

‘Co-authoring a document in worcl

“ O w4

Page:lofl | Words:5 | B2 <5 | 70% (=) [} (+)
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8. Click on the Notification icon to see more details of the other authors.

Authors editing this document

DEV\administrator

Sam Wainwright

S N T

9. Get a co-worker to save their edited document to the server.
10. The Updates Available icon appears in your word document. Click on it.

5 | 2 | <D | |7¥ Updates Available (N

11. The Info panel is displayed. Click on the Save button to save your changes and merge
your co-worker's changes into your document.

@‘ i - £ document 2 - Microsoft Word = = 52
Home Insert Page Layout References Mailings Review View e

- -

| Save .

= Information about document 2

& Save As

http://sp2010cookbook/sites/cookbook/Shared Documents/decument 2.docx
\__,‘ Open
i Close

Document Updates Available

A
H‘ When you save this document, it will be updated to include Praperties =
changes made by other authors, P

Size 18.5KB =

Recent s Pages 1 i
Words 5

Mew Total Editing Time 13 Minutes

People Currently Editing Title tit

Print L\r] Last updated today at 13:56 Tags
Comments

Save & Send Mf‘e:::;‘ . d DEViadministrator
Related Dates

Help Sam Wainwright Last Modified Today, 13:43

roa Created 23/12/2010 20:50
S nes

12. Click on the OK button to dismiss the Word notification box (if displayed).

Microsoft Word @

Al Word has refreshed your document with changes made by other
H authors. To compare the document with a previous version dick
the File tab.

Learn more about refreshing your document

7] Don't show this message again
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13. Your co-worker's changes are merged into your document. Repeat this process each
time updates are available.

@ z:“‘- = document 2 - Microsoft Word N =1 4
m Home Insert Page Layout References Mailings Review View @& O
= . . oo i g Ad 44 Find ~

- - " v | |l } = | EEEE | A A b
B Calibri (Body) 1 A A Aa B, | & iz | 25| 8| T | Biasbcend asabcebe AaBbGi .\"}’j:.\_

2. Replace
Paftej B 7 U ~abe x, X ~ayvé-

TNormal | TNoSpaci.. Headingl _ Change
B 9 7 Styles~ | kg setect~

Styles Editing

Clipboard Font

&

Co-authoring is a new MS Office 2010 feature. When a document is stored in a SharePoint
document library, each author is kept informed of who else is currently editing the document.
When one author makes changes, those changes are notified to the other authors so that they
can be automatically merged and their local document copies kept in sync. You are not limited
to just two authors and you can collaborate on PowerPoint 2010 presentations in exactly the
same way.

This functionality is incredibly powerful and has a huge number of business applications, but
the best thing about it is that there is no messing about or complex configuration required, it
just works straight out of the box!

» Requiring users to check out a document before they can edit it

Use content types to store different types

of document in the same document library

Document libraries just store documents. But add content types and you can store invoices,
quotations, performance reports, or any other type of document you care to define. This recipe
shows you how.
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Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» Office 365 (SharePoint Online)
You will need a SharePoint site with a document library where you want to add content
types. You will need to pre-create some document content types as described in the
creating a content type recipe in Chapter 1, Getting Started—SharePoint Essentials.

This recipe uses a SharePoint 2010 Team Site for illustration with pre-created invoice
and quotation content types.

You will need the Design or Full Control permission level to run this recipe.

How to do it...

Open the SharePoint Team Site that you want to enable versioning.
Open the Shared Documents link in the Quick Launch menu.
Select the Library tab in the Library Tools ribbon.

Click on the Library Settings icon.

ok 0N PR

The Document Library Settings page is displayed. Click on the Advanced
Settings link.

6. The Advanced Settings page is displayed. Set the Allow management of content
types? radio button to Yes.

7. The Document Library Settings page is displayed. Click on the Add from existing
site content types link.
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Document Library Settings

cookbook » Shared Documents » Document Library Settings

Home
Libraries List Information
Site Pages
Name: Shared Documents
Shared Documents
o Wik Web Address: http://sp2010cookbook/sites/cookbook/Shared Decuments/Forms/Allltems.aspx
eamWiki
Description: Share a document with the team by adding it te this document library.

Team Slides

Communications

Cookbook Contacts
test

Discussions

Team Discussion

General Settings

Advanced settings

validation settings

Column default value settings
Rating settings

Audience targeting settings

Metadata navigation settings

Permissions and Management

Permissions for this document library

Manage files which have no checked in version
Workflow Settings

Generate file plan report

Enterprise Metadata and Keywords Settings

Information management policy settings

Lists
Calendar Delete this decument library Incoming e-mail settings
Tasks Versicning settings Sawe document library as template RSS settings

Per-location view settings
i:-' Recycle Bin Form settings
2 An site content

Content Types

This document library is configured to allow multiple content types. Use content types to specify the information you want to display about an item, in additior]

other behavior. The following content types are currently available in this library:

Content Type Visible on New Button Default Content Type

Dasemieit v v

Add from existing site content types

CRamgomausbuttasasdamantTeTault content type

8. The Add Content Types page is displayed. Select the content types that you have
pre-created and click on the Add button (I have created Invoice and Quotation
content types).

9. Click on the OK button.

Add Cantert Types = = Page= Safely~ Tools= @

Select Content Types

types o add:

Discussi
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10. The Document Library Settings page is displayed. The content types that you added
are listed in the Content Types section. Click on the Shared Documents breadcrumb
navigation link to return to the document library.

Document Library Settings [ IR S IR Pl

cookbook ¢ Shared Documents_# Document Library Settings

Home
Libraries List Information
Site Pages
Name: Shared Documents
Shared Documents
" Web Address: http://sp2010cookbooky/sites/cookbook/Shared Documents/Forms/Allltems.aspx
Teamwiki
Description: Share a document with the team by adding it to this document library.
Team Slides
Lists General Settings Permissions and Management Communications
calendar fiitle, description and. navidation Delete thiz document library Tncoming e-mail settings
Tasks Versioning settings Save document library as template RSS settings
Cookbook Contacts Advanced settings Permissions for this decument library
test Validation settings Manage files which have no checked in version
Column default value settings Workflow Settings
Rating settings Generate file plan report
Discussions
Audience targeting settings Enterprise Metadata and Keywords Settings
Team Discussion Metadata navigation settings Information management policy settings

Fer-location view settings
4 Recydle Bin Form settings
j All Site Content

Content Types

v is configured to allow multiple content types. Use content types to specify the information yeu want to display about an item, in addition
e follbming content types are currently available in this library:

TS aocUnTen
other behavior.

Content Type Visible on New Button Default Content Type
Document - v

Invoice b

Quetation v

11. Select the Documents tab of the Library Tools ribbon.
12. Active the New Document drop-down menu (Click on the black upside-down triangle).

13. The document library now offers the option to create a new Invoice or Quotation (or
the content types that you have added).

.| Shared Documents - All Documents Y‘-’;? ~ B - = f_-.l
Documents ! Library
3 aj Check Out Version History ] 4 15endTo -
J L - CheckIn Document Permissions = < Manage Copies = 4
New Upload New Edit View Edit E-maila Alert Download a Workflows Publish
Document » Document Folder | Document Discard Check Out  Properties Properties % Delete Document Link Me Copy Go Th%cree
@ 4 Document Open & Check Qut Manage Share & Track Copies Worl
: i Create a new document, s 2
Type MName Modified Modified By
(] Invoice R L . o
L Create a new Invoice ] Doc to publish ©new 2/1 1 EV\administrator
5 Quotation ] documemt 1 DEViadministrator
Create a new Quotation | @) document 2 DEViadministrator
IEJ document 3 DEV\administrator
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Document libraries support the use of content types. When content types are enabled,
the document library can store different types of documents in the same library. Only the
metadata defined in each content type is captured with its respective document. Different
columns are captured for different content types; different document templates can be
applied, together with different validation rules, information management policies, and
workflows. The combination of features that content types enable provides the foundation
for building sophisticated document-management business applications in SharePoint.

» Creating a content type, Chapter 1
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Getting the
Message Out—
Using SharePoint to
Communicate

In this chapter, we will cover:

» Adding an announcement to a Team Site

» Creating a blog in my My Site

» Posting to my blog from Microsoft Word 2010

» Creating a new page on a publishing site

» Changing the page layout of a publishing site page
» Publishing a publishing site page

» Using web analytics to see which are the most popular pages on your site
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Getting the Message Out—Using SharePoint to Communicate

Introduction

Earlier in the book, we learned how to use SharePoint for collaboration. We have already been
introduced to the Wiki page, the default page type in SharePoint 2010. In this chapter we
explore how to use SharePoint 2010 sites for communication. The early recipes show you how
to use announcements and blogs to get your message out. Then we explore another important
SharePoint page type, the publishing page. Through the recipes presented, you will gain an
understanding of what publishing pages are and how to use them in your publishing sites. The
final recipe in the chapter shows you how to use SharePoint 2010's web analytic reports to
understand who is visiting your site so that you can better understand "who's listening" to the
messages that you are trying to present.

Adding an announcement to a Team Site

SharePoint includes an announcements list, specially designed to allow you to post
announcements and news articles to your site. This recipe shows you how easy it is to
make use of it.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

This recipe uses a SharePoint 2010 Team Site for illustration. A Team Site already contains an
announcement list, though it is not shown on its pages by default. This recipe first shows you
how to add the announcements web part to the Team Site home page and then how to add
new announcements to be displayed.

To add the announcements web part to the home page, you will need to have Design or Full
Control permission level. To add an announcement to an existing announcements list you will
need the Contribute permission level.

How to do it...

1. Open your SharePoint 2010 Team Site. Select the Edit icon in the Page ribbon to edit
the home page.

2. Select the Insert tab on the Editing Tools ribbon.

3. Select the Web Part icon. The Announcements web part is displayed in the list of
web parts.
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4. Click on the Add button to insert the announcements web part in the page.

5. Click on the Save and Close icon (next to the Browse text at the top of the page) to
save your changes.

[0 Lists and Libraries

3 Buziness Data
[ Content Rolug

3 Custom

[_d Filters

3 Forms

3 Mediz and Contert
L Dutlook Wsk Spp

e

Upload & Web Part *

wf) Announcements
[ Calendar
4 Customized Reports
3Form Templates
B, Lirks
14 Shared Documents
4 Site Assets
& | Site Pages

Editing Tools

Site Acti | Format Text
= bk @ N (Bh\m D

L = ) 3k | L e
Table Picture Link Upload el Existing  Mew

- - File Fart List List
Tables  Media Links Web Parts
Categories Web Parts

T siides

& Tasks

J Team Discussion

6. The announcements list web part is inserted into the page. Click on the Add new
announcement link.

7. Enter the details of your new announcement. If the announcement should only be
displayed for a set period of time, then set an Expires date.

8. Click on the Save button.

Announcemeants - New Item

= Bt
H Q 4] S copy

Save Cancel  Paste

Attach
File

4

Spelling

Commit Clipboard Actions  Spelling
Title * Hello warld
Bady This is my sample Team announcement
Expires z/z1/2011 =
[ Save ] [ Cance ]
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9. Your new announcement is now displayed on the page.

Announcements [2]

[ @ Title Modified
Hello world & wew 1/21/2011 §:29 PM
Get Started with Microsoft SharePoint Foundation! 11/3/2010 :140 PM

df Add new announcement

The announcements list is used to add announcements or news items to a SharePoint site.
You need to first create an instance of the announcements list in your site (if one doesn't
exist already) and then add the announcements web part to the page where you want the
announcements to be displayed. Then just add your announcements directly to the list and
they will automatically show up on your page with no further editing required. You can have
the same announcement list being displayed on different pages (and with different views) if
you wish.

You should aim to keep your announcements short and snappy. Add a short descriptive title
and no more than four or five lines of text in the announcement body. You can always insert a
link to another page or add a file attachment if you want to present more information.

Your announcement might logically expire at a certain date. In this case, make sure that
you set the announcement's expiry date when you create it. That way, you can configure
views on the list so that SharePoint will know not to display your announcement when it
is no longer relevant.

When you start to type the body of the announcement's text, you will notice that the ribbon
in the dialog box will change, and you will see the Editing Tools ribbon appear. The Format
Text tab of this ribbon provides options to format text, change fonts, include bullets, and so
on. Switch to the Insert tab to see options to include tables, pictures links, or files in your
announcement.

Beyond the basics, there are a number of features of the announcements list that you may
also want to explore. You might need to give some people the ability to post announcements
to the list but have others, such as a supervisor, approve those announcements before

they become visible to other users. To enable this, turn on content approval for the
announcements lists in the same way as we did for document libraries in Chapter 4,
Enabling content approval on a document library recipe.
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Targeting announcements using audiences

SharePoint audiences (SharePoint 2010 Server only) are collections of SharePoint users,
pre-compiled on the basis of some common characteristics that they possess for example,
all project managers or all users from a particular location. Audiences are created by your
SharePoint administrators who define rules against user-profile properties. Audiences are a
SharePoint Server-only feature. However, if you do have audiences available, you can enable
audience targeting in the list settings of your announcements list. When you create new
announcements, you will have the option of selecting which audiences your announcements
should be targeted to. SharePoint will then only show those announcements to users in the
target audiences, reducing the information overload for everyone else.

Audiences are a content-targeting mechanism, not a security feature.
M Users can still find announcements not targeted to them through search
Q or if they know the right links to click. If you really don't want particular
users viewing an announcement, then use item-level security, post it on a
site that only your target users have access to, or don't post it at all.

» Posting to my blog from Microsoft Word 2010

Creating a blog in my My Site

A blog is a great way to publish short articles about yourself, the work that you are doing, and
the experiences that you have. Your blog posts allow others in the organization to learn from
your experiences, replicating the good things that you have done and avoiding the mistakes
that you have made.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)
This recipe uses your My Site to create a blog. However, the blog-site template is available in

SharePoint Foundation, so if you don't have a My Site you can still create a blog in another
SharePoint site instead.
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If you have a My Site, then you will already have the necessary permission to be able to create
a blogin it.

How to do it...

1. From within any SharePoint site. Click on your name (top-right of the page). Select the
My Site link from the menu that is displayed.

2. Select the My Content link.

Click on the link to Create Blog under the Recent Blog Posts heading on the
right-hand side of the page.

Z
ILlike It

Search this site... P
Recent Blog Posts

Create a blog e=sif@Pemgur thoughts within your
organization{ Create Blog

4. Your new blog will be created automatically.

Blog of Adrian Caolquhoun, containing my thoughts, comments and questions,

I \Velcome to your Blog! Blog Tools
January by Adrian Colquhoun on 1/21/2011 7:36 PM B Create a post
21 [ Manage posts

E Manage comments

E RSS5 Feed
2 Alert Me

To begin using your site, click Create a Post under Blog Tools.
what is a Blog?

A Blog is a Web site designed to help vou share 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

rnore,

Blog posts usually consist of frequent short postings and are typically displayed in reverse chronological order (newest
entries first), Blogs encourage site visitors to interact with one another by leaving comments on posts,

Blogs can be also be used as a team communication tool. Keep team members informed by providing a central place
for links and relevant news.

959 ko comment(s)

& Launch blog program
to post

about this blog

Welcorne  to  SharePoint
Blogs. Use this space to
provide & brief message
about this blog or blog
authors,  To  edit  this
content,  select  "Edit
Page’ from the "Site
Actions” menu.

5. To create a new blog post, click on the Create a post link under the Blog Tools heading.

6. Fill in the details of the blog post and click on the Publish button to post to your blog.
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When your My Site is first created, it contains a link to allow you to create your own blog. All
you have to do is click on it. SharePoint will do the rest behind the scenes, creating a new blog
and configuring it ready for use. It even adds a Welcome to Your Blog post with some useful
information. Once you have read it, you will want to delete it and start adding some more
interesting content (use the Manage Posts link under the Blog Tools heading). If you have
Microsoft Word 2010 available, then | strongly recommend that you use this to blog from, as
the layout and formatting options are much more powerful than you will have available if you
create posts through the web browser.

Your My Site blog has content approval enabled by default. This allows you to work on posts
and have them automatically saved as drafts (that only you can see) until you are ready to
publish them out to the whole organization.

Warning: Put brain in gear before posting to blog

\\l Remember that your blog is intended to be a business tool. Your posts will
show up in search and be visible (once published) to the whole organization.
Q Use it to share your knowledge and promote your expertise, not to criticize
senior management, post pictures of your favorite pets, or to speculate what
might have occurred at the office Christmas party.

» Posting to my blog from Microsoft Word 2010

Posting to my blog from Microsoft Word 2010

Blogs are a great communication tool. However, the experience of posting to a SharePoint blog
using a web browser is a bit disappointing. Fortunately, you can post to your SharePoint blog
straight from Microsoft Word 2010. You can utilize all the rich editing power that Word can offer
than then post text, smart art, graphics, and pictures straight to your blog with a single click.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)
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This recipe uses the blog in your My Site for illustration. However, it will work for any
SharePoint 2010 blog that you have the rights to post to. You will need Microsoft
Word 2010 installed on your PC.

How to do it...

1. Open your My Site and navigate to the My Content page (Refer to the Creating a blog
in my My Site recipe in case of doubts).

Click on the Blog link under the Sites heading on the quick-launch menu.
Your blog will be displayed.
4. Click on the Launch blog program to post link under the Blog Tools heading.

x | @hewTab - B - 7 o= - Page - Safety - Took - @~

oo
oo
4

Home -Blog

My Site My Newsfeed | My Content | My Profile @ sDPS\acolguhoun -

Site Actions = [ [OGHEN

Y
Blog = <
Ilikelt Tags &
Notes
Home Search this site... p 2]
Categories Elog of SDPS\acolquhoun, containing my thoughts, comments and questions.
Other
I \Welcome to your Blog! Blog Tools
Personal February by SDPS\acclquhoun on 2/23/2011 10:11 PM [l Create a post
Work 2 [ Manage posts
) ) FLMAnAR=. comment: -
& Add new category To begin using your site, dick Create a Post under Blog Tools. 5 Launch blog program
B to post
What is a Blog?
A Blog is a Web site designed to help you share information related to a particular subjsct area in the form of text,
Archives images, links, and other media such as video. Blogs can be used as team sites, news sites, journals, diaries, and About this blog
more.
February
Blog posts usually consist of frequent short postings and are typically displayed in reverse chronological order (newest
show more » entries first). Blogs encourage site visitors to interact with one anather by leaving comments on posts.
Blogs can be also be used as a team communication tool. Keep team members informed by providing a central place
N for links and relevant news.
A Recycle Bin Welcome to SharePoint
B Al o Elogs. Use this space to
B Al site Content 85| k) 0 Comment(s) provide 5 brief message

about this blog or blag

authors, Te edit this

B rss content, select "Edit

RSS Feed Page” from the 'Site
Actions” menu.

5. Microsoft Word 2010 will open. You will be prompted to register your blog. Click on
the OK button to continue.

6. Word may display a security prompt. Check on the Don't show me this message
again checkbox and then click on the Yes button to continue.
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7.  Word will register the SharePoint blog account and display a success dialog. Click on
the OK button to continue.

Wd9- 0 Document? - Microsoft Word [ERC
“ Home | Insert  Pagelayout  References  Mailings  Review  View  AddIns - @
= 34 Find -
& i . . SR A
,j ' Calibri Bodyl - |11 - A" A 21 9 | pasbeene | asebCcde AaBbCe AaBhbCcL R % 4 Replace
B e
Paste B 7 U -abe x, X* - Hie TMormal |7 MNo Spaci.. Headingl Heading2 _ Change
. T o & - P a 977 Syles- | ke select~
Clipboard i Font Faragraph o styles Editing
MNavigation v X el
Search Document » i
N c
New SharePoint Blog Account 2%
Enter the information below to register your SharePaint blog account. Click OK
to contact your provider and configure your account settings.
Enter blog information
Blog LRL [t s /Biog
Help me fill out this section
Picture Options. ok | concal
-
=
o
s
Words: 0 |EEREs w0 c—0 (& 4

4=
ol T2 el

Publish Home Insert  Open  Manage
L [

Add-ng

9. When your post is ready, click on the Publish icon.

%ﬂ

8. Now compose your blog post, adding pictures, text, smart art, and so on as required.
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10. Your post will be published on your SharePoint blog. Word will update its status bar to
inform you that the post was published successfully.

[H"-0]=
Blog Post Insert Add-Ins

] = @ PR = 42 sl
b = ] s Calibri (Body} =~ 11 - A A =
| | e U -
Publish H 1 0 M Faste: (T A-%- O |
uolis ome nse pen anage aste B I U abe - 8l - -
- Page Category Existing Accounts 5 - Farmat Painter 5 — =t

Blog Clipboard . Basic Text

i i

This post was published to Blog at 10:31:46 PM 2/23/2011

Learning SharePoint — A blog post from word

SharePoint training should be delivered continually. The actual training that needs to be delivered at e

Which
SharePoint ||
capabilities

will we use?

Which
SharePoint
Roles do users
need to play?

11. Return to your SharePoint blog and refresh your web browser. Your new post will
be displayed.

Microsoft Word 2010 has built-in functionality that allows you to post to a number of different
blog providers, including in this case your SharePoint 2010 blog. Although you won't have the
full power of Word at your disposal, you will still have much more than you get working through
your browser. Word will first register your SharePoint blog. Then you can insert pictures, charts,
smart art, and text. When you click on publish, Word will take care of copying these things up
to SharePoint for you and making sure that everything appears in the right place. Your post
will automatically be approved and visible to others. If you want to publish a draft version to
your blog, then click on the down arrow on the Publish icon. You will see a Publish as Draft
option appear that will let you do this too.
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» Creating a blog in my My Site

Creating a new page on a publishing site

SharePoint Server 2010 provides sophisticated web-content management functionality
through its publishing sites. Your organization may use a publishing site on its intranet or for
its Internet presence. As a user, you may be required to create a new publishing page and
provide its content. This recipe shows you how to do so.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» Office 365 (SharePoint Online)
This recipe uses the SharePoint "Adventure Works" example publishing-site template for
illustration. The publishing sites you encounter in your own organization may have been

branded by professional web designers and look very different from the following screenshot.
However, the same basic principles and page creation steps will still apply.

You will need Design or Full Control permission level to run this recipe. If you have only been
granted Contribute permission level to your publishing site, then you will only be allowed to
create the default page type.

The publishing features need to be enabled (at Site Collection and then Site level) to run this
recipe in Office 365.

How to do it...

Go to your publishing site, open the Site Actions menu, and select More Options.
Filter the Create dialog by Page and Select Publishing Page.
Click on the Create button.

N

The Create Page dialog will be shown. Enter a Title and URL for your page.
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5. Select the Page Layout that you want to use for your page and click on the
Create button.

[ create Page Y - B - O] mn - Page~ Safety- Tooks- @- 7

Site Actions + i

) L H
i AdventureWorks » Create Page '\/ @
Ilikelt  Tags &
Motes

AdventureWorks |  Press Releases Search this site... 2 (7]
Press Releases Page Title and Description -
Enter a URL name, title, and description for this page.

[Cookbook article

2 Recyde Bin Description:

3 Al site Content [4n example article page for the cookbook <]
URL Name:
/pagel! ICookbook-article Laspx
Page Layout

Select a page layout to control how the page wil be displayed.

= it
(Article Page) Summary links
(Enterprise Wiki Page) Basic Page
(Project Page) Basic Project Page
(Redirect Page) Redirect

(Welcome Page) Blank Web Part page,
(Welcome Page) Splash

(Welcome Page) Summary links =l

The article page with image on left contains an image field and 3 rich text field.

Check Speling | Create 1 Cancel

The Page Layout opens and displays controls that you can enter your data into.
In the Title control, enter a title for the page.

In the Article Date control, select the date for this article.

© ® N O

In the ByLine control, enter by "ByLine" (a sub-heading or short summary of contents)
for the page.

| Coakisock artide f0 e B« oo+ Pages sofetys Todss e

\lf i
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i A CTTRRNENNUR | cimat Text
b e < W
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Press Releases i
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» Chapter 4 - Document Management Deep Dive Page Content
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10. In the Page Image control, click on the Click here to insert a picture from
SharePoint link.

11. The Edit Image dialog is displayed.
12. To insert an image from SharePoint, click on the first Browse button.

13. If Internet Explorer displays a security warning, then click on the Yes button
to continue.

14. The Select an Asset dialog box is displayed.
15. Browse to the Site Collection Images library and select the PR image.
16. SharePoint will populate the URL field. Click on the OK button to continue.

n Select an Asset -- Webpage Dialog x|

IE Current Location: Site Collection Images at http: ffid-sdps-demo/sites fadventureworks/SiteCollectionImages

Thumbnails ~

__._"!Ccntent and Structure Reports

) Customized Reports a '
1y Documents ‘ g‘{ m Ei$ .:‘.I,I
yForm Templates *i
£3 Images

4 Pages home PR
:I Reusable Content

| Sita.Callastias.Racuments

iy /Site Collection Images

4 Style Liprary
& Workflow Tasks

Press Releases

Search

Location (URL.: |/sites/adventureworks/SiteCollectionImages/PR. gif

oK | Cancel |

The image is added to the publishing page.
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17. Click on the Save and Close icon to save the page.

\:J Cookbook article

[ EdtingTonls || Picture Tools
Page Publish Format Text Insert Design
I %Addr:‘_ vaites/adventurewarks/Site o4 Horizontal Size: 220 px i IJuIJ Horizontal Space: 0 px 3
% - -

-+ EAItTe)d: An example image 7] Vertical Size: 167 px - Ij\v‘er‘tical Space: 0 px i
Change Image Position ’
Picture « Styles « ¥ Lock Aspect Ratio

Select Properties Styles Arrange Size Spacing

Status: Checked out and editable. Publication Start Date: Immediately

Press Releases =
Title

|Cookbuuk article

Artide Date Byline

|2.-’23!2011 E ILearn how to Think SharePoint

Page Image
(m]

Page Content
This is an example article page for the cookbook

- Chapter 1 - SharePoint Essentials
= Chapter 4 - Document Management Deep Dive

Image Caption
Click here to add new content

18. The publishing page has now been created; it is still not visible to other users,
however (refer to the Publishing a publishing page recipe later in this chapter for
details on how to do this).

SharePoint publishing sites are typically used to create public-facing websites and

large-scale intranets. The purpose of these sites is to communicate information. There

is often a requirement for such sites to be heavily branded, to the extent that they may not
even look like SharePoint at all. This creates a challenge—how can information workers be
empowered to create the content for these sites, without needing a detailed knowledge of web
design and web authoring techniques? Fortunately, SharePoint publishing page is the answer.

A publishing page works by combining a content type and a page layout. The content
type defines the data to be displayed in (and information about) the page. The page layout
determines how the information will be laid out on the page and displayed to the user.

174
This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011
PAC KT Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Chapter 5

. Content types are at the heart of how SharePoint works, so
> understanding them is critical to become an effective power user. You
Q can find more information on content types in the creating a content
type recipe presented in Chapter 1.

When your web developers create a publishing site, they will define a number of content types
which specify the data required for the different publishing pages that you are allowed to
create. For example, the data that you need to supply to create an article page (for example,
the title, body, and an image to use) might be very different from the data that you will need
to create a committee home page (with the name of the committee, objectives, name of the
chairman, and so on).

When you create your page, you select the page layout that you want to use. The page layout
gives you a template that you type the page data into. Unlike a SharePoint Wiki page, you
don't get a blank canvas to work with. The template contains controls that you enter your page
data into. The controls are designed to guide you and make your page-editing job easier, with
special controls to select dates, insert images, and so on. Behind the scenes, SharePoint
takes care of storing the information that you enter in the right content type automatically.

The page layouts, you can select from, may have been pre-created by your web development
team. They allow you to create great-looking web pages without knowing a single line of HTML.
Simply select the layout you need and you are done. Also, once you have created your page,
you can switch between different page layouts at will without having to re-enter your data. The
next recipe shows you how to do this.

Not all the data that you are required to enter will be displayed on the page. For example,
the publish date is not shown to the users but is instead used by SharePoint to manage the
lifecycle of the page, automatically making it available to view on a certain date.

See also

» Changing the page layout of a publishing site page

» Publishing a publishing site page

Changing the page layout of a publishing

site page

Rearranging the information on your publishing page is as simple as selecting a new page
layout. This recipe shows you how to do so.
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Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition

» Office 365 (SharePoint Online)
This recipe uses the SharePoint "Adventure Works" example page created by the earlier
Creating a new page on a publishing site recipe for illustration. The publishing sites you

encounter in your own organizations may have been branded by professional web designers
and look very different from the following screenshot. However, the same principles apply.

You will need Design or Full Control permission level to run this recipe.

How to do it...

Navigate to the page you wish to change the layout of.

From the Page ribbon, click on the Edit button.

On the Page ribbon, select the Page Layout icon.

From the drop-down list, select the layout you want to apply.

N
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5. The page contents are rearranged automatically to fit the new layout.

|| Cookbook article (i < [l gm - Page~ Safety~ Tools+ @+ 7|

(=
'“\-_L;ﬁ‘ Adventure Works @ W ?  system Account -

siteActions - B B QEIRVCGE Page  Publish Search this site...

o
AdventureWorks > Cookbook article =

Cookbook article

Status: Checked out and editable. Publication Start Date: Immediately

Press Releases 2/23/2011 Learn how to Think SharePoint

This is an example article page for the cookbook

+ Chapter 1 - SharePoint Essentials
« Chapter 4 - Document Management Deep Dive

The data for your publishing page is stored in a content type. The display of that data is
controlled by its page layout. You can select any page layout that is compatible with your
page's content type and the page will be rearranged accordingly. It is that simple—no
web-design skills required!

Your rearranged pages still won't be visible to other users until you publish it. Refer to the next
recipe for instructions on how to do this.

See also

» Creating a new page on a publishing site

» Publishing a publishing site page

Publishing a publishing site page

Earlier in the chapter, we learned how to create a new publishing page. However, that was
only half the story. To make the page visible to a user, the page needs to be published and
approved. This recipe walks you through the process.
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Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» Office 365 (SharePoint Online)
This recipe uses the SharePoint "Adventure Works" example page created by the earlier
Creating a new page on a publishing site recipe for illustration. The publishing sites you
encounter in your own organizations may have been branded by professional web designers

and the pages may look very different from the following screenshot. However, the same
concepts still apply.

You will need the Contribute permission level to publish your page. You will need the Approve
permission level to approve the page and make it visible to others.

How to do it...

1. To publish a page you have been working on, open the Publish ribbon and click on
the Submit icon.

(=3
&_L;?\i‘ Adventure Works

Fublish

4 Y ﬁ 0 Approve |E| Status
() LD e @ o
| = ] Jus Reject 3, MWiews Tasks
\SubmithcheduIe Start a

N4 itk fl o

Publishing Warkflows

Status: Checked out and editable. Publication Start Date: Immediately

2. The Submit for Approval dialog is displayed. You may add a comment if you wish
(though this is not required), then click on the Continue button.

Submit for Approval 8 x
Comments:
Content is complet,e| ;I
E
Continue | Cancel |
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3. The Start "Page Approval" page is displayed. Optionally enter details of the approval,
due date, and so on.

4. Click on the Start button.

T AdventureWorks « Start "Page Approval”; Cookbook-article ¥
A 7, st tie woriciow, e tha wubent bt form below lukel  Tagid
Hotes

Saarch this site... p (7]

SdveraureWorks | Press Releases

Request Please approve this page for publication
= 1l be e pecple ass
Bue Date for A1 Tasks. 33000007 3

The date by which all tasks are due.

Duration Per Tash

The nmaunt of time until a task is due. CAaase the units by using the Duratian Linits.
Duration Units Cais) |
Define the units of time used by the Duration Per Task.
o« u
Naotify these peo sher the warkf: d ends without ir ks to
them

Snrt ! Cancel

5. SharePoint will update the status of the page.

\;J Cookbook artide

SN Adventure Works

siteacions - B B WIEL Page Publish

Cookbook article

Status: Waiting for approval Publication Start Date: Immediately

Press Releases 2/23/2011

This is an example article page for the cookbook

% Chapter 1 - SharePoint Essentials
4 Chapter 4 - Document Management Deep Dive

6. Select the Publish ribbon.
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7. Click on the Approve icon.

|| Cookbook article

%ﬁ Adventure Works

site Actions ~ B B _gwe > Publish
x‘l "j ;QApprova |_§J Status
% ©
el &, View Tasks
Cancel Approval Schedule Starta
i Workflow
Publishing Workflows

Status: Waiting for approvi Approve

Approve this page to be a major

Press Releases i

2/23/2011

This is an example article page for the cookbook

Chapter 1 - SharePoint Essentials
% Chapter 4 - Document Management Deep Dive

8. The approval workflow task dialog box is displayed.
9. Click on the Approve button.

| Worko Tark i o I T

(i) AdventureWorks » Workflow Tasks: Please approve Cookbook-artice

AdventureWorks  Pracs Dalnaces Search ths site. ) 9

(5} Tris werkfen tnsk appies b Cockhosk arace.

sentus Mot Started

Requésted By

Cansalidated Comments  aggraval started by System Account on 3/24/2001 1232 AM
Comment:

These are the comments of the requestor and all previous perticipents.
Due Date ™

Comments

This message will be included In your respanse

approve | _Meject | _cancel | _Request change | _Bemssign Task |

10. The page is now approved and is visible to all authorized users.

180

PAC KT This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011

Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Chapter 5

When you submit your page for approval, SharePoint automatically checks the page in, sets its
approval status to Pending, and displays the start-up form for its pre-configured page approval
workflow. You can supply various pieces of information into this form (such as the nature of
your request, due date for tasks, and so on). SharePoint takes the information that you supply
and starts its page-approval workflow. This workflow runs in the background to manage the
approval process for your page. It creates an approval task in the site's Workflow Tasks list
and assigns that task to the Approvers site group. Assuming outgoing e-mail is enabled, each
person in that group will receive an e-mail notifying them of the task.

If you only have Contribute permission level, starting the approval workflow is as far as you
will be able to proceed. If you have Approve permission level, then you will be able to approve
your own (and other people's) pages for publication. When you click on the Approve icon, the
details of the task previously created by the workflow are displayed. (You can also access
this dialog directly from the task link that SharePoint e-mails out to you.) SharePoint provides
several options in the dialog. As well as approving the page, you may choose to reject it,
request a change from its editor, or reassign the task to someone else. Whichever option

you choose, the SharePoint workflow will take care of the next steps in the process for you.

When you approve the page, the workflow automatically updates the page's status to
Approved and the process is complete.

The data for all the publishing pages that you create, as well as

information about their current status and the workflows running against
e—"them, is stored in a site collection document library called Pages.
Navigate to that document library if you need to see this information.

There's more...

This recipe just scratches the surface of the approval functionality that can be configured on a
SharePoint publishing site. Depending on how your SharePoint administrator configures your
publishing site, different things may happen when you publish your page. The site might be
configured to automatically start a pre-configured publishing workflow for example, to route
the publish request around the various departments or people that need to approve the page
before it is released. The example site in this recipe starts a workflow that gives an approval
task to the approver's SharePoint group.

Conversely, the site may have been configured with no approval workflow, or such that
no approval is required. In that scenario, the act of publishing the page will then make it
immediately visible to your other users.
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See also

» Creating a new page on a publishing site
» Changing the page layout of a publishing site page

Using web analytics to see which are the

most popular pages on your site

SharePoint can automatically track who visits your sites and what they get up to. This recipe
shows you how to access the reports that it creates.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

Web analytics must have been enabled by your SharePoint administrator.

You will need the Full Control permission to run this recipe.

How to do it...

1. Open the Site Settings menu and select the Site Actions option.
2. Click on the Site Collection Web Analytics reports link.

Site Settings
Sy Warks

tngs

1
New Page
J Create a page in this site.

gf-“ EEE"”“E"(L"J'?"- . s and Permissions Look and Feel

reate a place to store an L. i L we e

Bl Pedeaisaliens g [p-and.groups \,_w Welcome Page
lermissions ription, and icon

New Site pllection administrators

e e
) Create a site for a team or Page layouts and site templates

iries o

s si

MNavigation

mi Site Actions

r OF Manage site features
ks fin
fan:

reports
|Administration Site Collection Web Analytics reports,
pal settings
braries and lists { Reporting Services
slerts uﬁ%li Manage Share
Site Permissions X Reporting Services ttings
@ Give people access to this site h and offline availability

and aces

~,  Site Settings
;;3’5? Access all settings for this site.
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3. Select the Top Destinations link.

| site Collection Web Analytics Reports - Summary

Browse

AdventureWorks » Site Collection Web Analytics Reports - Summary

This report shows all of the available Web Analytics metrics for the date range specified, as well as the change trend from the preceding date range.

AdventureWorks Press Releases

Date Range 1/27/2011 - 2/25/2011 (UTC+10:00) Hobart Change Settings

Summary Data Last Updated:
Traffic

1/2011 2:00:08 AM

Number of Page Views Category Metrics
Mumber of Daily Unique Traffic

Visit
fettors Total Number of Page Views

Humber of Referrers Average Number of Page Views per Day

U= Total Number of Daily Unique Visitors

Eceliskors) Average Number of Unique Visitors per Day

Top Referrers Total Number of Referrers

Jop Destinations Average Mumber of Referrers per Day

Top Browsers Search

Total Number of Search Queries

Search Average Mumber of Search Queries per Day

Number of Queries Inventory
Top Queries Total Number of Sites
Failed Queries Total Storage Used (MB)
Best Bet Usage

Best Bet Suggestions

Best Bet Suggestions

Action History

Search keywords

4. The Top Destinations report is displayed.

£ &0 || Ske Cobaction Web Anshtics Reports - Top Destinstions. - E i = i} Pagn = i) Took =

w0 Wl |
CQustomize Ewport bo Schedule lerts or
Repert  Spreadsheet Reports
Fagng Bxport orkfion
Destination URL Humber of Instancesd Percentage of Overall
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SharePoint Server 2010 has a web analytics service that continually gathers information
about what is happening across its SharePoint sites. Your administrator configures the
analytics service and the information that it collects. Once it is enabled, you can view reports
at the Site Collection or individual Site level. There are lots of pre-built reports you can use,
such as top visitors, browsers, and referrers. The top destinations report featured in the recipe
shows which pages are most popular in the site collection. Spend some time exploring the
other reports to see which ones are most useful for you.

Notice the Analyze ribbon. This is your gateway to all sorts of useful functionality. From here
you can customize the reports, change the date ranges used, export data to Excel, and
schedule reports to be automatically e-mailed. You can even create alerts such as to be
notified when more than 100 users visit a particular page.

» Using search analytics to see what people are searching for, Chapter 6
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Where's My Stuff?—
Finding Things with
SharePoint

In this chapter, we will cover:

» Performing a basic search

» Performing an advanced search

» Finding experts using a people search

» Saving a search as an alert and being notified when the results change

» Using search analytics to see what people are searching for

Introduction

The ability to quickly locate documents, presentations, and critical business information is a
key selling point for SharePoint. Using search isn't difficult, but few Power Users know how to
get the most out of it. This is a short but important chapter. The recipes it contains walk you
through essential search techniques to help make you the "SharePoint search guru" of

your team.
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Performing a basic search

Performing a search in SharePoint is as simple as entering the keyword you want to search for.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

Basic search is available in all versions of SharePoint, however, with SharePoint Foundation
your search scope is limited to only search for content in the site that you are in.

You only need the Read permission level to run a search. However, the results that you see
are security trimmed according to the permissions that you have. SharePoint search will
not show you items that you do not have permission to see, even if they match your keyword
search and exist in SharePoint's search index.

This recipe uses a SharePoint 2010 Team Site for illustration.

How to do it...

1. Navigate to your Team Site.
2. Locate the search box at the top-right side of the page.

4
v

ILike It Tags &
Maotes

Search this site... Lo (7]

3. Enter the keyword that you want to search for.

4. Click on the magnifying glass icon or hit Enter to execute the search.
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Chapter 6

5. The results of the search will be displayed.

id Intranet » Site Search Results

Home
This Site: id Intranet L: sdps )
Result Type 1-10 of 26 results A e ®
Any Result Type
Word . .
’ ) Delivery Evaluation Form
PowerPoint 1-Day3-day5s - dayl0-dayl5-Day .. Please complete this form and return by e-mail to:
e sdps@microsoft.com ... Architecture Design Session, Consultant Quality, and SDPS Lab) how
wrebpage satisfied are you? ...
Authors: System Account, Sdps Partner Organization Date: 12/4/2009 Size: 112KB
i http://intranet.id-live.com/Shared Documents/SDPS Delivery Evaluation Form.docx
Site
Any Site #) SpPS Delivery Guide for Consultants

5.3.10ne Day Schedulel4 ... the SharePoint Deployment Planning Service (SDPS) engagements to
customers. The driving reason for the SDPS is to help Microsoft Software Assurance Customers ..
Autho vstem Account, Sdps Partner Organization Date: 4/16/2010 Size: 4MB
http://intranet.id-live.com/Shared Documents/SDPS_Delivery_Guide_for_Consultants.docx

intranet.id-live....

Author

Any Author ) SharePoint Deployment Planning Services

About SDPS ... SDPS Qualified ... Academic qualifications in IT, Management & Sciences ... planning

services depending on your SA benefit level delivered by a certified SDPS Partner

Sdps Partner Orga Authors: System Account, Deb Bannon Date: 2/28/2011 Size: ZMB
http://intranet.id-live.com/Shared Documents/SDPS Overview.pptx

System Account

Jen Glass

Windows User B sharePoint 2010 Communities Overview
idlivecom-3.sharepoint.emea.microsoftonline.com/SDPS 2010/SharePoint 2010 - Communities
Building individual identities that spans an organization ... Discover content by colleague or keyword

show more

Modified Dat : System Account, Jen Glass Date: 2/28/2011 Size: 4MB

Hodihed bate http:/fintranet.id-live.com/Shared Documents/SDPS SharePoint 2010 - Communities
Any Modified Date Presentation.pptx View duplicates

Past 24 Hours . o . .
) SDPS - SharePoint 2010 Offering Deep Dive In-Action Series

Past Month SDPS-ShareFoint 2010-Core Platform Guidance.docx ... SDPS-SharePoint 2010-Insights

Past Six Months Presentation.pptx (and others) ... SDPS-SharePoint 2010-Communities Guidance.docx (and others)

Out of the box, SharePoint continually indexes (or crawls) all the content that you place in you
SharePoint sites. SharePoint search is clever enough to "read inside" and index the contents
of your Office documents, as well as the metadata and tags that have been applied.

When you perform a keyword search, SharePoint will go and find all the results it thinks are
relevant to your search in its index. It will apply a number of sophisticated algorithms to

try and find the most relevant content for you. SharePoint will security trim the result set,
automatically removing results that you don't have permission to see. The results of the
search are displayed on the Site Search Results page, with the most relevant results at
the top of the page.
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Where’s My Stuff?—Finding Things with SharePoint

There's more...

SharePoint keyword searches return all sorts of content in its results, such as documents,
presentations, and videos. Depending on the keywords that you use, there may still be too
many results for a search to be useful. That is the reason why SharePoint automatically
displays a list of refinements on the left side of the search page. Click on the links to
automatically filter your results by date, content type, author, and so on, until you only have
the results you really need. The following screenshot has a number of search refinements to
only show PowerPoint presentations that match the keyword and that are restricted by author,
modified date, and site:

Home - Central Administration Search Results : sdps x Search Term Store Management Tool Dashboard

id Intranet » Site Search Results

id Intranet Sites = Communities Content Search « Insights = Composites *

This Site: id Intranet j sdps ¥
Result Type 1-8 of & results = S
Any Result Type
PowerPoint . .
[B] SharePoint Deployment Planning Services

About SDPS ... SDPS Qualified ... Academic qualifications in IT, Management & Sciences ... planning
services depending on your SA benefit level delivered by a certified SDPS Partner

Site Authors: System Account, Deb Bannon Date: 2/28/2011 Size: 2MB
Any Site http://intranet.id-live.com/Shared Documents/SDPS Overview.pptx
intranet.id-live.

) SharePoint 2010 Communities Overview
idlivecom-3.sharepoint.emea.microsoftonline.com/SDPS 2010/SharePoint 2010 - Communities ...
Building individual identities that spans an organization ... Discover content by colleague or keyword

Authors: System Account, Jen Glass Date: 2/28/2011 Size: 4MB
http://intranet.id-live.com/Shared Documents/SDPS SharePoint 2010 - Communities
System Account Presentation.pptx View duplicates
Jen Glass
] SDPS - SharePoint 2010 Offering Deep Dive In-Action Series
SDPS-SharePoint 2010-Core Platform Guidance.docx ... SDPS-SharePoint 2010-Insights
Jon Quist Presentation.pptx (and others) ... SDPS-SharePoint 2010-Communities Guidance.docx (and others)

Scott Oyler

show more + iuthcrs: System Account, Jon Quist Date: 2/28/2011 Size: 3MB
http:/fintranet.id-live.com/Shared Documents/SDPS [n Action - 2010 Offering Deep Dive.pptx

”Gd‘ﬂed_ pate ] sSDPS strategy Briefing Session

Any Modified Date The 1-day SDPS Strategy Briefing Session gives SDPS customers an overview of SharePoint 2010

o ,\_ .. Make SDPS vour own! Tailor these out of the box engagement materials to fit vour customer ...
ast Week Authors: System Account Date: 2/28/2011 Size: SMB

http://intranet.id-live.com/Shared Documents/SharePoint 2010 - Strategy Briefing Session
Presentation.pptx

Building better keyword searches

Keyword searches are very powerful, but few users are aware that there is a special syntax
that you can use to make you searches better. You can restrict searches to specific authors,
look for content in particular sites, join keywords together, exclude keywords, and make all
sorts of other adjustments. The better your search request is on the way in, the more useful
the information that you will get out.
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You can search for multiple keywords and search for phrases by using quotation marks. Use +
and - to tell SharePoint how you want the keywords to be defined.

You can also apply property features to restrict the search results to particular authors or file
types. Consider the following keyword searches:

» SharePoint + "User Profile Service"
» SharePoint - "Document Library"

» SDPS + filetype:pdf

» author:"Adrian Colquhoun"

The first search finds items that contain the keyword "SharePoint" and the phrase "User
Profile Service". The second search finds items that contain the keyword "SharePoint" but
do not contain the phrase "Document Library". The third search finds PDF files that match
the keyword search "SDPS", and the fourth search finds content that was authored by
"Adrian Colquhoun".

The search in the following screenshot uses the keyword prefix Skil* combined with
sharepoint roadmap, a filetype filter of doex, and an author filter Adrian Colquhoun to
perform a very precise search that returns a single result.

tatm] I Home - Central Administration id Intranet - Home Search Results : Skil*® +... X Term Store Management Tool Dashboard

Site Actions -

. Search » Search Results

All Sites | People

skil* + "sharepoint roadmap" filetype:docx author:a © PEEF:;'EEEEE
1-1 of 1 results AHEa %
No refinements available
@] skillsTech Australia - SharePoint Roadmap

a mapping of that functionality to SkillsTech business requirements. Clear strategies for

8.3.5killsTech Australia SP2010 Intranet33 ... 9.SkillsTech Australia SharePoint Roadmap45s ..

Authors: System Account, Windows User, adrian@id-live.com.au, Adrian@Id-Live. Com. Au Date:

12/1/2010 Size: 7MB

http:/fintranet.id-live.com/Shared Documents/SharePoint Vision and ReadMap_final.docx

» Performing an advanced search

» Finding experts using a people search
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Performing an advanced search

While a keyword search is powerful, SharePoint server offers you even more advanced search
options that help focus in on the results that you really need. This recipe shows you how to
use them.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need an Enterprise search centre to perform an advanced search. Your SharePoint
administrator will need to have configured this in your environment.

How to do it...

1. Navigate to your Search Centre. Click on the Advanced link.

All Sites People
=Y ———

Advanced

P

2. Use the options displayed to focus your search and limit the amount of results that
are to be returned.

3. Add one or more property restrictions to further narrow your result set.
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Find documents that have...
All of these words: |database
The exact phrase: |document library
Any of these words:
None of these words: |administrator outlook
Only the language(s): ¥ English
[l French
[T German
[T Japanese
[T Simplified Chinese
[ Spanish
[ Traditional Chinese

Result type: I'.-‘.'crd Diocuments 'I

Add property restrictions...

Where the Property... |Last Modified Dai[x] |Later than =| 207972010 And -
ITitIE LI ICcntains LI Sharepoint And x| &=

Improve your searches with search tips

4. Click on the Search button to see your results.

rch Results

All Sites | People

ALL(database) "document library" NONE(administrate © | CrEferences

Advanced
Tags 1-1 of 1 results = iﬁ‘
Any Tags
Hub Access Content R pyblish a database to a SharePoint site

you want to publish, such as a document library. After you publish the database, Access
remembers the location so that you ... Working with data on a SharePoint ... Republishing your
database ...

Authors: System Account Date: 3/1/2011 Tags: Hub Access Content Size: 474KB
http://intranet.id-live.com/sites/mhub/ContentLibrary/Publish a Database to SharePoint.docx
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Advanced search is designed to make it easy to apply property filters, combinations of
keywords, phrases, and other logic to narrow down your search. SharePoint takes the
information that you enter and constructs a search string in the correct format for its search
engine. The search results that you receive will then be more precise and relevant to your
needs. The better the search you construct on the way in, the more useful the results you
will get out.

» Performing a basic search
» Finding experts using a people search

Finding experts using a people search

SharePoint doesn't just index documents, it indexes people too. Use this recipe to find the
experts you need.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint search centre deployed to run a people search.

You will need the Read permission level to run a people search.

How to do it...

1. Navigate to the Search Centre and click on the People tab.
2. Enter your search term and click on the magnifying glass icon.

3. The people who match your search term are displayed.
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Search * People Search Results

All Sites People

i Preferences
sharepoirit # | search options
View 1-4 of 4 results Sort by: [Default 5l a8 &
All Matches
Name Matches p SDPS\mark ) :
onsi g forward id's SharePoint consultancy and leading our engagement

Profile Matches i = Busines igen:

00 726

Ask Me About:

Job Title SharePoint 2010

About Me:

ent
harePoin
e SharePoi

Ask Me About:
SharePoint

Schools Skills:
SharePoint

Any Schools

People search is only available in SharePoint 2010 Server. It is based on the information
stored in the SharePoint 2010 user profiles. SharePoint indexes the user profile data, as
entered through My Sites or imported from external systems. You can use SharePoint's
people search to quickly find experts within your company, assemble teams for particular
projects, or track down people who worked on a particular project. People search is an
incredibly powerful tool that allows you to really start to make use of the "human assets"
that you have at your disposal.

» Performing a basic search

» Performing an advanced search

Saving a search as an alert and being

notified when the results change

Imagine you are working on an important project. You need to know when anyone posts
some content relating to your project on SharePoint. There is no need to continually visit your
SharePoint site to search for new items. Instead you can set an alert on your search results
and have SharePoint automatically notify you when new items are added.
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Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need the Read permission level to create a search alert in SharePoint.

Your administrator will need to have configured e-mail or SMS services on SharePoint to allow
you to receive the alerts.

How to do it...

1. Perform a simple or advanced search as explained in the recipes earlier in
this chapter.

2. Click on the Alert me icon in the top-right corner of the search result's screen.

Site Search Results

This Site: id Intranet j sdps yel

1-10 of 26 results = ﬁnf

] Delivery Evaluation Form
1-Day3-days - dayl0-dayl5-Day ... Please complete this form and return by e-mail to:
sdps@microsoft.com ... Architecture Design Session, Consultant Quality, and SDPS Lab) how
zatisfied are you? ...
Authors: System Account, Sdps Partner Organization Date: 12/4/2009 Size: 112KB
http://intranet.id-live.com/Shared Documents/SDPS Delivery Evaluation Form.docx

3. Set the properties that you require for the alert.
Click on the OK button to set the alert.
5. You will automatically be notified when the search results change.
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Alert Title

Search: sdps
Enter the title for this alert. This is induded in the subject of the notification sent for this alert. I z

Delivery Method
i Send me alerts by:

Spedify how you want the alerts delivered. ® E-mail

{7 Text Message (SMS

I~ Send URL in text message (SMS)

Change Type
9= Tve Only send me alerts when:

Spedify the type of changes that you want to be alerted to. & New items in search result
€ Existing items are changed

€ All changes

When to Send Alerts

Spedfy how frequently you want to be alerted, (mobile alertis only available for immediately send) @ send a daily summary

" Send a weekly summary

OK Cancel

SharePoint has built-in mechanisms to alert you when things change. We have already seen
this being used for tracking changes to documents and web pages in earlier chapters. Here,
the same principle is applied to search results. By registering an alert on a search, SharePoint
automatically notifies you when there are new items that match what you are looking for. Used
intelligently, this is a great timesaver!

» Performing a basic search

» Performing an advanced search

» Adding an alert to a SharePoint page, Chapter 1

» Creating an alert on a document to be notified when it is updated, Chapter 4

Using search analytics to see what people

are searching for

Understanding what your colleagues are searching for is essential in ensuring that you are
presenting the right information on your SharePoint sites. SharePoint's search analytics
reports give you this.
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Where’s My Stuff?—Finding Things with SharePoint

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

Web analytics must have been enabled by your SharePoint administrator. You will need the
Full Control permission to run this recipe.

How to do it...

1. Open the Site Settings menu and select the Site Actions option.
2. Click on the Site Collection Web Analytics reports link.

|77 site Settings

s—l Sync to SharePoint Workspace
. Create a synchronized copy of
23 this site on your computer. ings

MNew Page
;I Create a page in this site.

New Decument Library s and Permissions E Look and Feel
Create a place to store and

E and groups e Welcome Page
share documents. iy : £
ermissions Title, description, and icon

New Site llsction administrators Master page
@ Createt a site for a team or Page layouts and site templates
project. s Tree view
More Cpt\lons..‘ . i Site theme
Create ather types of pages, T Navigation
lists, libraries, and sites. nkent bypes g
arts & =
. Manage Content and Structure mplates = | Site Actions
% Reorganize content and r pages and page layouts ‘ gk Manage site features
structure in this site collection. ks e Recet to site definitinn
=] v 4| Site Content ns ReElE this site
j Il libraries and lists in Site Web Analytics reports
s site. Administration Site Collection Web Analytics reports
2 Edlt in SharePoint Designer nal settings - 5
.9 I_rezﬁle ar edit hd_ % §g§s, ind b ang T B Reporting Services
Ty TR JULISERIGSS lerts %ll Manage Shared Schedules
Reporting Services Site Settings

Site Permissions
=% Give people access to this site. h and offline availability
@and workspaces

7, Site Settings lows
gag‘s Access all settings for this site. flow settings

lutput cache

3. The Site Collection Web Analytics Reports - Summary screen is displayed.
4. Select Top Queries link.
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Chapter 6

[t
Search » Site Colecton Web Analytics Reparts - Summary L d"
Thet ripoet phows ol of che vpdable Wah Anaboor meercs Tor th Sais rangs Betofssd, bl el BE thell CRBNGE Trand drpem the Precsdiang S0 FBNgE. 1lir® rligﬁ.
ri
Saarch | Intracst [7]
Dats Ramga 1/VI0NL - H4/2001 (UTC#1S:08) Brietans Change Saitnay
Satenbey Dimts Lt Updated: WR3011 2:00:30 AM
Traffic
Priar 2l P b Categary Mt Wabus {Current) Walus (Preveiu] Trenid
Fumbsar of Doy Unigon | Toaffe
Yty Total Kurnber of Paga Views =y 5] L
Wby of Raferrets A BoE Mt of FRgs Vet D Day 2 ] 0
T Fied Tonal Wumbser of Bady Usdpss Viddiv's [] ] BTHLEN
Tog Visdors Aversgae Mumber of Unigus Visdors par Dy a o .
To keferrers Toial Wurnbar of Refeeraey 1 ) B %
Tex it aaatwacnl diveragd Parnbe of Bolerren por Doy ] ']
Top Brosars Py
Torsl Werrbar of Saarch Cusrgs i T AT
Saanch Awerngs Maumber of Soarch Qutred per Day ] ]
Worrbar of Ceara [
ok Gutetd Tonsl Furrdear of Sosn
P s Tonnl Serage Used (MB]
Aan P iiage
Bt Bt Suripbiteara
Baut Bt Tugpmbon,
Acion Moy
Sadeoh bivatads

5. The Top Queries report is displayed.

AnpyTd
- g "= a1 i
WO W Wy T
Feis FeipdngT FeiedngdD ook e Cbiemite  Drpadlls  Sefodule Merds 66
vuqm Capi u:‘-' H Brperd  Sprasschort Rrzordy
Duie Fange Fer | Pageeg Hapart I -
Lol o L R S it e g
Sammacy i Qs
Trafl
i m w
Farrdser of Page Verwi
FWumber of Dady Unagus
Wabors
Pwrrlogs of Ratfge e
Tos Fegea
Tog Visdory ¥
: | i
T Belorvard :
Tag Deatnatsona. E
Top Bromsers <
i}
E
Saaich 3 . 2 2
Worbar of Craandd
Tiat ot
Fasbedd Quaram
Bant Bt Lnsge
B Bt 4 r. 3 1 1 E ] I-: ) 1 I-: :.| 1 !- |} 1 1 1
by t 2 3 4 5 & 7 & @& W ft @ 0 oW B 1 7 B @@
ADSCn Festony
Searin bbpainds
Iewanbory e
i Mace Faarch duary Taxt bumber ol Gearienl  Percentage s Gveral
Fuariear of Sdep
B PR L] 112
Tos Siw Prodhal
Varnsa 2 ioleda s o=
Top Séw Langesgan 1 “mmmc-domdigokguhon” 3 e
i dashpaatd .‘ 400
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Where’s My Stuff?—Finding Things with SharePoint

SharePoint 2010 tracks search information and creates a number of search analytics

reports. These contain loads of useful information including the number of search queries,
top queries, which queries failed, and so on. You can use this information to track what users
are looking for and what they can and can't find on the site. Search analytics information can
help ensure that you structure and tag that information correctly so that it can be found more
easily. Spend some time exploring the reports that are available to understand which ones will
be most useful for you.

» Using web analytics to see which are the most popular pages on your site, Chapter 5
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Gaining Insights—
Using SharePoint for
Business Intelligence

In this chapter, we will cover:

» Creating a chart using the Chart Web Part

» Creating a Key Performance Indicator (KPI)

» Creating an Excel spreadsheet to run on the server

» Creating a report using Report Builder

» Creating a chart using the PerformancePoint Dashboard Designer

» Building a PerformancePoint business intelligence dashboard

Introduction

Business intelligence is the process of turning data into information. Business intelligence
tools summarize and visualize information, providing us with insights into problems and
allowing us to make sensible decisions based on facts rather than guesswork. The SharePoint
design mantra is business intelligence for all, and SharePoint 2010 provides many different
Power User business intelligence tools. The recipes in this Chapter explore the options. You
will learn how to create graphs and charts using the chart Web Part, build key performance
indicators using the status list, publish spreadsheets on the server using Excel services,
create traditional tabular reports using reporting services, and building analytical charts and
dashboards using PerformancePoint services. The business intelligence tools in SharePoint
are powerful and extensive. | recommend you to spend some time and effort exploring them
in detail. The recipes in this chapter are more than enough to get you started.
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Gaining Insights—Using SharePoint for Business Intelligence

Creating a chart using the Chart Web Part

The Chart Web Part is a great tool for charting a small data set. Your data will need to be
already organized to be ready for charting, as the Web Part won't rollup data or calculate
totals. This recipe shows you how to chart data from a SharePoint list to display sales figures.

Getting ready

This recipe works for:

» SharePoint 2010 Enterprise Edition
» SharePoint 2010 Online (Office 365 Edition)

You will need a SharePoint site with a page where you will insert the chart and a list called
Sales containing the following columns:

Column Name Data Type
Title (Built In)
Region Choice:
North
South
East
West
Net Sales Number

If you need help creating the list, refer to the Creating a custom list recipe in Chapter 3. Once
you have created the list, add rows of data as shown in the following table:

Title Region Net Sales
Sales North North 10000
Sales South South 34000
Sales East East 5000
Sales West West 12000

You will need the Design or Full Control permission level to run this recipe.
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How to do it...

1. Open your SharePoint site and navigate to the page where you will insert the Chart

Web Part. Click on the Edit button in the Page ribbon to edit the page.

Chapter 7

2. Open the Insert tab of the Editing Tools ribbon and click on the Web Part button.

Filter the list of available Web Parts by the Business Data category and then select
the Chart Web Part.

Site Actions - B M

= M &

Browse Page Publish

Q@

[0 Lists and Libraries
E Business Dataj

ij Eun'tent'ﬁulluﬁ

A Fitters

3 Forms

[l Media and Content

A Outlook Web App

3 PerformancePoint

FES conrab
Upload a Web Part

ﬂ [E]l Business Data Actions

;‘;] Business Data Connectivity Fiter
[E] Business Data ftem
._@ Business Data tem Builder
_a_] Business Data List
ﬂ Business Data Related List

¢ [OchartwebPart
E]_EXCEIWeb Access

-

Table Picture Video and Link Upload Reusable Web |Existing MNew

- - Audio - File Content-% Part / List List
Tables Media Links Content '.Web Parts
Categories Web Parts

E Indicator Details
(58] status List
& Visic Web Access

4. A default chart with sample data is inserted into your page. To start customizing the
chart with your own data, click on the Data & Appearance link.

Page Content

Chart Web Part
Data & Appearance ) Advanced Properties

60

20+
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Gaining Insights—Using SharePoint for Business Intelligence

5. The Data Connections & Chart Appearance Wizards page is displayed. Click on the
Connect Chart to Data link.

Site Actions ~ g

Chapter 7 » Data Connection & Chart Appearance Wizards

Chapter 7 Chart Recipe

These wizards help you to
(available from the Chart Web

y connect your chart to data and customize the log
Part menu) to fine tune chart settings

Customize Your Chart
This wizard will help you set your chart's look and feel.
-
o

Connect Chart To Data

This wizard will help you connect your chart Web Part to a data source.

6. The Data Connection Wizard Step 1: Choose a Data Source is displayed. Select the
Connect to a List option and then click on the Next button.

7. In Step 2: Connect to a List, select the SharePoint Site and List that contain the
sales data for the chart and then click on the Next button.

bta Connection Wizard

Step 2: Connect to a List

Connect your chart to data stored in a list in this site collection.

J List Connection

Choose a site and then choose a list in that site to use as the data source for your chart.

Site

demos/bi [+

List

Sales I_L_lI
< Back ] [ Mext >
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Chapter 7
8. In Step 3: Retrieve and Filter Data, review the data presented (to check that you
have connected to the correct list), and then click on the Next button.

9. The final page of the wizard, Step 4: Bind Chart to Data, is displayed. Expand the
Series Properties and enter Net Sales for the Series Name.

a Set the Series Type to Pie
o SettheY Field to Net Sales
o Setthe X Field to Region.

10. Click on the Finish button.

DEMOLAB\Administrator

Site Actions ~ g

Chapter 7 Chart Recipe

Data Connection Step 4: Bind Chart to Data
Wizard

Step 1: Choosz a Data 3 pata Binding Details
Source
The image below illustrates how the X, ¥, and Group fields are assodated with various

O Step 2: Connect to chart elements,
Data Source Series
Step 3: Retrieve and Net Sales|w| |T|
Filter Data t1 = Berigs Properties
[ Step 4: Bind Chart A Series Name Net Sales
1o/ Data Point Series Type Pie EI
b t
e
¥ Field =, ¥ Field Net Saleslz[
A Field X Field Region  [+]

@ Other Fields

H Data Analysis

11. The chart will now be displayed in your SharePoint page. We will customize the
appearance of the chart to make it 3D and display a title. Click on the Data &
Appearance link above the chart.

12. Select the Customize Your Chart option.

13. The Chart Customization Wizard is displayed. In Step 1: Select Chart Type, select
the Standard Chart Types tab.

o From the Chart Type Categories, select Pie
o Select the 3D Chart Types tab and select Pie
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Gaining Insights—Using SharePoint for Business Intelligence

14. Click on the Next button to continue.

Chapter 7 » Chart Customization Wizard

Lt

Chapter 7 Chart Recipe

Chart Customization Step 1: Select Chart Type
Wizard

On me Standzrd-Chart Types tab you can choose a chart type from any of the available chart types, induding all 2D and 3D chart types. On the C
g Step 1: Select Chart -

Type ' “Standard Chart Types i Cdstom Chart Types
ol Standard Chart . o W 7 1
Types ChartTypeCategorles Chart Templates ~" AllChart Types | 2D Chart Typgs - 3D Chart Types y
[ Sustom Chart «1 Custom B
Types = Bar
[ Step 2: Chart o Area
Appearance Properties | o2 Line
[ Step 3: Chart Element | :® PointBubble
Properties ] i
=L FJ.nanmaI_ . Pie Doughnut Ring
| @ Pie
W Radar
« Polar
< GanttRange Column
4 Range
s} ErrorBar
i BoxPlot Thick Doughnut
W Funnel
A Pyramid

15. Step 2: Chart Appearance Properties is displayed. You can use this page to change
the appearance and rendering of your chart if you wish. Click on the Next button
to continue.

DEMOLAB\Administrator ~

pe
Step 2: Chart Appearance Properties

Select your chart's appearance theme, and if you are using a 3D chart, select any of the 3D properties that you want to use. Once you have finished, dick the Mexdt button to proceed.

~“Appearance Themes | 3D Properties

S Appearance Theme

Use predefined themes to create an engaging look and feel for your chart.

Theme [ [ Briant Pastel

Transparency ‘[ﬂ:ﬂ 20%

= Size and Format

Please note that the chart preview will ot resize once you change the Width and )
Height because the preview chirt is sceled to fit nfo the preview ares, The image Char Wik 300

) 4
format and format spedific effects wil also not be avaiable in preview, L.

Chart Height 300px
Chart Image Format | [§] Pna v [7] Auto Preview
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Chapter 7

16. Step 3: Chart element properties is displayed. Tick the Show Chart Title checkbox
and enter Net Sales by Region.

Step 3: Chart element properties

Configure the elements of the chart such as axes, tiles, legends, gridines, and lsbels.

_#Title and Legend | Axes and Grid Lines | Dala Labels and Markers | Hyperinks and Taglips |

3 Titles
L | HetSales by Raion
Displayed a title on the chart, — .
Show Chart Title ™y
( 2 _— )
Title Net Sales by Region A
Font “Wicresaft Sans Serif, ot —fead—"
Position
[7] Auto Preview
= Legend = -

Add a legend to help define the data series shon in the chart.
Show Legend ]

17. Click on the Finish button. The completed chart is now displayed in our
SharePoint page.

Chart Web Part

Data & Appearance Adwvanced Properties

Met Sales by Region

The Chart Web Part provides a simple, wizard-driven interface that allows you to display

data form a range of different data sources. It has an extensive array of charts to choose
from including line graphs, bar charts, pie charts, and so on. The chart wizard presents many
options that provide fine-grained control over how your chart is formatted and how it displays
the data. The chart redraws each time you load the page, providing a simple but effective way
to provide a real-time visualization of your data.
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Gaining Insights—Using SharePoint for Business Intelligence

There's more...

In our recipe we have only plotted a single series of data (Net Sales). We could also hook our
chart up to additional series, such as Budget, and plot both on the same chart for comparison.

The Chart Web Part is designed to chart data that has already
K been organized for charting. It is ideal for charting summary data
~ held within a SharePoint list. Unfortunately, it will not roll up data to
Q provide counts or totals. If you need roll ups or have large volumes
of data, Excel Services or PerformancePoint Services (both
described later in this chapter) provide better options.

» Creating an Excel spreadsheet to run on the server

» Creating a chart using the PerformancePoint Dashboard Designer

Creating a Key Performance Indicator (KPI)

This recipe shows you how to create a Key Performance Indicator based on data held in
SharePoint list.

Getting ready

This recipe works for:

» SharePoint 2010 Enterprise Edition
» SharePoint 2010 Online (Office 365 Edition)
You will require a SharePoint site where you intend to create the KPl and a SharePoint list

containing the data to report on. We will use the SharePoint site and Sales data list from the
previous recipe for illustration.

You will need the Design or Full Control permission level to run this recipe.

How to do it...

1. Navigate to your SharePoint site. Open the Site Actions menu and then click on
More Options. Filter the list of available content by the List type and then choose
Status List.

2. Name the list Sales Status and click on the Create button.
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Chapter 7

3. Once the Status List has been created click on the New link and select SharePoint
List based Status Indicator.

Mew |- Agtiar Seftings -

SharePoint List based Status
Indicator

Create a new Status Indicator
using data from SharePoint
Lists

Exeel hased Status Indies
Create a new Status Indicator
using data from Excel Services

Il

SQL Server Analysis Services
based Status Indicator
Create a new Status Indicator
using data from SQL Server
Analysis Services

Il

Fixed VValue based Status
Indicator

Create a new Status Indicator
using manually entered
information

Il

4. Enter the Name for your indicator as Sales Targets.

5. You need to provide a link to the SharePoint list containing the sales data for your
indicator. Click on the Browse icon next to the List URL text box.

Sales Status - New Item

Mame and Description

Name
Enter the name and description Sales Targets
of the indicator,

Deschptien
The description explains the
purpose or goal of the
indicator.

Comments
Comments

Comments help explain the
current value or status of the
indicator.

Indicator Value o .
SharePoint List and View:

The indicator value is the o L

number that tracks the List URL:

progress toward the goal of

this indicator.

For example, the indicator Examples:

value may be: http://portal/site/list/Allltems.aspx
or /fsite/list/Allltemns.aspx
Vi *

The number of issues that are
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Gaining Insights—Using SharePoint for Business Intelligence

6. The Select an Asset - Webpage Dialog is displayed. Select the Sales list and click
on the OK button.

'ﬁCcntent and Structure Reports Type Title Modified Created By
4 Customized Reports =
| Content and Structure Reports
|ih|Dashboards "
21 Data Connections b] Customnized Reports
3 Documents (]
Form Templates
H e 23
L5 Images
4Pages a =
Egpa‘formancePclnt Content h]
'ﬂReusabIe Content &
= 3
[[|5ales
[iZ|sales status . rRE
ﬂSampIE Indicators ?9 PerformancePaint Content
4 Site Collection Documents T e T
5[4 Site Collection Images il
» [E} Style Library 3
& Workflow Tasks [ Sales Statns
ﬂ Sample Indicators
¥ |y Site Collection Documents 6/16/2011 5
Locztion (URL): /demos/bi/Lists/Sales/Allltemns.aspx a

[ oK | Cancel |

7. Ensure that the View: is set to All Items and then select the Calculation using all list
items in the view option.

Select Sum from the drop-down list of calculation types.
9. Select Net Sales from the list of SharePoint columns.

10. Under Status Icon Rules select Better Values are higher.

M For this recipe, the higher the Net Sales figures are the better!
Q You might choose lower in other scenarios, for example if KPl was
displaying data on the number of accidents in your workplace.

11. Finally we need to manually enter our target values. Enter 20000 for the warning and
40000 for the goal.
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Chapter 7

wvalue:

1) Select the SharePoint list
that contains the information
for calculating the value of this
indicator.

2) Select the view of the list
that contains the items for
calculating the value of this
indicator, Views can be used
for selecting a subset of items.

3) Spedfy the calculation to
perform for the value of this
indicator. Choose summary
calculation to set the goal to
be the total, average, minimush
or maximum of a numerical
column,

Status Icon

The status icon rules determine
which icon to display to
represent the status of the
indicator.

For some indicators, such as
"The percentage of tasks
completed', better values are
usually higher.

I n

) Percentage of list items in the view where
Select column...

is equal to

And @ Or
Select column...
is equal to

@) Calculation using all list iterris,in the view

Sum El

of
Net Sales

Status Icon Rules:

Better values(are [higher =]

Display 0 when value has met or exceeded goal

40000

Display /A when value has met or exceeded warking 20000

Display 0 otherwise

12. Click on the OK button.
13. The Sales Targets KPI is displayed as a green dot because the current Value of Net

Sales is 61,000, which exceeds the Goal of 40,000.

Row |3 3| Navigate Up Current Page link  Feed Workspace Outlook  Excel Open schedule Settings
Datasheet Manage Views Share & Track Connect & Export Settings
New = Actions ~ Settings ~ View: | Stat|
Indicater Goal Value Status
Sales Targets 40,000 61,000 Q

Key Performance Indicators provide valuable summary information in a single row of a
SharePoint list. In our example, the Sales Director can see instantly if the Net Sales target

is being met or not. KPIs are ideal for use in management dashboards to present high-level
summary information which can then be used make key business decisions. You can add as
many different indicators to the list as you need.
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Gaining Insights—Using SharePoint for Business Intelligence

1
‘\Q You may see KPIs referred to as Status Indicators in

SharePoint 2010.

We can use the Status List Web Part to show the Status Indicator alongside the chart we

created in the previous recipe. Edit the page containing the Chart Web Part from the previous
recipe, select the Insert tab from the ribbon, and click on Web Part. Filter the list of available
Web Parts by the Business Data category, select the Status List Web Part, and click on Add.

Editing Tools
Site Actions ~ @8 [  Browse Page  Publish [ ETETE Il (ST

G N E/BWiD

£ P - =g =3 o -

Table Picture Video and Link Upload Reusable Web Euisting New
- Audio - File Content's  Part / List List

Tables Media Links Content = Web Parts

Categories Web Parts

| Lista-and-Lih[aries i' _éﬂ Businesz Data Actions ’ eHrmicatr-Batails
[_“] Business Data (G Business Data Connectivity Fiter (2] Status List

ﬁ Content Roliup [E] business Data tem @ sio '.-'a;&b-,:c'c'é.'ss

CH Fitters El_] Business Data ttem Builder

Cd Forms _éﬂ Business Data List

A Media and Content El_] Business Data Related List

£ Outlook Web App | B chart Web Part

A PerformancePoint EJ Excel Web Access

ES poncah

Upload a Web F;art hd

Once the Web Part has been inserted into the page, open the Web Part Tools Pane and enter
the link to the Status List you created earlier. Once you've finished configuring the available
options, click on OK at the bottom of the pane.
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Chapter 7

4 Status List x

»

Key Performance Indicator List

ndicator List:
Jdemos/bi/Lists/Sales Status

q

Change Icon:

Default [=]

[C] Show Only Status Icon

[ Show Only Problems

Your Sales Indicator is now displayed alongside the pie chart we created in the previous
recipe. You have now created a dashboard showing Net Sales targets alongside a chart
of the raw data!

Data & Appearance  Adwvanced Properties

Net Sales by Region

Status List
,_E] Show Only Problems

Indicator Goal Walue Status

Sales Targets 40,000 61,000 @

M The KPI is hooked up to the data in your Sales list in real time. Try changing
Q the value of Net Sales for the South region to 11,000 and see what happens
to the Indicator.

See also

» Creating a chart using the Chart Web Part
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Gaining Insights—Using SharePoint for Business Intelligence

Creating an Excel spreadsheet to run on the

server

In this recipe you will see how to upload your spreadsheet to the server and use the Excel Web
Part to expose its information within your SharePoint pages.

Getting ready

This recipe works for:

» SharePoint 2010 Enterprise Edition
» SharePoint 2010 Online (Office 365 Edition)

You will need an Excel spreadsheet (containing your data) and a SharePoint site with a
document library where you wish to upload your spreadsheet. Excel services will need to be
enabled on the server and the document library set as a trusted location (check with your
SharePoint administrator if you are unsure about this).

To publish and upload the spreadsheet you will need Microsoft Excel 2010 and the Contribute
permissions level.

For the second part of this recipe you will need a SharePoint page where you wish to insert
the Excel Web Part.

You will need Design or Full Control permission level to insert the Excel Web Part onto the
SharePoint page.

For illustration, | have populated a spreadsheet with sales for various bike products
using the data from an Adventure Works sample database freely available at Codeplex
(http://msftdbprodsamples.codeplex.com/). The spreadsheet is shown in the
following screenshot and is available in the download file available for this chapter.

Downloading the example code

purchased from your account at http: //www.PacktPub. com. If you
purchased this book elsewhere, you can visit http://www.PacktPub.
com/support and register to have the files e-mailed directly to you.

.\‘Q You can download the example code files for all Packt books you have
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X |9 - |=
Home Insert Page Layout

Bookl - Microsoft Excel

EIVOTENArGIools

Formulas Data Review View Design | Layout Format
m 1] ? === = |
ﬂ [FEE! = - i e === Gl ™\ =
1 A S0 | cus eus o
Change Save As Switch Select Sa) Pt} 2%
Chart Type Template = Row/Column Data - 3 |
Type Data Chart Layouts Chart Styl
Chart1 - £ |
| A B C D E E G H 1 J
1 Row Labels T Sold
. ary | oty Sold
2 Mountain-200 2477
3  Mountain-400-W 543
4 Mountain-500 485
5 Road-250 706
6 Road-350-W 935 Model =Y
7 |Road-350-W 1033 H Mountain-200
8 Road-750 1467 B Mountain-400-W
9 Sport-100 16465 5
B Mountain-500

10 |Touring-1000 1289
11 Touring-2000 387 W Raad: 250
12 | Touring-3000 553 = Road-350-W
13 Grand Total 26340 = Road-550-W
14
15

How to do it...

Chapter 7

1. Upload the spreadsheet to your SharePoint document library (Refer to Chapter 4,
Uploading an existing document to a document library, if you need instructions on

how to do this).

o o M wbd

click on the Add button.
7. The Excel Web Part is inserted in the page. Click on the Click here to open the tool

pane hyperlink.

Navigate to the page where you wish to display the spreadsheet information.
Click on the Edit button on the Page ribbon.

Locate the cursor where you want to display the spreadsheet.

Select the Insert tab of the Editing Tools ribbon and click on the Web Part button.

Click on the Business Data category. Choose the Excel Web Access Web Part and
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8. The tool pane opens. Click on the browse icon to the right of the Workbook field.

4 Excel Web Access
ader

workbaok Display

add & Web Part workbook:
I — |
(=l Excel Web Access - Marned Item:
[
SEIeCt a WorkbOOk Toolbar and Title Bar
_ To display a workbaok in this Web Part, you must first select the warkbook. Title Dar:
o= To select a workbook, open the tosl pane, and then adit the workbook property, Click hers to open the tool pane. ¥ Autogensrate Weh Part Title

How do I connect this Web Part to a workbook?
¥ Autogenerate web Part Title URL

Type of Toolbar:

o

Toolbar Menu Commands:

¥ Open in Excel, Download & Copy, Dow

¥ Refresh Selected Connection, Refresh

¥ Caleulate Workbook

W Mamed Iterm Drop-Down List

Navigation and Interactivity

9. The Select an Asset - Webpage Dialog is displayed. Navigate through the site
hierarchy (in the left pane) to locate the document library which contains your
spreadsheet.

10. Select the spreadsheet from the list of contents (in the right pane).
11. Click on the OK button in the Select an Asset - Webpage Dialog.
12. Click on the OK button in the Web Part Tools pane.

13. The spreadsheet is now displayed on the page.

Web Part Tools

Adrian Colguhoun -

Browse Page Publish Options
=] Excel Web Access - Sales Figures -
|"_—(|0pem inExcel | [#]Data ~ @3 Find
A B C D E F G H I ] K
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3 Mountain-400-W 543
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11 Touring-2000 387 Rozd-750
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Chapter 7

Excel is the Power User's data analysis tool of choice. That's why Microsoft created Excel
Services to provide special support for Excel in SharePoint. Excel Services allows you combine
the power of Excel with all the benefits of SharePoint by creating spreadsheets that run on
the SharePoint server. Excel Services allows Excel spreadsheets to be rendered in the

web browser.

In this recipe, we first upload a spreadsheet in to a document library. By adding the
spreadsheet to SharePoint we can take advantage of all the normal SharePoint document
management features such as check in/out, versioning, content approval, security
permissions, and so on that we have covered earlier in the book. If you click on the
spreadsheet in SharePoint 2010, it will open and display in the web browser by default.

SharePoint 2010 includes the Excel web application that allows you to open

spreadsheets directly in the browser. If this is configured and enabled on your
s\l document library, clicking on the spreadsheet that you uploaded will open it

in the web browser. The Excel web application is turned on in Office 365 by

default. If you want to check this setting on your document library, look at

the Opening Documents in the Browser property on the Advanced Settings

page for the list.

We then use the Excel Web Part to insert and display the spreadsheet data directly into a
SharePoint page. This allows site visitors to easily view and interpret its information. Under
the covers, SharePoint uses Excel Services to display the spreadsheet. The Excel Web Part
is a great alternative to e-mailing spreadsheet reports around the organization and always
wondering if you have the latest version.

\ To display a spreadsheet in the browser it must be added to a trusted
~ location. All SharePoint 2010 document libraries are trusted locations by
Q default. However, your SharePoint administrator may have changed this
setting, so check with them if you encounter problems.

There's more...

Excel includes some great data visualization and charting features. Wouldn't it be great if
you could include those charts in your SharePoint pages? Of course you can do this too. Add
another Excel Web Part your page and select the Sales Data spreadsheet as before. Then
enter Chart 1 in the Named Item textbox and click on the OK button. This second Web Part
only shows the chart from your spreadsheet, not the complete workbook as we had before.
You can use this technique to display charts, pivot tables, named ranges of cells, and so on
throughout many SharePoint pages, all powered from the data in a single spreadsheet that
you upload to a document library.
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a1

If you don't like the name Chart 1, open your spreadsheet in Excel 2010,

~ select the chart and then select the Layout tab in the ribbon. At the right-hand
end of the ribbon controls you will see a Chart Name textbox. Type the new
name of your chart here and then save your spreadsheet back to SharePoint.

Controlling what gets published to SharePoint

You may not want everything in your spreadsheet to be available in SharePoint. The trick is to
specify which items that you want available to Excel Services (charts, named ranges, and so
on) when you save the spreadsheet back to the SharePoint server.

First click on the Sales Data spreadsheet in its document library. The spreadsheet will open in
the browser. Now select the Open in Excel button (top left of the spreadsheet) and select edit
mode if prompted. The spreadsheet will open in Excel 2010.

Navigate to the backstage view (File tab) and select the Save & Send and then Save to
SharePoint option. Select the Publish Options button on the right-hand side of the

backstage view.

a Home  Inset  Pagelayout  Formulas  Dats  Review  View  Adddns  Team

| save
- Save & Send
Bl save s
5 Open Ur_ i Send Using E-mail
[ Close
Q Save to Web
Info .
Srd Save to SharePoint
New U] send by Instant Message
M File Types

A; H Change File Type

g Create PDF/XPS Document

Help

] Options

Save to SharePoint
Save to a SharePoint site to collaborate with other people an this workbook.

Fpublish Options

Current Location

Shared Documents
| hitp://intranet.id-live.com/sites/chapte..
Recent Locations

Shared Documents Shared Documents
= http://intranet.id-live.com/sites/chapte.. = hitp://intranet.id-live.com/sites/sta/Sha,

Shared Documents shared documents
21

Shared Documents Content Approval Only

The Publish Options dialog box will be displayed. You can use this dialog to select which bits

of your spreadsheet will be available in SharePoint. Change the drop-down list to ltems in the
Workbook and ensure that Chart 1 is selected. Click on OK to close the dialog and then click
on the Save button to save the spreadsheet back to SharePoint. Now only Chart 1 is available
for viewing in SharePoint, not all the workbook items that were previously available by default.
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Unsupported features

Excel Services support most, but not all the features that you find in Excel 2010. Where
unsupported features are detected, Excel Services will add a yellow warning bar at the top of
the spreadsheet, but will still attempt to display the spreadsheet's information. Depending
on how your connections are configured, functions such as the external data ranges (query
tables) are not supported, so the spreadsheet will only show a snapshot of data based on
the last time the connection within the spreadsheet was refreshed. In this case, the external
data can be refreshed by opening the spreadsheet in the Excel 2010 client, refreshing the
connections, and then saving it back to SharePoint.

» Uploading an existing document to a document library, Chapter 4

Creating a report using Report Builder

If you need a traditional tabular report in SharePoint, then build it using Reporting
Services. This recipe demonstrates how to create a simple report using the Report
Builder 3.0 application.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation
» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition

You will need an instance of SQL Reporting Services that has been configured and integrated
with your SharePoint environment.

This recipe uses a SharePoint site created from the Business Intelligence Centre template
(only available with SharePoint 2010 Enterprise) for illustration as all the required business
intelligence features are automatically enabled on this site. However, any type of SharePoint
site can be used, but the required features will need to be enabled manually.

You will need a document library with the Report Builder Report and Report Builder Data
Source Reporting Services content types enabled on it.

Report Builder allows you to use a variety of data sources including SharePoint lists and SQL
Server databases. In this recipe we connect to the Sales SharePoint list we created in the first
recipe of this chapter. Modify the list to add an extra number column (Sales Target) and add a
value of 10000 to each of the four rows in the list.
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How to do it...

1. Navigate to your document library (Customized Reports if you are using the business
intelligence site). Select the Documents tab of the Library Tools ribbon.

2. Open the New Document menu and select the Report Builder Report option. The
Report Builder 3.0 application will now load on your computer. If you receive a
security prompt click on the Run button.

Library Tools
stescions -t _ oo [T
j ﬁj _iq Check Out
L - {3 Check In
Mew Upload Mew Edit View
Document ~ Document ~ Folder Document Discard Check Qut  Properties Prf

Create a new document.

I @l Document oen & Check Out

MName

Report Builder Report
Create a new Report Builder,

L. |5 toshow in this view of the "Reports™ doaur
Report Builder Report

| ! Create a new report data source,

Data Connections

3. From the Getting Started screen (this screen can be turned off once you get more
familiar with Report Builder) select New Report and click on the Table or Matrix

Wizard option.

Untitled - Microsoft QL Server Report Builder P ~ R &

Insert Vigw

1pt Merge

Run | Paste | bl Getting Started

Create a repart from a wizard or from a blank report,

Wisws Cliphy
T New Report
| X
GRS Display data from various
New ~ Edit.. L i" data saurces in tables, 8 | —71 Table or Matrix Wizard — ‘ - )
=TT ‘ == charts, and other formats. ‘ | ;4\ Guides you through choosing the data source connection, layout, and style for a table A .
armatrix report — (=
. | EE
| MNewDataset g Chart Wizard By (Med
i share queried data among il&\, Guides you through creating column, line, pie, bar, and area charts.
L. Dataset: multiple reports,
Open

Open & saved report,

5 Mep Wizard
@\ Displays report data against a geographical background,
Blank Report

. Recent
/ Open arecently used report.
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4. The New Table or Matrix, Choose a dataset dialog is displayed. A dataset is required
to provide data for the report. As we don't have one yet, Select Create a dataset and
click on the Next button.

5. The Choose a connection to a data source dialog is displayed. A dataset is created
from a data source, but as we do not have a data source either, so let's create one
now. Click on the New button.

6. First enter Sales as name for your data source (this name can be anything you like),
select SharePoint List as the connection type.

7. Type the URL to the SharePoint site that contains your Sales list (for example,
http://portal.demolab.local/demos/bi) in the Connection string textbox.

Data Source Properties

General

Credentials

Change name, type, and connection options.

) Use a shared connection or report model

@ Use a connection embedded in my report

==l

connection typer
[Microsoft Sharepoint List )

Connection string:

http:_a'_a'portal.demolab.local_a'demos_a'bﬂ

|:| Use single transaction when processing the queries

Build...

Test Connection

8. Select the Credentials tab and select a value suitable for your environment. This
recipe uses the Use current windows user option. Another setting may be more
appropriate in your environment, see the How it works section later in this recipe

for more details.

9. Click on the OK button.

10. Your new Sales data source will now appear in the Choose a connection to a data
source screen. Ensure the Sales data source is selected and then click on the

Next button.
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11. Now we select our dataset (the SharePoint list which contains our data). Select the
appropriate SharePoint list (Sales in our example) and click on the Next button.

Mew Table or Matrix ===
Design a query

Build a query to specify the data you want from the data source.

3 Edit as Text 55 Import.. | = Show Hidden Fields | [P Run Query

SharePoint Lists Selected fields X 2
1 Images | s &
2 Lo amng oen e __________________________|
1 Long Running Operation Status Title =
1 Master Page Gallery Region
=1 Notification List Mt Sales
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=1 PerformancePoint Content Sales Target
= Quick Deploy Items D

Relati hips List
I Relationships List Content Type

| L1 Reports ]
["1 Reusable Content RAodifiod :
v| sal Applied filters “F N
R &s Status

; 712 sample Indicators fieldiname Operator  Value Parameter

] site Collection Documents

=] site Collection Images

= selution Gallery

1 Style Library

1 Suggested Content Browser Loca
1 TaxonomyHiddenList

21 Theme Gallery

=TT

m

F] m v

Query results ¥

[ <gacl ][ wet> | [ Jeancer |

12. Now we choose fields and the layout for our tabular report. Drag the Net Sales and
Sales Target fields into the Values box and drag Region into the Row Groups box.

13. Click on the Next button.

Mew Table or Matrix (=)
Arrange fields

Arrange fields ta group dsta in rows, columns, or both, and choose values to display. Data expands across the page in calumn groups and
down the page in row groups. Use functions such as Sum, Avg, and Count on the fields in the Values box.
Available fields T} Column groups
Title
Region
Net_Sales
Sales_Target
i)
Content_Type
Modified
Created
Created_By
Modified_By

Version
Attachments [i=] Row groups Values
Edit_link_to_edit_item_

’ : Region Sumiet_Sales) -
Title_linked_to_item_ N
Title__linked_to_item_with_edit_me. Sl kT el e
Type__icon_linked_to_document_

Ttem_Child_Count
Folder_Child_Count

<Back [ new> | [ cance
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14. Now you can choose how you wish totals and subtotals to appear on the report. A
preview of what the report will look like is shown in the Preview box. As we're using a
list with limited data we have no further options for customization so just click on the
Next button.

New Table or Matrix [l
Choose the layout

If you choose to show subtetals and grand totals, you can place them above or below the group. Stepped reports show hierarchical structure
with indented groups in the same column.

Options: o
4{ If you choose to show subtotals and grand totals, you can place them above or below the groy

Show subtotals and grand totals

NetSales |Sales Targe
[Sumi(Net_Sale: [Sum(Sales_Ta

Blocked, subtotal below

Blocked, subtotal above
Stepped, subtotal above

Expand/collapse groups

[ <Back [\w Cancel

15. Finally, you can choose a color scheme for your report. Select Slate and click on the
Finish button.

16. The basic report is now displayed in Report Builder. We can now use the Report
Builder tools to make further enhancements to it.

17. Resize (drag) report detail table out to meet the right-hand edge of the page.
18. Change the text Click to add title to Sales Targets by Region.
19. Click on the Run button.

\ ) Unttitled - Microsoft SQL Server Report Builder
= i & sQ 5 e
N
| Home | msert  view w
E = & [ 1 1ot~ sl - ||| S Meroe
alp) ) ! ,
att . B i Split
Run_sgpaste B || A A | iz | 2 e e Bl S8
|- Align ~
Views | Clipboard Font Border e} Number Layout
Report Data S RN S W R e

New - Edit.. X o+ =
{3 Built-in Fields
3 Parameters

3 Images | i Sales Target
B ?:::21.:5 * |[Region] [Sum(Net_Sales)] [Sum(Sales_Target)]
by ki [Sum(Net_Sales)] [Sum(Sales_Target)]

=-L7] DataSetl
L Title

Region
Net_Sales
Sales_Target
D
Content_Type
Modified
Created
Created By
Modified_By

Version
i) AHtachments
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20. The reports will display the list data as it will be presented to our users.

@ e 3 Untitled - Microsoft SQL Server Report Builder Gl
T @
M’ [ 1 4% Refresh . i:__!é Th _ﬁ |5 Document Map || —| |
it | b ; il t@ aall ail -
Design | Zoom | First Previous © e Mext  Last % Stap Print  Page  Print Export || 5@ Parameters r
. i Back Setup Layout &
Views Zoom Navigation Print BExport Options 1

Sales Targets by Region

Sales Target

38000

7/30/2011 10:56:42 AM

[t Current report server http://portal. demolab.local/demos/bi

21. Click the Save icon at the top of the screen to save the report back to SharePoint.
Select the document library (AnalyticsReports) where you want to save the report. If
the library you need isn't displayed click on the Recent Sites and Servers option.

22. Provide a suitable filename for the report (for example, cookbookSSRS.rdl), and click
on the Save button.

' We need to specify the location to save the report, because
~ we are using Report Builder for the first time. When you
Q work with subsequent reports, Report Builder will have your
location listed for you.

23. Your report is saved to your SharePoint reports library. Click on X (top right-hand side)

to close Report Builder.
24. To run the report, click on the report hyperlink from the document library.
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Chapter 7

Another great business intelligence tool at the disposal of the SharePoint user is SQL

Server Reporting Services (SSRS). SSRS is part of MS SQL Server, but it is integrated with
SharePoint to provide Power Users the ability to create a variety of reports and charts and
display them on a SharePoint page. SQL Reporting Services is a professional reporting tool,
which has been available for many years. Historically a developer was required to create
reports. Now the combination of SharePoint integration and the Report Builder tool makes it
easy for Power Users to author and deploy them. Reports can be created across a range of
data sources (lists, databases analysis services cubes, and so on) and then published out for
authorized end-users to consume.

Regardless of the data source used, conceptually the reporting process is the same. First
select a report type, then select a data connection, create a dataset, design the report, and
then save it to SharePoint.

One area that may trip you up is if you forget to set the credentials for your data connection. In
a production environment you may simply be reusing data connections that an administrator
has created for you, in which case everything will work fine. However, if you create a new
connection you will need to specify one of the credential options. Depending on how your
environment has been configured you may pass the identity of the current user through to

the report, prompt the person using the report to enter credentials, always run the report as

a particular user, and so on. Selecting the correct option is important to ensure that you don't
make data visible in a report that users would not normally have permission to see. Get your
SharePoint administrator to help you on this and always test your reports thoroughly.

There's more...

Report Builder is a great tool for building professional, print quality style reports, which can
be made available through SharePoint on demand. Reports can also be scheduled to run

at specific times and users can be alerted when their report is ready. Reports on large data
sources can also be processed out-of-hours and made available as a snapshot so users do
not need to wait for the report to be processed when they need it. Report Builder reports also
have a wealth of export options to formats such as PDF and HTML. Report Builder also has a
wide range of great-looking charts, gauges, and maps.
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A map report can use geographical data to perhaps show the locations of your best sales
overlaying a Bing Maps background.

» Creating a chart using the PerformancePoint Dashboard Designer

Creating a chart using the PerformancePoint

Dashboard Designer

PerformancePoint Services provides the ability to create a wide range of charts, KPIs,
scorecards, and filters, and integrate them all together in a dashboard. In this recipe we
learn how to use the Dashboard Designer tool to create and deploy an Analytic Chart to a
SharePoint page.

Getting ready

This recipe works for:
» SharePoint 2010 Enterprise Edition

You will need SharePoint 2010 Enterprise with PerformancePoint Services configured. You will
require a SharePoint site created from the Business Intelligence Centre template.

You need a compatible data source such as a Microsoft Analysis Services OLAP cube. In
this example, we use the AdventureWorks Analysis Services database for illustration from
(http://msftdbprodsamples.codeplex.com/).

You will need a SharePoint page that you want to insert your chart into.

How to do it...

1. Navigate to the Data Connections library in your SharePoint site. Select the
Documents tab of the Library Tools ribbon.

2. Select PerformancePoint Data Source from the New Document menu.

3. Dashboard Designer will open on your machine. If you receive a security prompt click
on the Run button.
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4. The Select a Data Source Template is displayed. Select Analysis Services and click
on the OK button.

5. You will now need to provide the details of your data source. This recipe demonstrates
connecting to the AdventureWorks Cube. Provide the Server, Database, and Cube
details that match your Analysis Services database settings. We set the authentication
to be Unattended Service Account, which means SharePoint will always connect to the
cube using a dedicated account as opposed to the user who is logged in.

6. You may also change the name of the data source from New Data Source (left pane)
and then click on Save (top of the screen).

1
‘Q Use the Test Data Source button to check you have entered the

correct details.

@ E] Untitled

=

| Home | Edit Create
Cut ¥ Add Lists | [%F Properties X Delete 9 compare item _T'J
=
b1 i - Validate Item =l

53 Copy O Remove Permission: Validate Item
Paste R Add g $ ¢ ) Import
Items (] Refresh Ji Rename |3 Mark Differences  Items
Clipboard Workspace Ttem Changes Import

Workspace Browiser <« Editor Properties Time

| T4 UntitledWork:
Bl e Y asbaes (<) PPS Data Source

o (5] Patren
Connection Settings

@ Use Standard Connectio
-
Server: / DEMOVM-ADSQL

\
Database: |Advenmra Works DWW 2008R2 SE

Rales: _—
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Connection String:

Data Source Settings

Authentication: &Unan&nded Service Account )
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7. Now that we have a data source, we can create our chart. Charts are stored in a
PerformancePoint Content list, which you will have in your Business Intelligence
Centre SharePoint site. We need to add this to Dashboard Designer. Click on the Add
Lists button from the Dashboard Designer ribbon, select your PerformancePoint
Content, and click on the OK button.

p el @ E Untit

— [ Home | Edit__—create

& Cut B fux] Add Lists @ Properties 7% Delete _ﬂ Compare Item |
Pa;te‘ =3 Copy ﬂdd‘ IW @Permissicns izl Validate Item ImE;ort
P n

Items #] Refresh =] — -

Clipboard Workspace —— |
Workspace Browser « “Editor i
¥, ; = |
il - |

| PPS Data Source Connectiol
@ Use 51l
Serve
Databyi| :
Roles
7 Use e
Conngjl
Cube: :
Authenti
All users connect using the Unattended Service Account,
) Unattended Service Account and add authenticated user

The PerformancePoint Content list will now appear in the Workspace Browser on

the left panel within Dashboard Designer. Click the Create tab on the ribbon, and

select Analytic Chart.

(/_i,.\ Il i Untitled - Dashboar
Home Edit | Create |
Laj ? = 13l e =5 =
= 4 | = ") 1
[ o i |55 - LS il
Dashboard Scorecard KFPI Filter Indicator Da Strategy KFI Reporting  Other
Sourc Map Details  Services Repaorts
Dashboard Items Reports
Workspace Browser « SharePaint | ol AAnalytic Chart
7 . Create an interactive bar, ling, or pie
] UntitledWorkspace chart of cube data.
= (5] Data Connections PerformancePemcorerc
E MName Type Description
[ PerformancePaint Content
M
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9. Next, select the data source we created previously and click on the Finish button.

Create an An-a_lylic Chart Raporlv: -. ; : g

78 Select a Data Source
@] Select a data source to use for this analytic chart report.

_ SharePoint Site | Workspace

Create report

t;, Toggle View }E Expand Al F= Collapse Al

Persan

. I
Name Type Description Responsibl Modified i

3 Coaractio Library
F PPsData Source Analysis...

< 1 ’

10. You are now presented with a design view for the chart. This will be blank until we
drag on some measures and dimensions from our cube. From the Details pane on
the right, expand the Measures group and drag GrossProfit onto the Series section
of the report. The chart will update but there will be nothing visible just yet.

Design Query | Properties | Details

.;‘:(-;;. New Repor‘t {All Measure Groups)

= Eu Measures
©  Average Sales Amount
o Average Unit Price
@ Customer Count
©  Discount Amount

© Discount Percentage
o Extended Amount

o Freight Cost
@ Gross Profit
!ﬁ’ o 085 PTO argin

There are no data columns to display. o Growth in Customer Basl
o Internet Average Sales
o Internet Average Unit P|
o Internet Extended Amoi
© Internet Freight Cost
o Internet Gross Profit
o Internet Gross Profit Maj
o Internet Order Count
o o Internet Order Quantity]
Series Bottom M Background © Internet Ratio to All Pros
a x @ Internet Ratio to Parent
o Internet Sales Amount
o Internet Standard Prod
O Internet Tax Amount
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Gaining Insights—Using SharePoint for Business Intelligence

11. Expand Dimensions from the Details pane, and drag on a dimension (here we drag
on Country from the Sales Territory dimension). Now we have at least one series and
data for both axes, the chart will display. The initial look of the chart will depend on
the way the cube is configured.

Design Query Properties Details

{ (_ ) NEW Repor‘t [(AII Measure Groups)

;) Measures

5.0M =] Tc.g Dimensions

17 Customer

14 Date

L,é Delivery Date

E Employes

1" Geography

E Internet Sales Order De|

E Product

W Gross Profit 1% Promation

17 Reseller

E Reseller Sales Order De|
28 Sales Channel

17 Sales Reason
E Sales Summary Order D)
= E Sales Territory

P )
Australia France NA United States g, _Sales Territory

4.0M

3.0M

2.0M

1.0M

0.0M

Canada Germany United Kingdom
8
Series Bottom Axis Background 22 Region
GrossProfit LAl Sales Territory Country v X L@ Ship Date

E Source Currency
ji Mamed Sets

12. There are a number of options on the Edit tab of the ribbon to alter the look of your
chart. You can also change the name of the chart through the Properties tab above
the chart. When you're happy with the chart, click on the Save icon to save the chart
back to SharePoint.

13. Optional: save the work we have done to a local workspace file (we will use this in
the next recipe). Click on the Office button in the top left to reveal the file menu and
select Save Workspace As.

14. Optional: Give your workspace a filename and save it to a location on your computer.
15. Exit Dashboard Designer.

16. Navigate to and edit the SharePoint page you wish to insert your chart into.

17. Select the Insert tab of the Editing Tools ribbon and click on the Web Part button.

18. Filter the list of Web Parts by the PerformancePoint category. Select the
PerformancePoint Report Web Part and click on the Add button.

19. Click on the Click here to open the tool pane hyperlink.
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20. Click on the orange browse button located to the right of the Location field at the top
of the pane.

o Ty — ABG o &
H | Vedsna T S IRD a, L&‘I
: n Low == g : . & seea.
SmedOue Creckin Fute 0 B 7 Daex, x WA EEIE Suies  Speling Mariue < ima-
i 2 e : i
Status: Checked out and editable.
« PurformancePomnt Report x]
PrerforrancePont Chist e
. N
Parfermanceroint Report - @ Apuearance
rite
Select a PerformancePoint Report PerfarmancePont Report
Co - 5 Heght
Punels -
= of
Width
ced wid
Fivel =]

21. The Select an Asset - Webpage Dialog is displayed. Navigate to the list containing
your chart item (PerformancePoint Content) and select the PerfomancePoint Report.

22. Click on the OK button to return to the tool pane.

23. Give you chart a suitable title in the Title textbox.

24. Click on the OK button to close the tool pane. The chart will be displayed on the page.
25. Save the SharePoint page.

Site Actions ~

Chapter 7 » PerformancePoint Chart
A site collection for demoing Business Intelligence features.
Chapter 7 Chart Recipe | PerformancePaint Chart
Lists .
Chapter 7 PPS Chart Recipe
Sales
5.0M
Sales Status
Dashboards
Data Connections 40m
Libraries
PerformancePoint
Content
3.0M
Ml Gross Profit
2.0M
) . . . l
0.0M
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Canada Germany United Kingdom
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A PerformancePoint Analytic Chart is a great way to visualize an Analysis Services Online
Analytical Processing (OLAP) cube. Dashboard Designer provides a Power User with the
ability to quickly build a chart from a cube without any knowledge of MDX (the OLAP query
language). Any charts that are created are saved to SharePoint in a special PerformancePoint
Iltems list where they can be managed like any other list item. PerformancePoint also provides
a suite of Web Parts, one of which can be used to display the charts.

There's more...

In addition to bar charts, a chart can be displayed in a number of ways including stacked bar,
line, pie, or tabular. There is also some control over the appearance such as font color and
size, sorting/filtering, and legend position, however, the display options are not as extensive
as Excel Services or even the Chart Web Part.

The chart does have an interactive menu system, where the user can perform a number of
options such as drill-down, filtering, changing the chart type on the fly, and launching the
Decomposition Tree, which provides another Silverlight-driven visualization for the user!

See also

» Building a PerformancePoint business intelligence dashboard

Building a PerformancePoint business

intelligence dashboard

In the Creating a chart using the PerformancePoint Dashboard Designer recipe we
demonstrated how to create an analytic chart using Dashboard Designer. However, this

tool allows you to create many items (charts, KPIs, filters) and bring them all together in a
dashboard. Your dashboard can be organized and deployed to SharePoint right from within
Dashboard Designer, providing an alternative to manually configuring Web Parts as we did in
the previous recipe.

Getting ready

This recipe works for:
» SharePoint 2010 Enterprise Edition

This recipe requires a SharePoint Enterprise environment with PerformancePoint
Services configured.
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You will require a SharePoint site created from the Business Intelligence Centre template as
this contains all the lists and content types required for this recipe.

You will need access to the Sales SharePoint list and AdventureWorksOLAP cube data
sources, which we have used in previous recipes.

You will need to know the URL of your Reporting Services Report Server (if you do not know
this, your SharePoint Administrator should be able to help).

You will need the Dashboard Designer Workspace that was created and saved at the end of
the previous recipe.

Finally, you will need the Microsoft Report Viewer 2008 installed on your computer (http://
www.microsoft.com/download/en/details.aspx?displaylang=en&id=3841).

How to do it...

1. Locate the Dashboard Designer workspace file that was saved at the end of the
previous recipe. Double-click the file to open it in Dashboard Designer.

This is the quickest way to maintain your dashboards in
M SharePoint, as the workspace file understands all the
Q PerformancePoint lists and libraries you are working with.
Dashboard Designer should now open at the point we
finished the previous recipe.

.'/ i."- e Ij A CookbookChapter?.ddwac- Dashboard Designer
| gBl=f
| Home | Edit Create
% Cut ‘f“_“‘l Add Lists “3 Properties X Delete | Compare ltem 1l
|
=3 Copy i Remove b Permissions i Validate liem =
Paste Add - ) Import
ttems 2 Refresh T rename [ Mark Differences Items
Clipboard Workspace Ttem Changes Import
| Workspace Browser < | ‘SharePaint i Workspace |
2] cookbookChapter7.ddva .
o [ Dak: Cornechions PerformancePoint Content
i_J PPS Data Source Mame Type Description
=] __El I?Ie-rformanceF‘omt Content _QJ PPS Report Analytic Chart
%] PPs Report

2. Now we will add the Report Builder report we created in a previous recipe. Click on
the Create tab on the ribbon and select the Reporting Services button.
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3. Aform will appear requiring details of the location of your report. The keyboard cursor
should be placed over the name of your report in the Workspace Browser pane on
the left. Give your report a suitable name.

Set the Server mode to SharePoint Integrated.

5. Set the Server Name to the URL for your Report Server. Typically, this will be in the
form http://<servernames>/reportserver.

6. Type the full location of the report we created in a previous recipe. This will be in the
form http://<sharepointsites/<reportslibrarys/<reportnames.rdl

7. Click on the Preview button to show your report in the preview pane.

4/? Hid9o3 CookbaokChapter?.ddvoc- Dashboard Designer T

Home Edit | Create | Lol

m = 2 = W ¥ & P E al

Dashboard Scorecard KPL Filter Indicator Data Analytic  Analytic Strategy KP1 Reporting  Other
Source Chart Grid Map Details  Services Repaorts

Dashboard ltems Reports

‘Workspace Browser « ‘Editor | Properties ‘ Details £

ﬂ CookbookChapter7ddvx ‘(E" SSRS REPGH:

= 43l Data Connections
|1l PPs Data Source Report Settings 2

= [ PerformancePoint Content
| PPS Report

&) S5RS Report

Server mode: [SharaFoﬂtInbegrabed v]

Report Server LRL: http:/fdemovm-sps2010/reportserver

Report URL: http: f{portal. demolab.local fdemos bijrepor tsfcookbooks:
[] Show parameters
[] Show docmap
Zoom: [ 100 vl
Format: [HTMH.O X |
Section:
DocMap ID:

Report parameters

Name Value

Preview A

4 4 1 of1 b ki 100% - Find et B+ @) & B

Connected to: http://portal. demolab.local/demos/bi

M If you can't see your report preview, try either double-clicking the
Q chevrons in the top right-hand side of the Report Settings pane to
move out of the way, or scrolling down the page.
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8. We will now create the PerformancePoint dashboard. Select the Create tab of the
ribbon and click on the Dashboard button.

an -,‘H = B BClE | -": CookbookChapter7.ddwic- Dashboard Designer
= —
- Edit | Create |
:,H 5 - il B sl @ == @ =
Y @ o W 5 F EF a
Dashboard | recard KPL Filter Indicator Data Analytic  Analytic  Strategy KPL Reporting  Other
Source Chart Grid Map Details  Services  Reports
e Dashboard Items Reports
B " Editor Properties ‘ Details
| Create an interactive dashboard
containing scorecards, filters, and "
hete, (€) S5RS Report LN
|3l PPS Data Source Report Settings k ¥ |
=] E PerformancePoint Content \__..-':
%] Prs Report fieven 2
] 55RS Report 4 4 1 of1 b bl 100% = Find |next B~ @ & B
Sales Targets by Region

Sales Target

38000 40000

7i31/2011 9:03:42 AM

9. The Select a Dashboard Page Template dialog will be displayed. You will be

prompted to select a Dashboard Template. Select the template for 2 Columns
and click on the OK button.

Select a Dashboard Page Template @
Template: -~

(Ml )2 W =2 @ &

1 Zone 2 Rows 3 Columns 3 Rows Column, Split Header, 2
Calumn Calumns

2 Columns Dashboard

Create a new dashboard that has two vertical zones.
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10. The dashboard editor screen will now be displayed. Change the name of your
dashboard to something memorable.

11. Expand the Reports section on the right hand Details pane and then expand the
PerformancePoint Content icon. Both PerformancePoint reports created during
this chapter (the Analytic Report and your Report Builder report) should be visible.

12. Now drag each report to a zone on the dashboard screen.
13. Click on the Save icon to save your new dashboard item.

) CookbookChapter?.ddva- Dashboard Designer
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14. In the Workspace Browser pane, right-click your dashboard item and select Deploy
to SharePoint from the pop-up menu.

15. Select your Dashboards Library from the list presented and click on the OK button.
(When you create a SharePoint site from the Bl Centre template, a Dashboards
Library will be created for you.)
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perties ‘
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16. After a short while, your dashboard will be deployed to SharePoint and presented to
you. You can Save your Dashboard Designer workspace file again, and come back to
add more features at a later date.
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[
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PerformancePoint Dashboard Designer is used to create dashboards from a number of
components. In this recipe we first pulled in the Report Builder report we created earlier and
created a reference to it in Dashboard Designer. Dashboards can be created to position items
on a page exactly how we want them to look on a SharePoint page. The deploy to SharePoint
function creates a new SharePoint page, places PerformancePoint Web Parts on it, and links
these Web Parts to our reports. This is a much quicker way of creating dashboards than
manually positioning Web Parts in SharePoint.
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Gaining Insights—Using SharePoint for Business Intelligence

There's more...

You could also use Dashboard Designer to pull in other report types such as our Excel
Services report. There is also an option to create filters, which can be linked to reports, which
allows users to change the appearance of a dashboard by selecting a new date, for example.

See also

» Creating a Chart using the PerformancePoint Dashboard Designer

» Creating a report using Report Builder
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Automating Business
Processes—Recipes
for Electronic Forms

and Workflows

In this chapter, we will cover:

» Creating an InfoPath form for a SharePoint list

» Creating a holiday request InfoPath form and publishing it to a Form Library

» Using the Collect Feedback workflow to receive feedback on a Microsoft
Word 2010 document

» Creating a list workflow using SharePoint Designer 2010

» Using Microsoft Visio 2010 to model a SharePoint workflow

Introduction

The recipes in this chapter explore the technologies and options available for creating
electronic forms and workflows in SharePoint 2010. Understanding the technologies explored
in this chapter is key to building no-code composite applications, which automate the
business process.

SharePoint 2010 uses InfoPath 2010 to create rich, powerful electronic forms. InfoPath forms
can replace the default forms used for SharePoint lists or act as custom forms that provide
the user interface and business rules required to run a custom business process. The first
two recipes of the chapter show you how to create, publish, and consume InfoPath forms

in SharePoint.
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When automating business processes, we automatically think of workflow. SharePoint 2010
supports many different workflow and task-management scenarios. There are a number of
out of the box workflows that can be used to perform tasks such as to requesting feedback or
approval for a document. Where these workflows don't suffice, they can be copied, modified,
and extended, or completely new custom workflows can be constructed. These custom
workflows can perform a range of custom actions, allocate tasks to users, or automate

an end-to-end business process as required.

SharePoint 2010 provides a number of different tools to build workflows, including SharePoint
Designer 2010 and Visio Premium 2010. Workflows can be started from SharePoint 2010

or directly from client applications such as Microsoft Word 2010. The remaining recipes of
this chapter provide a deep dive into some of the most important SharePoint 2010 workflow
features, demonstrating the approach required and the toolsets used to create, publish,
monitor, and run SharePoint 2010 workflows. By the end of this chapter you will have a good
understanding of what you need to do to start adding electronic forms and workflows to your
own composite applications. We revisit the forms and workflows developed here when we
explore building composite applications in the Appendix.

InfoPath forms and SharePoint workflows are very big subjects. Both could

command books in their own right. The recipes presented in this chapter
N are not comprehensive treatments. Instead, what you will find is coverage

~ of the most useful features and concepts, intended to allow you to quickly

Q become productive. However, to become an effective Power User | strongly

recommend more study and practice in these areas. You will find

more information and resources to help you do this on my blog at

http://www.sharepoint-mentor.com.

Creating an InfoPath Form for a SharePoint

List

You can replace the default SharePoint list forms with an InfoPath form on any SharePoint list.
This gives you much more flexibility and control over how you edit and display the data.

Getting ready

This recipe works for:

» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint List where you want to create an InfoPath form.

You will need the Design or Full Control permission level to run this recipe.
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You will need InfoPath Designer 2010 installed on your client machine.

This recipe uses a SharePoint 2010 Team Site with a contacts list added for illustration. You
can add a Contact lists to any site using the recipe Creating a SharePoint contact list and
connecting it to Outlook 2010 in Chapter 2 of this book.

How to do it...

1. Open Internet Explorer and navigate to your SharePoint 2010 Team Site.
2. Select the Contacts list from the Quick Launch menu.
3. Select the List tab of the List Tools ribbon.
4. Select the Customize Form icon.
5. InfoPath Form Designer 2010 will open displaying an auto-generated InfoPath form
for the contacts list.
=) &= {Design) Form1 - Microsoft InfoPath o B
Home Insert Page Design Data & e
== 4 calibri MECHRE: &I Text Box 255 Rich Text Box =1 5 7 spelling - =By
& 4 B I U- #-A- |AaBbCcDd Aa Bb | 2B Drop-Down List ... T8 Combo Box .| B :% &4 Find - “’é'\
afte 7| = Eo Mormal Title <+ | [ Check Box i Date Picker = Rf:tljedv M;ﬂzge i?'@SelectAll Preview
Clipboard Format Text 7] Font Styles Controls 7] Rules Editing Faorm
= | Fields - %
i Drag a field to add it to the form.
Last Name !
! TInsert a Field:
Attzchments i W Click hereto attach a file [l D
- i [ LastMame *
First Name . & Created By
Full Name E e Modified By
E-mail Address ! : ) Modified
! (50 Created
Company i Attachments
Job Title i First Name
! Full Name

Business Phone E-mail Address

Company
Job Title

Home Phone

Mobile Number -
Business Phone

S EEE R EEEE

Fax Number Home Phone
Address Mobile Number
Fax Number
Address
City City
] H State/Province
State/Province i E 7IP jPostal Code
ZIP/Postal Code H Country/Region
&, Web Page
Country/Region o=
=4 MNotes
Web Page
i g} Click here to insert a hyperlink
Notes

Show advanced view

Actions
Add Field
Manage Data Connections. ..
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6. Select the File tab in the ribbon to access the backstage view.
7. Select the Quick Publish button.

Home Insert Page Design Data
I save "
Form Information
@; Save As
|7 Open f
= I Publish your form
4 Close _5 ‘When you are finished designing this form, publish it so others can fill it out.
Quick The form will be published to:
uic
Publish http://id-sdps-demo/sites/infopath/Lists/Contacts
Form Statistics
Recent Mame Forml
Submit Options size
New '_5 Specify how users will return a completed form. Created
: Submit Method: SharePoint list or library. Madified
Print Submit
Options %F'Form Template Properties
Publish

8. The InfoPath form is now published and replaces the default form on the SharePoint
list. Click on the OK button in the Publish dialog displayed.

When you create a SharePoint list, SharePoint automatically creates default edit, display,

and new forms for you. While these forms are functional, they are somewhat limited in the
presentation and customization options that they provide. If you have SharePoint Server
Enterprise Edition installed, you replace these forms with an InfoPath 2010 form. InfoPath
forms offer you many more options for creating and controlling how you edit and display your
list data. This recipe demonstrates the mechanics of replacing the forms; once you have done
this a whole range of new customization options is available to you. Every time you want to
edit the form, just repeat this procedure.

One gotcha that you may run into is if you have added a taxonomy field (that
M is, one that shows a term set) to your list. Unfortunately these fields are not
Q supported in the current InfoPath release, and you will receive an error when
you try to edit the list form. It's a big omission from the current version of
SharePoint, and not one that there is an obvious workaround for.

Having run this recipe, you may be left thinking "so what?" However, once you have created
an InfoPath form for your list, you have all the power of the InfoPath form designer at your
disposal. You can now remove columns, add graphics, text, and business rules to the form
to fit your needs. Techniques for performing these customizations are described in the
following sections.
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Removing columns

It's quite common to have columns in a list that you don't want the user to fill in. When you
have an InfoPath attached to the list, simply open the form, delete the field that you don't want
the users to edit, and republish.

If you have used the table-editing tools in Microsoft Word, you will find the InfoPath experience
very familiar. The following screenshot shows the Attachments row being deleted from
the form:

Home Insert Page Design Data Layout & @

= 4 calibri B Text Box £ Rich Text Box =1 T spelling - Ry
Gy B 7 U nasbcend AgBb . =B Drop-Down List ... 18 Combo Box =] | =2 b &4 Find -
Paste i oy s Add Manage | _, Preview
Z Narmal Te 3| || checkBox 7 Date Picker o s & T
|_Clipboard _Font Styles el Controls = Rules | Editing | Form |
| Fields - |
I:‘; calibri 10 - Drag a field to add it to the form.

Last Name
Insert a Field:

Attachments

State/Province
ZIP fPostal Code
Country/Region

State/Province

ZIP/Postal Code

W Click hereto attacha file [l © =
Cut i [l LastMName =
First Name f
53 Copy i & Created By
Full Name (@, Paste Options: i & Modified By
Y s i =
| =4 |\ H 23 Modified
E-mail Address | = ¥ A H L
| i 5} Created
i Insas |
Company ! A W Attachments
b Titl | Delete " |G eve [l First Name
lob Title ! B ™ Cell F,
i Memgetell ¥ calumas [l Ful Name
Business Phone } & spiit Cells... = Rows [l E-mail Address
Home Phone : ;ﬁ Eorders and Shading... [ Company
; iZ  Bullets and Numbering... [ Job Title
Mobile Number !
3 |abl Business Phone
Fax Mumber [l Home Phone
Change Control i i o
| shl Mabile Number
Address : T Table Properties...
' [l Fan Mumber
: [l Address
ity i [l City
[ai
Jabi
Jail
=
®:

/leb Page
Country/Region JE—

It's important to realize that you are only removing columns from the form, not from the
underlying list itself. Also, if you add a new column to your list after you have customized the
form, SharePoint won't automatically add the new column to your form for you. It will prompt
you that there are new columns available the next time you open the InfoPath form designer.
Click on Yes to update the fields list.

! . Oneormore fields in the SharePoint list have changed. Do you want InfoPath to update the set of available fields? You may need to modify your form view to add or remove the updated fields.

Yes No |
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You can then select the new fields that you require and drag-and-drop them into the form.

Home | Inset  PageDesign  Dats o @

¥ [ Text Box £ Rich Text Box =1 = ¥ Spelling - By
b aasbcend AgBb = : F3%
B \ =B Drop-Down List ... I8 Combao Box - 44 Find -
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— = | 1= & cheek Box ] Date Picker <] | e T : TRNIEW
Clipboard Fant Styles Controls x Rules Editing Form
= | Fields * X
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Last Name
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First Name
Bl Address .ﬂ
Full Name i ; BBl ci
Full N i ! i City

[l State/Province
H [bl ZIPPostal Code
Big New Column i [l Country/Region

2_, Web Page
S5 wetes
| =4 Big New Column = [l

Show advanced view

E-mail Address

Adding images, explanatory text, and tooltips

Normal SharePoint list forms are a bit dull. Now that you have an InfoPath form, you can start
to brighten things up. You can change colors, fonts, add images, text, and tooltips.

To add an image, use the Picture button on the Insert ribbon.

“ Hame Insert Page Design Data Layout & @
== TR e Q
! mt oL | " =
= =y | el R 5 <]
o === | Custor: | |Pidure GCip Hyperlink Page Horizontal = Symbol
7| Table ¥ art E Line
Tables Hlustrafions Links Page Format symbals
= | Fields X
E! i Drag a field to add it to the form.,
Insert a Field:
Last Name ! i
& |l Last MName = ;I
First Name ' i € Created By
: | S ereeteRey
Full Name | ! & Modified By
: 5 Modified
E-mail Address | | ) Created
Big New Column: ' i 0 Attachments
2 i [abl First Name
i [l Full Name ﬂ
Show advanced view

Then simply browse to the picture that you want to add and republish the form.
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SHAREPOINT

R M WORKFLOW
Last Name
First Name

Full Name

E-mail Address

Big New Column:

Adding text to your form can help guide your users when they are filling it in. You can add the
text directly to the form or you can add it to the controls ScreenTip.

'Data I Display I Size Advanced |Browser forms I

Accessibility

ScreenTip: IPIease enter the contacts work email address

Tab index: ID 3:
Access key: ALT + I_

Input recognition

To improve recognition of handwriting and speech,
Input S ===
wl specify the type of input intended for this contral.

oK I Cancel Appl
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The ScreenTip text will only be shown when the user's mouse hovers over the control in the
browser. This helps your users without cluttering up your form.

Contacts - Al contacts x

| I E 2 53 Copy
J & Cut
save Close  Paste

Commit Clipboard

SHAREPOINT
CHW MORKFLOW

Here is some text that | have added to help my users fill out the form

Last Name || *

First Name

Full Name

E-mail Address

[Please enter the contacts work email address|
Big New Column: *

Adding rules to validate data

InfoPath forms allow you to add rules. Rules can be added to the form to validate data, apply
custom formatting, or perform custom actions. You can use actions to set field values, switch
views, submit form data, and so on. InfoPath form rules are the way to implement and enforce
custom business logic in your forms, so | advise you to invest some time learning how to build
them up and exploring what they can do.

The following screenshot shows how to apply InfoPath built in e-mail validation rule to the
e-mail textbox field. This rule uses a regular expression to ensure that the value entered is
in a valid e-mail format, and shows a validation error if it is not.
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Haome Insert Page Design Data Properties Layout & e
=0 % calibri 10 B | [l Text Box 25 Rich Text Box 7 spelling ~ A Home
= By B 7ru- %A~ |AaBbcedd| Ag Bb' | || prop-Down List .. T8 Combo Bax #AFind ~ \/j\
Faste = == Normal | Title < | | Check Box ] Date Picker R’:?:_ M;‘"Z?E L select All Predew
Clipboard Format Text Font Styles Contrals I orm
= | A
= »
D: =gy s Bank J it to the form.
‘ f_‘j Is Egual To... —_—
=g| SHotEqual To.. y Show Validation Errar
=g Contains-. .f'_,‘ Set & Field's Value
L)
SHAREPOINT| Sl voshotcontin. v 322 (o
i Here is some text that | have added to help my users fill out the form f'_| oS TS » =
| =) = f} QuewforData
Last Name |
] = o "
4 =__! 15 Not an E-mail Address + | [omatting
First Name ' S=d
| Aa... Bad
Full Name ! =T-l Is Not a URL
]
E-mail Address E-mail Address[9)] Aa... Good
@ This Field Changes *
Big New Column h
| Az Neutral
: ) Manage Rules...
3 T AU
Manage Data Ci Aa_ Warning Text
~|

InfoPath Designer versus InfoPath Filler

You may notice two Microsoft Office InfoPath programs on your computer, Microsoft
InfoPath Designer 2010 and Microsoft InfoPath Filler 2010. When creating forms for

use in SharePoint, InfoPath Designer 2010 is the application you need to use. InfoPath is a
standalone forms technology, while InfoPath Filler 2010 exists to allow users to fill in InfoPath
forms without the use of SharePoint. That isn't something we cover in this book, though it's

useful to know that you can use this if you need to.

| Microsoft Office ‘ InfoPat
/A~ Microsoft Access 2010 | A commot
Mirrnsaft Fyeel 2000
—t MLEeEL AL — spreadshg
|¥J Microsoft InfoPath Designer 2010 | listand im
|¥4 Microsoft InfoPath Filler 2010 E
[N Microsoft OneNote 2010 Dz_es:'gn dynamic forms to gather and reuse information throughout the organization using L
0° Microsoft Outlook 2010 Micrcsoft InfoPath
P Micrnenft DanerDaint 2010 T P
See also
» Creating a Team Site, Chapter 2
» Creating a SharePoint contact list and connecting it to Outlook 2010, Chapter 2
» Creating a holiday request InfoPath form and publishing it to a form library
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Automating Business Processes—Recipes for Electronic Forms and Workflows

Creating a holiday request InfoPath form

and publishing it to a form library

InfoPath forms are capable of containing repeating data, optional fields, and presenting
different views to different users. To access the full power of InfoPath, you will want to create
a custom form and publish it to a SharePoint form library. In this recipe we learn how to create
a holiday request form and publish it to SharePoint.

Getting ready

This recipe works for:

» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need a SharePoint site where you want to create an InfoPath form. This recipe creates
a holiday request form for illustration.

You will need the Design or Full Control permission level to run this recipe.

You will need InfoPath Designer 2010 installed on your client machine.

How to do it...

1. Open the Microsoft InfoPath Designer 2010 on your computer.

Microsoft Dynamics CRM 4.0 Pictures
Microsoft Forefront
Microsoft Office

A Microsoft Access 2010

b Y P Ry O e Yot T

Music

Games

iE; Microsoft InfoPath Designer 2010 =
[ Microsott infakath Filler 2010
[N} Microsoft OneNote 2010 CorDl Bl
9% Microsoft Qutlook 2010
_P_;i Microsoft PowerPoint 2010 Devices and Printers
[P} Microsoft Publisher 2010
5. Microsoft SharePoint Workspace 201 Default Programs
[V Microsoft Visio 2010
W Microsoft Word 2010

Microsoft Office 2010 Tools =

Computer

Administrative Tools *

Help and Support
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Chapter 8

2. The backstage view is displayed. Double click the on SharePoint Form
Library button.

Home Insert Page Design Data Developer
|
=
Available Form Templates
il Save
Popular Form Templates
[ Open P B
3
e ] S - |
. N |
Recernt SharePoint List | SharePoint Form E-mail Blank Form Blank Form
Library | (InfoPath Filler)
MNew Advanced Form |empiates
| 8 B F @
= | gm0y 7 8S
Database Web Service XML or Schema Data Convert Existing Document
Help Connection File Form Information
Panel

3. A new blank form opens. Change the form title to Holiday Request. Change the first
subheading to Employee Details.

Home Insert Page Design Data Developer Layout (=] e
= vl - Aj [abl Text Box l;i Rich Text Box li:-‘]- = “F spelling ~ )\‘
== J
u- ®-A- AaBbCcDd AaBb' | |EB prop-Down List ... T8 Comba Box | == 34 Find -
= |geske|i= .|| Nemal Title 12| [ check Box ® optionButton | | g Manage ] select Al grones
Clipboard Format Text F] Font Styles Controls F] Rules Editing Form
= | Fields T X
Drag a field to add it to the form.
Holiday Request o
7 myFields
o
' Employee Details ;
e T T T 9
i Add label : Add control 1 Add label 1 Add cantrol |
Add label Add control Add label! i Add control
i
——————————————————————————— +
Add label !
i
Add label | Add control
Add label Add control
Add label Add control
" Show details
Actions
Add Field
Manage Data Connections...
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Automating Business Processes—Recipes for Electronic Forms and Workflows

4. Place the cursor on the first Add control cell in the Employee Details table. Click on
Text Box in the Controls section of the Home ribbon. A new textbox will be inserted
into the form (field1) and a new field is added to the forms data source (Fields view).

Home Insert Page Design Data Developer Pronerties 1avout o Q
f  Calibri MR 1 i Text B 15 Rich Text B =l = 7 speling + [ERy
* T 7| haBbCcnd AaBb b Tev 6% 4 et Bo =7 :u 4
B3 B 7 U- W-A- - Urop-Uown List ... L@ Combo Box - 44 Find ~
= — — o= = | e— i — N _ Add  Manage | ... Preview
7= iEsE iz - Mormal Title = | ¥ CheckBox @ OptionButten  |7| | piree  Role 7} Select All
Clipboard Format Text Font Styles Controls » Rules Editing Form
2 | Fields - X
Drag a field to add it to the form.
Holiday Request —
o
i Cmglcyss Details ;
e B e — o o T 2l
i Addlabel o o+ dd lobel | Add control i
: A o oy
Add label | ADa control | Add lgbel i Add control
i i i
----------------------------------------------------------------------------- L R GLECEEE R
Add label | Add control | Add label | Add control
i

5. Double on click field1 in the Fields view to open the properties dialog. Rename the
field to FirstName and click on the OK button.

nt Styles Controls . Rules Editing Form

Field or Group Properties d | * | Fields X

Drag a field to add it to the form,

Data |I'"'Ierge | Details |

LI Fields:
Name: IFirstName EIET Z|
Type: =1 1w miement) .
r Data type: |Text (string) j :
' Data namespace: I ----1|
|- Repeating !

[ cannot be blank (%) ;

r MMon-empEty eecurtence reguited

DefaultVgpe—————————————————————————— | |----- !

r Value: I ﬂ E

I Example: Sample Text ]

™| Refresh value when Formula is
recalculated '

oK I Cancel :

6. Repeat steps 4 and 5 to add textboxes for LastName, EmailAddress, and Department.
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Chapter 8

7. Add labels to the form for each of the textboxes that you have added.
8. Highlight the last row in the Employee Details table and delete it.

FIEs £

Drag a field to add it to the form.

Holiday Request Fiekds:

= myFields
(=] Firsthame
D‘ ' =] LastName
: Employee Details 5 ] Emalladdress

e _______________ P et =] Department
| B \ Last Name

. 5 Sa Copy
' Click to add heading . )
. - = @ @ @@ @O [, Paste Options:
| Add label Add control =
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, A
Add label : Add control Insert N
.................................................... ]
Add label E Add control Delete » [ 1abie
i
""""""""""""""""""""""""""""""""""""""""""""""""" E Merge Cens #  Columns
f  split Cells... =5 Rows 1
54 Borders and Shading... details

9. Rename the next section in the form Holiday Details. Add labels for Start Date and
End Date.

10. Expand the Controls section in the ribbon. Select the Date Picker control. Add date
controls for StartDate and EndDate to the form.

Home Insert Page Design Data Developer Layout
Calibri -l - Ay 1 Input ¥ spelling - B
B J U- abr . A AaBbCcDd Aa Bb' - [abl Text Box ‘__Li Rich Text Box ﬁ Drop-Down List ... & Find = #
P === : Nermal Title 2| |gA e te [ Check Box @ Option Buttan T Select All Rreticy
il ext 3 Font Styles i Date Picker [E Date and Time Pi... 2| Multiple-Selecti... Editing B
EE"mede 5 Bulleted List {5 Numbered List e
@ Plain List & Person/Group Pi... ’B External Item Pic... lg a field to add it to the forn]
Objects
Holiday Req_l Button = Picture Button Je Calculated Value Ids:
W File Attachment E Picture ?_,J Hyperlink .= myFields
T =] FirstName
:QI Section I:I Optional Section @ Repeating Section J Lastﬁame
: Employee Det = ) ) ) ) (=] Emailaddress
e S v 1wt 2 Sl iigl Repeating Table I.ZI Choice Group @A Choice Sedtion ] Department
i First Name : : Last N Add or Remove Custom Contrals
i Email Address i i Department !
| i i i
jn 1
b Holiday Details :
-------------------------------------------------------------------------------------------------------- 1
Stort Date ! '
---------------------------------------------------- oo
End Dote !
I
i
i
i
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11. Click on the File tab to access the backstage view. Click on the Publish button.

Home Insert Page Design Data Developer Layout
|l save .
o Form Information
Fo, Save As
Location:  C\Users\AdministratorsDocuments\Forml.xsn
L_:}‘ Open
4 Close
- ; Publish your form
Info zia When you are finished designing this form, publish it so others can fill it
- out.
Publish Publish location: Mot published.
Recent

12. The Publish options are displayed. Click on the SharePoint Server button.

Home Insert Page Design Data Developer Layout
H Save
Publish
Save As
[ Open Publish form to current location
Update this form at its current publish lecation,
LY 1
4 Close - ) . .
Publish location: Not published.
Info
Recent
Publish form to a SharePoint Library
New =] Create or update a form library form on SharePeint.
. Users can access this form online,
SharePoint
Print Server
m Publish form to a list of e-mail recipients
Help — Create a new e-mail message which contains this form.
Users must have InfoPath Filler te fill out the form.,
] Options E-rmnail Use this option when recipients do not have access to SharePoint
forms.
[ Exit

13. You will be prompted to first save your form template. Enter the filename
holidayrequest.xsn and click on the Save button.

14. The Publishing Wizard will open. Enter the URL of the SharePoint site where you
want to publish your form and click on the Next button.
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EEEEEEEe———————
Publishing Wizard 2|

T uer the location of your Sharc”~int or InfoPath Forms Services site:
[Rtme/fntranct.id-ive.com/ =

Laomnle: hito: [fwww, examel= um

< Back | MNext > I Cancel

15. Tick the Enable this form to be filled out using a browser.
16. Select the Form Library option.
17. Click on the Next button.

Publishing Wizard B ed |
[+ Enable this form to be filed out by using a browser
What oo ol Sai v oo oy

% Form Library

Publish this form template as a template in & form library. A form
library stores forms based on this form template. Users can open
and fill out forms in the library. You can spedify which fields in the
template appear as columns in the library.

" Site Content Type (advanced)
A site content type allows this form template to be used in multiple
libraries and sites. You can specify which fields in the template
appear as columns in the library,

" Administrator-approved form template (advanced)
Prepare this form template for an administrator approval,

< Back |L__Next >‘J Cancel |
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18. Select the Create a new form library option.
19. Click on the Next button.

Publishing Wizard 2=l

W= Lo o wani ww T

¥ Create a new form library
" Update uie 1orm template in an existing form library

Form library to update:

Mame | Description | -

[EI Confidential Spreadhests

Content Types Demo

Customized Reports This Document library has the tem...

[EI Documents This system library was created by. ..

Form Templates This library containg administrator-. ..

@ Image Rotator Library B
[Ellmages This system library was created by, ..

Pages This system library was created by. ..

SDPS Surveys

I M i izt (- S S e L e =l

<Back ! Next = I Cancel

20. Name the new library Holiday Requests.
21. Click on the Next button.

Type a name and desrription for this form library.

MName. IHoliday Requests

Description:

T,
< Back MNext > Cancel
L |
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Chapter 8

22. To promote data items in the form to SharePoint list columns, click on the Add button.

23. Select the FirstName column and click on the OK button. Repeat for the LastName,
EmailAddress, Department, StartDate, and EndDate fields.

The fields listed below will be available a5 columns in SharePoint sites and Qutiook Fields > X

i
[CobmnName ] add. |
—— Field to display as column:
Remaye | } [ Firstivame L=

] Lasthame J
=] EmailAddress
=] Department

Wedifyi |

Site column group:
ICare Contact and Calendar Columns j

Column name:
The fields listed below will be available as SharePoint Web Part connection parar
|F\rst Name j

Parameter Name I Parameter Type Add... |
FUnction:
Ferae | I d

Todifyy.
—YI ™ Allow users to edit data in this field by using a datasheet or properties page

[ ] o |
< Back |_Naxt>J Cancel |H ‘

24. Click on the Publish button.

Publishing Wizard 2]
Verify the form information below and then dick publish.
Form Library: Holiday Requests
Location: htip: /fintranet.id-ive.com/
Server Type: InfoPath Forms Services
Security Level: Domain
<Back || Pubish ) Cancel
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25. The form is published to SharePoint. Click on the Open this form in a browser link.
The InfoPath form opens in the web browser.

26. Enter some data to test the form and click on the Save button.

HEE DR

Save Save  Close Paste Print
As Preview
Commit Clipboard Views

Holiday Request

Employee Details
First Name Adrian Last Name Colguhoun

Email Address Department IT

Holiday Details

Start Date 6/14/2011

4 June, 2011

s M T W T F
12 3 4

5 6 7 8 9 10 11

% 13 14 15 16 17 18

19 20 21 22 23 24 25

6 27 8 289 3

=
End Date |

»

5

Today is Sunday, June 12, 2011

27. You will be prompted for a filename for your form. Enter requestl and click on Save.

You can only save this file to the current site.

File name:* |request1

Save in: [http:/ /intranet.id-live.com/Holiday Requests/]
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28. Your holiday request is saved to the form library. Click on the Close button.

ud Intranet » Hobday Requests + All Documents

d Intranet  Sites=  Communiies  Coetent=  Search=  Imsights=  Compesites = Sgarch this site P

When we design our InfoPath forms directly, we have far more options and possibilities than
if we just promote the form for a SharePoint list (as we did in the previous recipe). This recipe
illustrates the key steps involved, such as adding controls to the form, building up the data
structure that underlies the form, and so on. Once you get proficient with these, there are
even more goodies to explore, such as repeating sections, optional sections, themes,

and views.

The recipe then shows you how to publish the form to a SharePoint 2010 form library. By
doing so, we take advantage of the tight integration between SharePoint 2010 and InfoPath
2010. Data can be collected from your users in InfoPath, and that same information appears
in the columns of the SharePoint form library. All this magic happens because we promoted
those fields out of our InfoPath form during the publishing process. We can even change the
data in SharePoint and have it automatically synchronized back to our form if we want to. This
is an important approach, as it allows us to run workflows against our form data. You will see
this demonstrated in the Creating a list workflow using SharePoint Designer 2010 recipe later
in this chapter.

One of the key concepts to grasp in InfoPath is the difference between the form itself (that is,
the bit you can see) and the form data shown in the Fields view. This can include data that
the users don't enter and data that we don't even show in the form. The data could come
from a secondary data source (such as a database or SharePoint lookup) or be updated by

a workflow that runs on the form after we submit it to SharePoint. One common example is
to include a workflow status field that we update using a SharePoint 2010 workflow. | will
illustrate that later in this chapter.
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Tip: Build the form data structure first

When you become more practiced at building InfoPath forms, you may find it
easier to design and build the form's data structure first. For complex forms,
you will find it much easier to group together related fields. Add the fields that

~ you require, then drag-and-drop those fields directly into your form. InfoPath

Q will automatically generate the most appropriate controls and labels for you.

It is a great timesaver. For an example of how a remodeled holiday form data
structure might look, see the next screenshot. If you want to go one step
further, investigate InfoPath form Template Parts too—they allow you to
pre-create data field and form control snippets that you can use as building
blocks over and over again.

J Fields -

Drag a field to add it to the form.

Fields:

=l | EmployeeDetails
—=| FirstMame
| LastiMame
| EmailAddress
| Department
= |7 ReguestDetails
| StartDate
| EndDate
=] MumberOfDays
=l [ Workflow
| RequestStatus

Within our InfoPath form itself, we can create many different views. Those views can be used
to present different subsets of the form data. For example, we often create summary views,
or create a read-only view of the form once it has been submitted. We can use rules when the
form is opened to switch to the correct view according to the logic in our business process.

List Forms versus Form Library forms

You may be wondering when you should customize the form on a list (as explained in the
previous recipe) or when you should use a form library (as described here). The answer (like
so many things in SharePoint) is it depends. List forms are simpler and quicker to create, but
will only support data structures that you can easily represent in a list. What's more, every
piece of data you capture must go in the list. By contrast, a form library form may capture
information that remains hidden in the form and isn't exposed to SharePoint at all. You can
use complex logic, repeating sections, optional sections, views, and so on. My advice is if in
doubt—try it out! It's very easy and quick to prototype your form using both approaches to find
which one works best for your particular scenario.
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Configuring submit options for the holiday request form

The form presented in this recipe is overly simple, designed only to illustrate key InfoPath
concepts. Although the form created in this recipe can be saved to the Holiday Requests form
library, typically what we require is that the form be submitted by the user through the use of
a Submit button. At the same time, we don't want the users to type in an arbitrary filename
for their request, and we will also want to remove the save buttons that InfoPath shows by
default. There are number of steps required to achieve this outcome.

1. Configure a submit connection to our holiday request library.

2. Add a formula that generates unique filenames for the submitted forms.

3. Add a Submit button to our form and connect it to the submit connection.

4. Remove the default InfoPath buttons.
To configure the submit connection; first select the File tab in InfoPath Designer. Click on the
Submit Form button and select the To SharePoint Server option. A dialog opens similar to the

publishing dialog that we encountered earlier. You will need to enter the URL of the holiday
request library where you want to submit the forms.

[@ Home Insert Page Design Data Developer

‘H Save =
a Form Information
Save As
Location:  C\Cookbook\ChaptersiChapter 84Holiday Requestxsn
|5 Open
i Close

Publish your ferm

m _& When you are finished designing this form, publish it so others can fill it out.
The form will be published to:

Quick

Recent Publish http://intranet.id-live.com/Holiday Requests
Form Statistics
MNew T
1 Submit Options oM
Print iy i-‘o Specify how users will return a completed form. 9 PM
- Submit Method: Not configured
publish Submit o e R T
¥ Form - Data Connection Wizard 2lx]
Hel This wizard helps you specify a data connection for submitting the form to a document library
elp on a SharePaint site. The form will be submitted with the file name specified below.
=] Options & Design C
% Use the De _ =
Exit e Design Zucument library:
Design Statu |hm;fﬁ1mud-§ve‘mﬁ-lddaykemis
Checker R R e O
File name:
Form
Advancec I 1_;
j Configure Example: Status report or concat(“Status Report - 7, field1)
Sl I Allow overwrite if file exists
Form
Options
= Back Next > l Cancel
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With the dialog open, you can create a formula that assigns each submitted request a unique
value. Click on the fx button to open the formula editor. The easiest way to do this is to enter a
formula that combines some of the fields entered onto the form with a timestamp, as shown
in the next screenshot. Once the formula is added you can complete the submit connection
wizard. Name the submit connection HolidayRequestSubmit.

Insert Formula ] e |

Farmula:

concat(FirstName, " ", LastName, ™", now())

Insert Field or Group... Insert Function. .. Werify Formula [~ Edit ¥Path (advanced)

oK y Cancel |
- -

To add a Submit button, add a button control to the bottom of the form in the same way as you
added the textbox and the date picker controls earlier in the recipe (you may have to expand the
controls ribbon to see all the available controls). Access the button's properties using its context
menu. Name the button Submit and ensure that its Action is set to Submit. Open the Submit
Options dialog and ensure that it is configured as shown in the following screenshot:

- General |5ize I Aduancedl Browser forms

Button
Action: ﬂil
i ISmeit j Configure options for submitting this form
| ahel: ¥ Allow users to submit this form
submit & Send form data to a sinale destination
ISharePoint document library j

Submit Options... |
= - Choose a data connection for submit:

Use the Submit action to submit d: ta to only or - -
submit data to multiple data sources vy u: =4 n IHDIIdayRequesiSuhmlt j Add... | Manage. .. |
a rule for each button instead.

" Perform custom action using Rules

QK Cz
4| & " Perform custom action using Code  Edlit Code, ., |

™ = row the Submit button in both the Ribbon and the Info tab in the InfoPath Filler.
Label; |submit

o | _cones
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Chapter 8

To remove the default InfoPath form buttons, click on the Form Options button on the File tab
to open the Form Options dialog. You will need to uncheck the Show InfoPath commands in
ribbon or toolbar option and click on the OK button. Quick Publish the form. Now when

the users add new holiday requests they will be able to submit the requests using the

Submit button.

» Creating an InfoPath form for a SharePoint list
» Creating a Team Site, Chapter 2

Using the Collect Feedback workflow to

receive feedback on a Microsoft Word 2010
document

SharePoint 2010 provides a number of workflows ready to use out of the box. In this
recipe, we learn how to use the collect feedback workflow to get feedback on a Microsoft
Word 2010 document.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition

» SharePoint 2010 Enterprise Edition

» Office 365 (SharePoint Online)
You will need a document library to attach the collect feedback workflow to. You will need
a document in that document library to run the collect feedback workflow against. This

recipe uses a SharePoint 2010 Team Site with a Sales Proposals document library added
for illustration.

How to do it...

1. Open Internet Explorer and navigate to your SharePoint 2010 Team Site.
2. Select the Sales Proposals list from the Quick Launch menu.
3. Select the Library tab of the Library Tools ribbon.
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4. From the Workflow Settings button, activate the Add a Workflow option.

Sl Proposals - A Documents MieEl v o+ Pages Saferyr Todse e

siteanians B Browse Dosuments [ Larary

: Maddy View = Curment View , Connedt to Dutiack -
= | B ' E e @ 1 = s & G
) . [ - = i
Creste Cowmn | All Dutuments + — —al D[] port b Lucel : WSS
Create Emaila BSS  Symclo SharePoind Connectlo FormWeb  Edil  Mew Quick  Lbrary Lt Werkiiew
View Harigle U Current Page nk~ Feed Workspare €= i Open wilh Explorer Partt.  lbmry  Step Seetings Permissiong Setiings =
et Manage Views Share & Track Connect & Laport SR
r Type Name HModiied
TSIt D
) o ot Designer

Creale & Reusabbe Warkllaw in SharePaint Desigres

5. Select the Collect Feedback - SharePoint 2010 template from the Select a
workflow template: list.

Name the workflow Sales Proposal Feedback Workflow.
Set the Select a task list: drop-down to Tasks.
Set the Select a history list: drop-down to Workflow History (new).

© ® N o

Ensure that the Allow this workflow to be manually started by an authenticated
user with Edit Item permissions checkbox is ticked.

10. Click on the Next button.

1D Intranet » Sales Proposals » Document Library Settings » Add a Workflow --,

ame q

Tywe & wnmgue narme for thes work]

e e vl e wsed bu idenify (s werkfiow Lo wsers of ths [Sales Prupesal Feedback Workilaw]

Start Uptoas

soecify how thes worksiow can be started

Ko wea O Carnel

11. The workflow association form is displayed. Enter the text Please provide feedback
on this sales proposal in the Request textbox.

12. Set the Duration Per Task to 5.
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13. In the End on Document Change row of the form, ensure that the Automatically
cancel the workflow if the document is changed before the workflow is completed
checkbox is ticked.

14. Click on the Save button.

Reviewers Assign To Order

9./|L|J COne at a time (serial) j

& Add a3 new stage

Enter the names of the people to whom the workflow will assign tasks, and choose
the order in which those tasks are assigned. Separate them with semicolons. You
can also add stages to assign tasks to more people in different orders.

Expand Groups I For each group entered, assign a task to every member of that group.

Reguest Please provide feedback on this sales proposal

This message will be sent to the people assigned tasks.
Due Date for All Tasks :ﬁ
The date by which all tasks are due.

Duration Per Task 5

The amount of time until a task is due. Choose the units by using the Duration Units.

Duration Units Day(s) j
Define the units of time used by the Duration Per Task.

cc | - 5
Notify these people when the workflow starts and ends without assigning tasks to
them.

End on Document
Change

tomatically cancel the workflow if the document is changed before the
workflow is completed.

Save I Cancel |

15. Open the Sales Proposals Library and select the document that you wish to run the
Collect Feedback workflow on.

16. Select the Workflows button from the Library tab of the Library Tools ribbon.

[T sales Proposals - All Documents

Library Toals

Site Actions ~ B Browse Documents

j I}j =2 ﬁ;}_ k] T::f: ::ut E - ‘. E_é‘ Wersion History :;] _b ]5endTo - @

$Document Permissions f“j‘Manage Copies

Mew Upload Mew Edit View Edit E-mail a Download a Workflows: |
Document » Document~ Folder Document Discard Check Qut  Properties Properties >< Delete Document Link Copy Go To Source
New Open & Check Out Manage Share & Track Copies
Libraries ¥ Type Name Modified
Sie Pages ,7 M—ﬂ Proposal to Deliver Critical Path No Code Developer Training © Hew 6/19/2011 8:53 PM

Shared Documents

Holiday Requests 4 Add document

Sales Proposals
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17. Click on the Sales Proposal Feedback Workflow hyperlink in the Start a New
Workflow section.

ID Intranet » Sales Proposals: Workflows: Proposal to Deliver Critical Path No Code Developer Training

Use this page to start a new workflow on the current item or to view the status of a running or completed workflow.
Home

Start a Hew Workflow

Proposal Feed
a document

Worktiows
Select a workflow for more details on the current status or history.  Show my workfiows only.

Name Started Ended Status
Running Workflows
There are no currently running workflows on this item.

Completed Workflows

There are no completed workflows on this item

18. The workflow initiation form is displayed. Enter the users who you want to collect
feedback from. Set the Order drop-down list to All at once (parallel).

19. If you require any users to be copied in on the progress of this workflow, then add
their details to the CC box.

20. Click on the Start button to start the workflow.

Reviewers Assign To Order

Mark Macrae ; Peter Hale ; 9‘/19.5 All at once (parallel) j

& Add a new stage

Enter the names of the people to whom the workflow will assign tasks, and choose
the order in which those tasks are assigned. Separate them with semicolons. You
can also add stages to assign tasks to more people in different orders.

Expand Groups 2 For each group entered, assign a task to every member of that group.

Request Please provide feedback on this sales proposal

This message will be sent to the people assigned tasks.

Due Date for All Tasks “:ﬁ
The date by which all tasks are due.

Duration Per Task 5
The amount of time until a task is due. Choose the units by using the Duration Units.

Duration Units Day(s) j
Define the units of time used by the Duration Per Task.

cc | SDPS\administrator ; | 9‘/19.5
Notify these people when the workflow starts and ends without assigning tasks to
them.

Start | Cancel
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SharePoint 2010 provides a number of workflow templates out of the box. The three features
that you will use most commonly are:

» Approval - SharePoint 2010
» Collect Feedback - SharePoint 2010
» Collect Signatures - SharePoint 2010

To use a SharePoint workflow, you first need to create an association between the workflow
template and the document library (site or content type) that you want it to act upon. The first
steps in this recipe show you how to create the association between the Collect Feedback
Workflow - SharePoint 2010 and the Sales Proposals document library in our Team Site. As
we create the association, SharePoint displays the workflow association form, which in turn
prompts us for various pieces of information about how we want our workflows to run. We can
set the task list where we want any tasks generated by the workflow to be placed, the history
list where we want it to log out messages that track its execution history, decide if we want the
workflow to be started automatically, and so on. If our workflow has an initiation form (that is,
a form that will be displayed to our users each time they start it), we can set default values
and options for the form as we create this association. The association between the document
library and the workflow only needs to be created once. As soon as the association has been
created, the Collect Feedback workflow is read to be run against any of the documents that
exist in the Sales Proposals Document library.

\ Workflow associations allow the same workflow template to be reused
~ multiple times in the same document library. Each different association
Q has a different name and allows different configurations and default
values to be set.

The second part of this recipe shows you how to run the collect feedback workflow against an
individual document in the document library. In this case the workflow is started manually, but
depending on how you create the association above, you could choose to have the workflow
start automatically when a new document has been created, is updated, or published.

When you start the workflow, SharePoint 2010 displays its (InfoPath) initiation form. In this
workflow, the initiation form is the same form as we saw earlier for association, except this
time the values we set previously are already filled in. Each of the reviewers that you enter
will be allocated a task to provide feedback on your document. Assuming outgoing e-mail is
configured for your SharePoint farm, they will also receive an e-mail notifying them of the task
as well. Once all the tasks are complete, the feedback provided is returned to you.
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If you assign your task to a SharePoint group, the workflow is smart enough to
M go through the group's membership and assign a feedback task to each of the
Q group members. However, it won't expand Active Directory (AD) groups, so if
you have any AD groups within your SharePoint groups, users in the AD groups
don't get allocated the tasks.

There's more...

It's all very well starting the Collect Feedback workflow, but how do you know what it has

done and what its current status is? If you have a look at the Shared Documents library

after you have created the workflow association, you will notice a new column Sales

Proposal Feedback Workflow has been added. SharePoint creates this association column
automatically and uses it to keep track of the execution history of the workflows that you start.

2
ID Intranet » Sales Proposals » All Documents
Ilike It
Home Search this site o
Libraries T Type Name Modified Modified By Sales Proposal Feedback Workflow

Site Pages @ Proposal to Deliver Critical Path No Code Developer Training & ew 6/19/2011 8:53 PM SDPS\administrator.  In Progress
Shared Documents

Holiday Requests & Add document

Sales Proposals

Click through the In Progress link in the association column and you will be taken to the page.
Here you can see the history of the workflow's execution, including the messages that it has
logged out and the Feedback tasks that it has allocated.

The Workflow Information section in this page displays basic information about the workflow
(such as its current Status, the Document that it is acting upon, and so on).

The Workflow Visualization section displays a graphical representation of the workflow's
progress, rendered through SharePoint's Visio Services (you will see an error if this isn't
configured correctly). These graphics are a great way to show a workflow's progress. You'll
learn how easy it is to create them for your own workflows in the next recipe.
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&

Workflow Status: Sales Proposal Feedback Workflow
Tlikelt  Tag
He

‘Workflow Information

I ator: SDPS\administrator Document: Proposal to Deliver Critical Path No Code Developer Training
Started: 6/19/2011 10:53 PM Status: In Progress
Last run: 6/19/2011 10:54 PM

Workflow Visualization

[M] open in visio 135% (=) ———@) (&

Start feedback process

Currently Assigned Tasks: 2

Mark Macrae Peter Hale

Scrolling further down the page, you will find details of the Tasks that the workflow has
created, as well as any messages that have been logged out to the Workflow History list.

@ Add or update reviewers of Collect Feedback

= Cancel all Collect Feedback tasks

= Update active tasks of Collect Feedback

If an error occurs or this workflow stops responding, it can be terminated. Terminating the werkflow will set its status to Canceled and will delete all tasks created by the workflow.
@ Terminate this workflow now.
Tasks

The following tasks have been assigned to the participants in this workflow. Click a task to editit. You can also view these tasks in the list Tasks.

r Assigned To  Title Due Date  Status Related Content Outcome
Mark Macrae Flease review Proposal to Deliver Critical Path No Code Developer 6/24/2011 Mot Proposal to Deliver Critical Path No Code Developer
Training & Hew Started  Training
Peter Hale  Flease review Proposal to Deliver Critical Path No Code Developer 6/24/2011 Mot Proposal to Deliver Critical Path No Code Developer
Training @ Hew Started  Training
Worlflow History

a View workflow reports
The following events have occurred in this workfiow.

[T Date Occurred Event Type User ID Description Outcome
6/19/2011 10:54 PM Error SDPS\administrstor  Coercion warning: user or group does not have a valid e-mail address.
6/19/2011 10:54 PM Error System Account The e-mail message cannot be sent. Make sure the e-mail has 3 valid recipient.
6/19/2011 10:54 PM Error System Account The e-mail message cannot be sent. Make sure the e-mail has a valid recipient.
6/19/2011 10:54 PM Error System Account The e-mail message cannot be sent. Make sure the e-mail has a valid recipient.
&/ 10:54 PM Workflow Initiated SDPS\administrator  Collect Feedback was started. Participants: Mark Macrae;Peter Hale
&/ 10:54 PM Task Created SDPS\administrstor  Task created for Mark Macrae. Due by: &/
&/ 10:54 PM Task Created SDPS\administrator  Task created for Peter Hale. Due by: 6/24/2011 10:54:
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When allocating workflow tasks, you may prefer to have all your workflows write their tasks
to the same place, so that users only have to refer to one task list to see what they have to
do. However, with the history list, the reverse is usually true. Use a new history list for each
workflow association that you create—you will find it easier to see the messages that way.

M Do not rely on the Workflow History list as an audit record of your workflow's
Q execution history. By default, its contents get deleted 60 days after the
workflow completes.

Starting workflows from Microsoft Word 2010

One of the great features of the Microsoft Office 2010 product suite is the way that it
integrates with SharePoint 2010 without you necessarily having to actually visit the SharePoint
site. This is definitely true for workflows. If you edit a document from your Sales Proposals
document library after running this recipe, you will be able to start the collect feedback
workflow directly from Microsoft Word 2010. To do this, click on the File tab. In the Save &
Send section you will see the Sales Proposal Feedback Workflow listed under the Workflows
heading. Click on the workflow to make the Start Workflow button visible. Click on the Start
Workflow button to bring up the workflow initiation form and start the workflow in the same
way as you did above.

@ Proposal to Deliver Critical Path No Code Developer Training - Microsoft Word
L« Home Insert Page Layout References Mailings Review View

5 Save

Save & Send Sales Proposal Feedback Workflow

[ saveas

g Routes a document for review, Reviewers can provide feedback, which is compiled and sent to the document owner
5 Open _ ¢ Send Using E-mail when the workflow has completed.
3 Close =

@ Save to Web (@]
Info

Start

o Save to SharePoint Workflow
Mew Q Publish as Blog Post
Phint File Types

H Change File Type

Help

S Create PDF/XPS Documen
] options J : :
Exit Workflows

@ Sakis Friposal Fosback WotkFow
Y . L
~ The Collect Signatures workflow can only be started from within
Microsoft Word 2010.
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Customizing the out of the box workflows

SharePoint 2010 allows any of the out-of-the-box workflows to be customized. You can add
extra steps or tweak the current processing to better suit your needs. SharePoint Designer
2010 contains a menu option that allows you to Copy and Modify the workflow, and then you
can make whatever changes you require (there are more details on the available changes
later in this chapter). The golden rule here (as with most things in SharePoint)—never try to
modify the built-in workflows directly!

File. | Workflows
1 ~
7, v, by / b o ; / 6’/ ", .
h & @ & X IS Ba @
@G & @ @G ¢ iE W G G &
List Reusable Site Warkflow Edit Delete Copy &  mport Export Associate Associate to
Waorkflow = Workflow Warkflow | Settings Workflow T £ Maodify £ om Visio to Visio to List= Content Type ~
Mew Edit | Manage
MNavigation & [ Sales Proposals |, (& Collect Feedback - SharePoint 2010 / (& Workflows |\ |5
Site Objects ~ = (D Intranet p Workflows b
ﬁ ID Intranet Mame = * | Type | Modified By hd 1 Created Date hd 1 Modified Date
1 Lists and Libraries | Globally Reusable Workflow
& Workflows (5 Annraal - ShareBaint 2010 Globally Re...  SHAREPOINT's... 19/06/20115:22PM  19/05/2011 5:22PM
1§ Site Pages ' Collect Feedback - SharePoint 2010 Blobally Re... SHAREPOINT's... 19/06/20115:22PM 19062011 5:22PM
Liﬂ Site Assets \zi Collect Signatures - shareMont U010 Globally Re...  SHAREPOINT's...  19/06/2011 5:22PM 19/06/2011 5:22PM

» Creating a list workflow using SharePoint Designer 2010

» Using Microsoft Visio 2010 to model a SharePoint workflow

Creating a list workflow using SharePoint

Designer 2010

Earlier in this chapter we created a holiday request InfoPath form and configured it to post into
an InfoPath from library. In this recipe, we will learn how to attach a custom workflow to that
library to custom approval on each holiday request when it is received.

Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition (standard lists and libraries only)
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need the Design or Full Control permission level to run this recipe.
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You will need SharePoint Designer 2010 installed on your client machine.

This recipe uses the holiday request InfoPath form library created earlier in this chapter

for illustration. However, the same approach can be used to add a custom workflow to any
SharePoint list or library. The earlier form has been slightly modified to include a Number Of
Days field in the form itself and a Request Status field in the form's data structure. When
republishing the form, both fields have been promoted to the Holiday Requests InfoPath
form library. Additionally, when promoting the Request Status field, the Option Allow users
to edit data in this field by using a datasheet or properties page was checked, allowing us
to update that field using the workflow that we will create in this recipe. Please refer to the
earlier recipe for more details on how to make these customizations.

How to do it...

1. Open your Team Site using SharePoint Designer 2010. Navigate to the
Holiday Requests form library and click on the List Workflow button from

the List Settings ribbon.
2. Name the workflow Holiday Requests Approval Workflow. Optionally enter
a Description.

3. Click on the OK button to continue.

cE@YE BX= & T & & FG &
U = %‘JH =| :-’j_’l :II =/ =4 | i-{ 1&3 = ;,_|
List List List Castom Edit  Delete Rename | Edit Document Preview in Administration Save as  Warkflow
Wiew Form | Workflow £ dion~ | Columns Template Browser~  \Web Page Template Associations
[ EW Edit Actions Manage
Mavigation < (3 Sales Proposals @‘) Collect Feedback - SharePoint 2010_-" [4 Holiday Requests _]
Site Objects Al = {3} IDIntranet b Lists and Libraries b Holiday Requests b
#4100 Intranat [
= Create List Workflow - Holiday Requests 7| X
e 2lx]
(O LTS >
WY : \ ;
3 Site Pages G_'!'ﬂ Add a new workflow to your list 7
i-'g SHEssely Enter a name and description for your new workflow Views disp
[m@ Content Types
|:| Site Columns Name: o
IHoIidayRequestsApprovalWorkflow ) All Docum|
d External Content Types % My Docunf
=
[J] DataSources Description:
[=] Mmaster Pages Processes new haliday requests
€ site Groups
& Subsites
[ All Files
Lists and Libraries oK I Cancel
Lists
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4. The workflow designer will be displayed.

ml Waorkflow

H &

J_]J / —l JParaIIeI Block

"':'1,_ % @%} B

Save Publish Check nced : Condition Actlon Step Export Workflow | Initiation Form
for Errors K = to Visio Settings Parameters
Save Modify Insert Manage K
Navigation < § Sales Proposals | G/) Collect Feedback - SharePoint 2010 ', [/ Holiday Requests / G/, Holiday Requests Approva
Site Objects ~ - ﬁID Intranet b Workflows b Holiday Requests Approval Workflow b Editor b

fa 1D Intranet
j Lists and Libraries

& Workflows
b Sifei’ages
[ site Assets
[@ Content Types

| step1

(Start typing or use the Insert group in the Ribbon.)

5. Click inside Step 1 and rename this step Acknowledge Holiday Request.

Click on the Step button on the Workflow ribbon to add a second step into

the workflow.

7. Rename the second step Apply Approval Logic.

m I Workflow
& B

)

arallel Block

=

%9 W & =

Save Publish Check d ". i - Condition Action®, Step ; 1 Export Workflow | Initiation Form
for Errors /5 Delete v ™ ~a) T ally to Visio Settings Parameters
Save Maodify Insert Manage
MNavigation < 3 Sales Proposals G/) Collect Feedback - SharePaint 2010 " [y Holiday Requests / @/) Holiday Requests Approval
Site Objects - - f:}ID Intranet » Workflows #  Holiday Requests Approval Workflow p  Editor b

fat 1D Intranet
_'1 Lists and Libraries

@ Warkflows

[y Site Pages

|&] Site Assets

@ Content Types

D Site Columns

J External Content Types

i_:] Data Sources

(Start typing or use the Insert group in the Ribben.)

Apply Approval Logic
(Start typing or use the Insert group in the Ribbon.)

8. Place your cursor inside the Acknowledge Holiday Request step (use the flashing
orange bar to locate the correct insertion point in the workflow designer).
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9. Expand the Action button on the Workflow ribbon. Select the Send an Email action
form the Core Actions section.

File | Waorkflow
H& D = Al - [EA R o %s & =
1 ; 4] Parallel Block ; "] —&
Save Publish Check : Condition | Action | Step Export Workflow | Initiation Form
for Errars t P t - - : i to Visio Settings Parameters
Save Maodify 4 | /
T = o
MNavigation < y Sales Proposals |\ (¥ Cc Haoliday Requests Approval
: r " Set Waorkflow Status
Site Objects ~ » {3} ID Intranet b ar b
1+ - Core Actions

£} IDIntranet
| Lists and Libraries

Add a Comment

Acknowledge Holida: :
@ Workflows g Y 4dd Time to Date
3 Site Pages (Start typing or use t Do Calculation
[ Site Assets Log to History List
_j Content Types Apply Approval Logic Pause for Duration
[l site Columns
Panien rindil Data

2 extemal Content Types (Start typing or use tf

| Data Sources Send an Email
li] Master Pages Send Document to Repository
& Site Groups Set Time Partion of Date/Time Field
ﬂ% SIS Set Workflow Status
;j I:II e Set Workflow Variable
orkflows ~

— Stop Workflow
Globally Reusable Workflow [
Document Set Actions

G5 - i
_.‘" Rpprovel - harpont 2010 Capture a version of the Document Set
(5 Collect Feedback - SharePoint 2010

(5 Collect Signatures - SharePoint 2010 Send Document Set to Repository

Set Content Approval Status for the Document Set
Start Document Set Approval Process
List Actions
Check In Item
Check Qut Item

Copy List tem .

10. The Send an Email action is added to the workflow and is displayed as the sentence
Email these users. Click on the these users hyperlink to open the Define E-mail
Message dialog.

11. In the Define E-Mail Message dialog, click on the book icon at the end of the To line.

12. In the Select Users dialog, select the Workflow Lookup for a User option.

13. In the Lookup for Person or Group dialog, set the Date source to Current ltem. Set
the Field from source to Email Address.

14. Click on the OK button to close the Lookup for Person or Group and the Select
Users dialog.
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Acknowledge Holiday Req

Emiil these users
To: I 1 | |
Apply Approval Logic e | &)
. I el
(Start typing or use the In: I I 2] x]
ahoma

Type a Name or E-mail Address: Selected Users:
| Add >>
Or select from existing Users and Groups:
— = —— == Remove
e e s e ite. .
|workfiow Lookup for a User...
UsEr WID Ueateu L enL i Mave Ug
1D Intranet Members -
ID Intranet Owners
1D Intranet Visitors Lookup for Person or Group =

Mark Macrae X
NT AUTHORITY\Authenticated |1 Data to Retrieve

INT AUTHORITY\LOCAL SERVIC  Choose the data source to perform the lookup on, then the field to

Peter Hale retrieve data fror :

SDPS\administrator .

System Account Data source: ICurrEnt Item d

Vieners Field from source [Emal Address =l
Return field as: i»«: Suny d

CIearLoukupl E 0K j Cancel |

Add or Change Lookup [o]4 | Cancel

v/

15. Continue to define the e-mail address as shown in the following screenshot. Use the

Add or Change Lookup button to add lookups for First Name, Number of Days, and
Start Date from the current item.

16. Click on the OK button.

B pefine E-mail Message x|
To: ICurrent Item:Email Address EI
cc: | EI
Subject: IYour holiday request has been received and is now being processed | S |
|Tahuma j|1o j B|7|U| M automatc M il

Dear [%Current Ttem:First Name%]

Thanks you for your holiday request for [%eCurrent Ttem:Number Of Days%t] days leave
beginning on [%Current Ikem:Start Date%]. Your request is now being processed and you
will be informed of the outcome shortly.

Regards

HR Team

Add or Change Lookup | Cancel |
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17. Inset your cursor in the Apply Approval Logic step. Expand the Condition button on
the Workflow ribbon. Select the If current item field equals value condition from the
Common Conditions section.

g ! / ﬂ 44| Parallel Block

Condition | Action  Step

! - - f
Madify Common Conditions
3 Sales Propos ¥ arme value aaals walis doliday Regug
- ﬁm I If current item field equals value val Workflow|
Other Conditions
Acknowledg- Created by a specific person

Created in a specific date span
Ernail Cur| Modified by a specific person
Modified in a specific date span
Apply Appra Person is a valid SharePoint user
(Start typil The file size in a specific range kilobytes
The file type is a specific type

Title field contains keywards

18. A new condition is placed in the workflow. Use the hyperlinks in the conditions text to
set the condition logic as shown in the following screen shot.

19. Add a Send an Email action to the If branch. Configure it as described previously
above, but set the subject and body to your request has been rejected.

20. Place the insertion point outside the If condition. Right-click to bring up the context
menu. Select the Else-If Branch option.

Acknowledge Holiday Request

Email Current Item:Email Address

Apply Approval Logic

I Current term:Number Of Days s greater than or equal to 5

Email Current ftem:Email Address

oo
%o Elsef Branch
Lommaon Lonaimons

If any value equals value

If current item field equals value
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21. Add a Send an Email action to the else branch. Configure it as described previously
above, but set the subject and body to your request has been approved.

22. Place the cursor immediately beneath the Send an Email activity in the Acknowledge
Holiday Request. Expand the Action button on the Workflow ribbon. Scroll down and
select the Update List Item action form the List Actions section.

23. The Update List Item action is added to the workflow and is displayed as the
sentence then Update item in this list. Click on the this list hyperlink to open the
Update List Item dialog.

24. Set the List to Current Item and click on the Add button.

25. The Value Assignment dialog is displayed. Set the Set this field drop-down to
Request Status and set the To this value drop-down to In Progress.

26. Click on the OK buttons to close the dialogs.

Acknowledge Holiday Request

Email Current Itern:Email Address

then Update item in this list j
Apply Approval Logic : 21|
List: |Current Item j
If Current Item:Mumber Of Days is gre Field | Value | Add...
- — _ |
Set this field:
Blse |Request Status j
Ernail C ¢ ThernErnail Add To this value:
mail Current Item:Email Address
|In Progress| | S I
E_ oK j Cancel |

oK | Cancel |

27. Repeat steps 22-26 above to add Update List Item actions beneath the Send
Email actions in the If and Else branches of the Apply Approval Logic step. Set the
Request Status value to Rejected and Approved respectively.

28. Click on the Check for Errors button in the Workflow ribbon. Ensure that there are no
errors present.
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29. Click on the Publish button. The workflow is published to the Holiday Requests
library and is ready to use.

G workiow
et
h, Fm - I T e-If a I
H & D - (3 = ‘o ¥ .
Save | Publish Check \dvanced “ondition Action Step :h Export Workflow | Initiation Form

for Errorsf| Properties /% Delete [%] Impersonation Step | Ciabally ta Visio Settings Parameters Vg
Jave Modify Insert Manage Vari
Mavigation < / [y Sales Proposals G/, Collect Feedback - SharePoint 2010 |13 Holiday Requesis / @ Holiday Requests Approval Wi

Site Objects - - {3 IDintranet » Workflows » Holiday Requests Approval Workflow b Editor »

fa} ID Intranet

:| Lists and Libraries

Ach ledge Holiday R
& Workflows i 4=,
Site Pages i o
'.j 3 Email Current ftem:Email Address
[ site Assets
[ Content Types then Update item in Current frem

D Site Columns
J External Content Types
[Z] DataSources
|E2] Master Pages

Apply Approval Logic

ﬁ 5ite Groups If Current ftern:Nurnber Of Days is greater than or equal to 5
2 Subsites

3 All Files Email Current fterm:Email Address

Workflows = then Update item in Current Item

Globally Reusable Workflow [

" Else
(5 Approval - SharePoint 2010

(51 Collect Feedback - SharePoint 2010 Ei g ¥ eeribendi R
('j‘_:CuHEct Signatures - SharePoint 2010 R T

then Update item in Current ftem

SharePoint Designer 2010 allows us to quickly assemble SharePoint 2010 workflows
without writing any code. In this recipe, you are introduced to the key building blocks of
those workflows:

» Steps

» Actions

» Conditions
Steps are used to divide workflows up into logical units, making them easier to create,
maintain, and understand. This workflow is a custom approval workflow designed to
process new holiday requests. It is divided into two steps:

» Acknowledge Holiday Request

» Apply Approval Logic
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In the first step, the request is acknowledged by an e-mail and the Request Status field on the
form library is updated to note that the request is in progress. Both these jobs are performed

by adding pre-built actions to the workflow and then configuring the actions' properties. In each
case the action adds a sentence to the workflow designer surface (such as Update item in this
list). The actions' configuration dialogs are accessed by clicking on hyperlinks presented in this
sentence. Once the configuration options are set, the sentence is updated accordingly. There
are a large number of actions available in SharePoint Designer. The actions you can choose
from will depend upon the current context that you are working in. If you can't find an action that
does what you want, you will need to call upon the services of a SharePoint developer or install a
third-party workflow power pack to give you the extra actions that you require.

The second step of the workflow implements the approval logic through the application of a
simple condition. There are a number of different conditions to choose from in the designer.
Thus we build up our workflow processes through the combination of steps, actions, and
conditions that allows us to achieve the results we need.

Simplify your business processes before trying to automate them in
M SharePoint. Keep your workflows simple and do not try to automate every
Q possible nuance of your process. Going from no automation to some
automation is a far better outcome than failing to deliver anything because
your workflow is over-engineered and too complicated to be run.

This workflow makes use of the update list action to update the Request Status field in
the form library. Though we do not make any further use of that field here, we will revisit
this workflow again in the Appendix, where you will learn how this field is invaluable when
developing our composite applications.

There's more...

Once you have completed your workflow and thoroughly tested it, you will want to configure it
to start automatically when a new holiday request is received. To do this, adjust the workflow
start options in SharePoint Designer and then republish it.

Start Options

Change the start options for this workflow,

r Allow this workflow to be manually started
—

W start workflow automatically when an item is created

| Start worktlow automatically when an rtem 15 changed
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Many Power Users fail to appreciate the importance and complexity of the
testing required for custom workflows. You should endeavor to test every
possible execution path, not just the happy path that you expect your requests
to take. Ensure that you include test cases which exercise all possible
outcomes for each condition that you introduce. Make sure you have data
that tests each condition's boundaries (for example, if a condition tests for a
N number smaller than 5, feed your workflow with test data that includes four
~ and five to make sure you have entered the condition correctly). Start your
Q workflows with rubbish or missing data and see how they respond. Make
sure you use test e-mail addresses while you are developing and testing the
workflow logic if you don't want your users being bombarded with meaningless
messages. Don't forget to replace these with the real addresses before
your workflow goes live (workflow variables can really help you with this). All
software has bugs and your custom workflows will be no exception to this.
Test, test, and test again, because an automated workflow process with a bug
in it can make a very big mess in a very short period of time.

As this recipe is designed to illustrate the mechanics of workflows, the logic it contains is a
bit contrived. It wouldn't make sense to automatically reject all leave requests over five days
(although | did once work for a boss who would have loved to do this).

Also, the workflow designer, though functional, is a bit limited when it comes to visualizing
what is actually going on in the workflow. In the next recipe we will learn how we can import
this workflow into Visio Premium 2010. Once there we can create a much more visually
appealing representation and improve the leave-approval logic along the way.

There are a few other SharePoint workflow areas that you will want to explore as your
proficiency increases. | recommend that you investigate using workflow variables to pass
data around and designing custom forms to interact with your users. You will definitely want
to spend some time investigating the task process designer (that's just like the workflow
designer we have seen here, but purely focused on the logic surrounding a task process).
Unfortunately we don't have the space to explore it here. One of the best ways to start to
understand how this works is to copy and modify the existing out-of-the-box approval workflow
and explore how the SharePoint team have designed their task process. You'll also find some
resources on my blog that will help.

Understanding different workflow types: reusable and site-level
workflows

When you create a list workflow, it can only be used on the list where it was created. If that's
all you need then great, but there will often be times where you want your workflow to be more
widely applicable. To achieve this, you will need to create a reusable workflow. This type of
workflow isn't bound directly to an individual list, but is instead created against a content type.
Once created, the workflow can be used wherever that content type is applied in SharePoint.
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Before SharePoint 2010, workflows could only be run against particular items in a list or
library. However, we now we have another option, the site workflow. These workflows exist at
the site level and must be manually started by a site administrator. Site-level workflows are
useful for scenarios where you want to work across multiple lists or perform actions that are
independent of any particular list item.

Getting Visual: tracking your workflow execution status

with Visio

The Collect Feedback workflow presented in the previous recipe displays a Visio Services
representation of progress as the workflow executes. You can achieve exactly the same effect
with your custom workflows. The only caveat is that the person publishing the workflow must
have Visio 2010 Premium Edition installed on their computer, otherwise it won't work.

3§ Sales Proposals (\:/) Collect Feedback - SharePoint 2010 4 Holiday Requests @ Holiday Reguests Approval Workflow = i

- - ﬁID Intranet b Workflows | Holiday Requests Approval Workflow b

@ Use this page to view and manage settings for this workflow,

Worlkflow Information ~ Seftings

Key information about this workflow, General settings for this workflow,

Mame: Holiday Requests Approval Workflow Task List: |Tasks

Description: Processes new holiday requests History List: |Workf|ow History
Type: List Workflow

Associated List: Holiday Requests V¥ Show workflow visualization on status page
Customization @ Start Options

» Using the Collect Feedback workflow to receive feedback on a Microsoft Word 2010
document

» Using Microsoft Visio 2010 to model a SharePoint workflow

Using Microsoft Visio 2010 to model a

SharePoint workflow

SharePoint 2010 workflows can now be modeled in Microsoft Visio 2010. In this recipe we
take the custom workflow created in the Creating a list workflow using SharePoint Designer
2010 recipe, export it to Visio, and enhance it. We then send it back to SharePoint Designer
where it can be further configured before being published back to SharePoint.
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Getting ready

This recipe works for:

» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition
» Office 365 (SharePoint Online)

You will need the Design or Full Control permission level to run this recipe.
You will need SharePoint Designer 2010 installed on your client machine.
You will need Visio 2010 Premium Edition installed on your client machine.

This recipe makes use of the holiday requests workflow created in the previous recipe.

How to do it...

1. Open the holiday approval workflow created in the previous recipe in SharePoint
Designer.

2. Click on the Export to Visio button in the Workflow Settings ribbon.

2 . > : pum—
] . Y| & i | ] = |
=i % & H# %y @& B B o
Rename F Save as Import. Export ociate sociate t Initiation Form Local Association
slobally T ate from Visl%, to Visio fto List _ontent Type Parameters Variables Columns
MdFiy® Variables

(3 Sales Proposals @") Collect Feedback - SharePoint 2010 '\ |4 Holiday Requests / @j Holiday Requests Approval Workflow * ¥

- v ﬁID Intranet b Workflows b Holiday Requests Approval Workflow B

@ Use this page to view and manage settings for this workflow,

3. The workflow will be exported as a Visio Workflow Interchange file. Save the file as
Holiday Requests Approval Workflow on your local computer. Close SharePoint
Designer.

4. Open Visio 2010 Premium Edition and create a new Microsoft SharePoint Workflow
(located in the Process templates).
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5. Switch to the Process ribbon and click on the Import button. Browse to the location
of the Holiday Requests Approval Workflow.vwi file created above and click on the
Open button.

¥id9-ui=
Home Insert Design Data Process Betien View

1 B w6

Check [ Issues Window Import Jexport
E a Diagram ~
Subprocess Diagram Validation SharePoint Workflow
Shapes <
More Shapes 3
Import Workflow x
(caanes g
SharePaint Workflow Actions (Metric) 1S |_‘\‘ ~ Libraries ~ Documents = s ﬁﬁjl Search Documents lﬂ‘
SharePoint Workflow Conditions (Metric} el e =~ 08
SharePoint Warkflow Terminators (Metric)
- .
SharePoint Workflow Actions (Metric) (1] Mirosoft viso Documents library Arrange by Folder +
8 Assign a 2% Coled dots Includes: 2 locations
@ to-do item & | from a user 7 Favorites
2 Name Date modified Type
Start approval 423 Start custom B Desktop
process S task process W Downloads . Integration Services Script Component 16/12/2010 3:30 AM File folder
2 Start f}; sy 1] Recent Places Integration Services Script Task 16/12/2010 3:29 AM  File folder
uj feedba.., 5
‘ {3 My Shapes 16/06/2011 7:54PM  Fille folder
i it i - Libraries
Shearcolat Workfiow Contitiars (Mcwic) R 5 = | 80L Server Management Studio 16/12/2010 B:04 AM  File folder
Ci data P C _=| Documen
. e © chrgiladd = 2 musc | Visual Studio 2005 16/12/2010 8:04 AM  File folder
E Title contains  dm o0 [ Pictures e 2 16122010 3:19 AM  File folder
keywords [} ¥ ¥ videos olicay proval Wo 0/06/2011 12:38 AM  VWI File

SharePoint Workflow Terminators (Met...

= e
CE) Statt @} Terminate % Computer

E_i Local Disk (C:)
3 F (Wdab-7200) (z_|

P i | |

File name: IHD|IdEy Requests Approval WDrkﬂnw.\j |V\5io Workflow Interchange j

Tools - ‘ Open vI Cancel
4

6. The workflow opens in Visio.

EFY )

|—b Send an email s Update list item

: 2
F =)

g
@—b Send an email »  Update list item

)

=

|—b Send an email » Update [ist itern

7. Edit the boxes in the workflow to display more meaningful descriptions of what is
taken place in each step, as shown in the next screenshot.

8. Delete the Send an Email action on the Yes conditional branch.
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9. Drag a new Start Approval Process shape from the Visio SharePoint Workflow
Actions toolbox and add it to the workflow.

10. Modify the Update List Item shape to Set Request Status = Manager Approval
Required.

i o

lshapes P 7H|ZP\HPPH\W\H‘SPIH‘GP\V\\WHIWH\PP\HPP?HW?\\W?II‘W\\H‘?HPF?HW?\\W?HPP?HW?\\FP?II‘ZT‘?\\W?H‘ZT)?HPF?HFT;?II‘ZWHW?H

More Shapes »
Quick Shapes
SharePoint Workflow Adtions (Metrie)

SharePoint Workflow Conditions (Metric)
SharePoint Workflow Terminators (Metric)

SharePoint Workflow Actions (Metric) -

Eal
=
£
&
&5 2siona '} Collect data = -
&7 to-dn item & | froma user = U[_.
» = = =--
g Start approval| 28 Start custom = Send an email Set Request Status
process O task process = (Approved) = Approved
2 Start B ~ s o~ e o
2] feoiba.. Ua sendan emait | || £FN ;- . o |
= Acknowledge Set Reguest Status _~More than § / u
sdds b nadtime to E Request = In Progress ><days requested \ -
@ = -~
# comment = date B ~r Yes ST ] ";
Do “_ Logte histery | | | L Set Request Status Start approval
calculation B list & =Managar = process
E Approval Required
A Pause for (fily= Pause until =
'\I,Ix‘ duration W cate x| !
- Send [ 5 Set content =
¥ document ... ‘/ approval ... =
| ZT Set field L”[ Set time =]
Set workflow setworkflow | =/
status variable &

11. Click on the Check Diagram button in the Process ribbon. Ensure that there are no
errors in the modified workflow diagram.

12. Click on the Export button to save the modified workflow as a VWI file (you can
overwrite the file created earlier if you wish).

Home Insert Docinms Data Process Review e

1B o Bl

Check :| Issues Window Impol: Export
Diagram -
Subprocess Uiayram Validation SharePoiril WoTkioby

13. Open SharePoint Designer and navigate to your Team Site. Select Workflows in the
Site Objects pane to activate the Workflow ribbon.
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14. Click the Import from Visio button. The modified workflow is imported back into
SharePoint Designer.

4 Sales Proposals E/} Collect Feedback - SharePoint 2010 / E/) Holiday Requests Approval Workflow =

< ﬁID Intranet b Workflows b Holiday Requests Approval Workflow »  Editor b

Acknowledge Holiday Request

Ernail Current Item:Ermnail Address

then Update itern in Current Item
Apply Approval Logic

If Current Itern:Murnber Of Days js less than or equal to 5

Update itern in Current tem

then Start Approval process on this item with these users

Elze

Email Current Item:Email Address

then Update itermn in Current Item

Visio Premium 2010 includes the ability to design SharePoint 2010 workflows visually. It is
intended to be a complimentary tool to SharePoint Designer 2010. In SharePoint Designer,
we add the nuts and bolts of the workflow, set the configuration properties that we want, and
publish the workflow to SharePoint so that it can be run. In Visio, we are more concerned
with the big picture, modeling the workflow visually. Visio workflow diagrams are great for
communicating to and designing workflows with other business stakeholders. The important
thing to realize here is that Visio SharePoint workflow diagrams cannot be published to
SharePoint directly; they must be exported to SharePoint Designer and further configured
before they can be run. To facilitate this process, Microsoft has created the Visio Workflow
Interchange File format that is understood by both applications.
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This workflow demonstrates both the remodeling the logic of the holiday workflow in Visio

as well as improving the annotation of the existing logic so that the workflow's intention and
processing are easier to understand.

» Using the collect feedback workflow to receive feedback on a Microsoft Word 2010

document

» Creating a list workflow using SharePoint Designer 2010

282

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011
Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Joining the Dots—
Creating Composite
Applications

Taken individually, the recipes in this book can help you solve everyday SharePoint problems.
However, by learning how to combine their tools and techniques you will be able to create
powerful "no code" composite applications to automate and control business processes and
functions. This chapter is designed to illustrate how to achieve this.

Introduction

Before we start, it is important to understand what is and isn't a composite application.

The first few sections in this chapter introduce you to composite applications, explaining
their background and the key underlying concepts. Studying these sections will allow you to
determine if your particular problem should be solved by creating a composite application, or
if another approach would be more appropriate.

Assuming that a composite application fits your needs, we then explore the approach you
should apply to build one. There are some best practices that you should apply, and pitfalls
that you will want to avoid. | have created a checklist of questions to ask to make this easier.

The second half of this chapter presents three simple composite applications covering:

» Project Management
» Customer Relationship Management (CRM)

» Human Resources (HR)
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Each application is designed to illustrate a few key concepts that you should consider
applying when building your own applications. For each application, I first outline the business
problem to be solved, describe the composite application solution, provide some high-level
instructions on how to build it, discuss how it works, and highlight the key learning points.
These applications aren't intended to be comprehensive solutions. There isn't enough space
to detail step-by-step how to build each application (that would require another book in itself).
Think of each application as a starting point that you may extend to solve your own particular
business problem. However, the information that you need has already been covered in the
recipes previously presented in the book. Each composite application contains a list of the
recipes that you should reference to help you.

At the end of the chapter you will find my closing thoughts, summarizing what we have learnt
so far, along with some advice on how to continue your SharePoint Power User journey.

Understanding composite applications

A composite application is a quick, simple, "no code" SharePoint application intended to
provide a solution to a particular business problem. It is constructed by a SharePoint Power
User possessing an intimate knowledge of the problem to be solved. A composite application
draws upon any or all of the SharePoint features explored in this book, melding them together
until a satisfactory solution is produced. There is no right or wrong way to do this. Composite
applications are normally developed through "trial and error"—prototyping and evaluating the
application until something useful is produced.

The best types of composite applications to create on SharePoint are those which require
collaboration, the sharing of documents, tasks, electronic forms, and simple workflows.
SharePoint provides extensive out of the box tools and functionality to do this.

Powerful as composite applications are, it is also important to appreciate what they are not
and to know where to draw the line between an informal Power User development and a
formal software engineering project, with all the project management, governance, rigorous
process, costs, and resource, which that entails.

Please don't read this chapter thinking that you can construct a new banking system,
sophisticated payroll, or accounting solution as a composite application. You can't. You may
be able to build solutions to those problems on SharePoint, but you will need a formal project,
team-based development, designs, test plans, and lots of resources to be successful. You will
definitely need to write code and will more than likely need to involve a whole range of other
technologies as well. SharePoint may well make building those applications easier too, but
that is not what this book is about.
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Appendix

How to design and build composite
applications

Introduction

There is no "right" or "wrong" way to build composite applications. SharePoint offers many
different tools and techniques that may be used to achieve the same result. It is often difficult
to know which technologies to choose, or where to start.

Regardless of the specific details of the particular composite application that you wish
to build, you should seek to apply a consistent methodology and approach. This section
describes my recommended approach to building composite applications. Before attempting
to build a composite application, ask yourself the following questions:

» Is the problem simple and well defined?

» What are the risks if my application goes wrong?

»  Who will use my solution and what roles will they play?

» Has somebody else already built a solution to my problem?

» Do I have the necessary time, skills, and resources required?

» Should this solution really be built without code?

» How can | test my application to be sure that it works?

The answers to these questions will help you decide if and how you should build your
application. When building your application, don't expect (or even try) to get it right the first
time. Create prototypes, test them, and get feedback until you have created a composite
application that does just enough to solve the problem.

Is the problem simple and well defined?

No one has ever successfully built a composite application for a business problem that they
didn't understand. If there are bits of business process, rules, and logic that are unclear, then
try to resolve those questions before you proceed. If there are a number of suitable options,
then build simple prototypes to refine your ideas as you proceed.

The most successful composite applications are the ones that really don't do very much.
Simple, well-defined business problems lead to successful composite applications.
Complicated business processes with many variants are impossible to build. Simplify
processes before trying to automate them and don't try to cater for every possible scenario.
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What are the risks if my application goes wrong?

Before embarking on any composite application development, consider the importance of
the application to the business, particularly the risk and impact on the business should it all
go wrong. Complex, high profile, high-risk projects are not suitable candidates for composite
application development. Don't try to build them this way; you are just setting yourself and
business up for failure.

Who will use my solution and what roles will they play?

Always think about who will use your solution and what roles they will play. For example, will
everyone be allowed to see all the documents in a site? The answers to these questions will
enable you to create the right functionality and inform the security model that you will need to
apply to make sure people can do only what they are supposed to do in your application.

Has somebody else already built a solution to my problem?

The best composite applications are the ones that you never build. Why reinvent the wheel
if someone else already has already created a solution to your problem? Start by opening
your favorite search engine. Look for blogs, articles, and forum posts that might help. Check
if someone has created a Sandbox Solution that you can download and install. Do some
research to see how others have tackled your problem and consider purchasing third-party
products or toolkits before trying to build your own.

. SharePoint 2010 allows Power Users to upload custom applications without
% having to ask permission from SharePoint administrator. These applications
i run in a sandbox that restricts what they can and can't to do on the server,
making sure they can't do any damage, hence their name Sandbox Solutions.

Do | have the necessary time, skills, and resources required?

This book is all about giving you the skills to build composite applications, but do you have
access to SharePoint and the power to make the changes you need? Are the right licenses
in place to give you electronic forms and business intelligence capabilities? Do you have the
necessary time to devote to creating the solution? If the answers to these questions are no,
then you are probably on the road to failure.

Should this solution really be built without code?

No-code applications are an attractive proposition, but it is important not to make the mistake
of rigidly applying a "one size fits all" approach. There are some applications that should not
be built on SharePoint and others that should not be built without code. It is like cutting the
grass with a pair of scissors; you can do it but you really shouldn't. Some problems that are
very hard to achieve in the "no code" world are very simple to solve with the introduction of

a little code. If you have SharePoint administrators, designers, and code developers at your
disposal, then use them. You will invariably come out with a better solution.
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How can | test my application to be sure that it works?

One of the biggest mistakes | see Power Users make is that they fail to test their applications
adequately. When you build a composite application, you are still developing software (albeit
without writing any code). You must plan to test your application thoroughly. Of course, you
should test that your application does what you intend it to do. Ensure you test all the roles
that you have identified and make sure you log in as different users to ensure that the security
model you have implemented is working correctly.

Beyond this, you should expect that you will have made mistakes when building your
application. Create different scenarios that test your logic thoroughly. Never underestimate
the ability of your users to throw rubbish data into your application and to use it in ways that
you don't expect. You need to repeat your testing each time you make major changes. Each
time you add new functionality into your application; ask yourself "how will | test this?"

Composite applications are never "right first time" nor are they meant to be inflexible
unchanging beasts. Composite applications can be expected to change over time, being
constantly changed and tweaked as business rules change and processes evolve. The "no
code" rapid development tools that SharePoint provides help us in changing our composite
applications as we go, providing a level of flexibility that is impossible to achieve with
traditional code-based applications.

. With great power comes great responsibility. The ability to change live
~ business processes "on the fly" is fraught with danger. Make sure that you
Q think through changes before you make them, test thoroughly, and have a
back-out plan ready just in case things don't turn out quite as you expect.

Project Management composite application

Composite applications do not need to be complex. This example shows you how to combine
existing SharePoint functionality in a SharePoint 2010 Team Site to create a simple but
effective Project Management solution.

The problem

My company has decided to create a SharePoint Power User portal on the Internet to support
this book. We have created the high-level concept ("SharePoint Mentor") but now need to set
up and execute a project to turn our concept into reality. We need to be able to assemble our
project team, create a simple project plan, allocate and track tasks, share documents and
knowledge, capture and discuss ideas, and track our progress against the project goals

and deadlines.
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Our solution is to create a SharePoint 2010 Team Site and then customize it to fit our needs.
The Team Site template gives us a great starting point, providing most of the functionality
required to solve our problem. We first remove the things that we don't want and then add
new pages, lists, and libraries as required.

For our security model, everyone should be able to read the site, but we only want our project
team to be able to upload and update its information. We want to keep our security model

as simple as possible. We deploy our project site in our existing intranet site collection, but
break the security inheritance at the site level. We add the project leader who will be the
owner of the site. We will add all our project team members as contributors and the rest

of the organization as readers.

To allow us to coordinate the work that needs to be done in our project, we will use the tasks
list. We add the tasks that need to be done and assign them to members of the project team.

To capture and share knowledge of the project, we will use a number of complementary
approaches:

»  Wiki pages

» Documents library
» Discussion boards
» Project blog

The project home page is a wiki page. This is modified to replace the placeholder data that
the Team Site template provides with information that shows the goals and status of, and
important information for, the project. We add and link to other pages as we need them.

Project documentation is captured in the existing Shared Documents library. As we don't want
to lose important information and change history as the project progresses, we configure this
library to track versions, require checkout, and enable content approvals. We will also want

to collect feedback on and seek approval for the various project documents as the project
progresses. We use the out of the box Collect Feedback and Approval workflows for this.

There will be things that our project team needs to work out as they go along. A discussion
board is an ideal medium for this. The Team Site template provisions the Team Discussion
board ready for use. However, as our SharePoint mentor concept isn't thought out in any
detail, we also want to capture the ideas from the rest of the company as well. We will add a
second Ideas Discussion board for this and tweak the security permissions on this board to
allow everyone in the company to contribute to it.

To complete our knowledge sharing, we add a project blog. The project leader will periodically
post project updates to the blog, keeping the project team and the wider project stakeholders
informed of the project's progress.
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Getting ready

This re

>
>

>

cipe works for:

SharePoint 2010 Foundation (not workflows)
SharePoint 2010 Standard Edition
SharePoint 2010 Enterprise Edition

How to do it...

1.

These instructions are intended to guide you through the key steps that
you should perform to build this composite application. They are not a
comprehensive guide like the recipes presented earlier. You will need

M to apply the knowledge you have learned and refer back to the recipes
presented earlier to successfully build this application. Recipes that will
be particularly useful to you are listed in the Recipes that will help you
build this application section later in this chapter. | recommend that
you also read the How it works section of this recipe first to gain further
insight before trying to recreate this application.

Create a new SharePoint 2010 Team Site for the SharePoint Mentor project. Set the
site to Use unique permissions when you create it (using the More Options dialog).

Create
Title and Description
i Type a title and description for your new site. Title:
a4 The title will be displayed on each page in the B 5 B
e site. |S"a|‘ePo|nt Mentor Project Site ‘
Description:
Team Site

A project management composite | &
application

Web Site Address

Users can navigate to your site by typing the URL name:
Web site address (URL) into their browser. You
can enter the last part of the address. You
should keep it short and easy to remember. |5pm|

http://intranet.id-live.com/

For example, http://intranet.id-live.com/

sitename

Permissions

You can give permission to access yousiiew User Permissions:
site to the same users who have access to this
parent site, or you can give permission te3,
unigue set of users. bl 5ame nermissian weParent site

(2) Use unique permissions

Note: If you select "Use same permissions as
parent site”, one set of user permissions is
chared by both sites, Consequently, you cannot
change user permissions on your new site
unless you are an administrator of this parent
site.

PUBLISHING
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Joining the Dots—Creating Composite Applications

2. Create new groups for the Owners and Members; inherit the Visitors group form the
parent site.

SharePoint Mentor Project Site » Set Up Groups for this Site

Use this page to specify who can access your site. You can create new SharePoint groups or re-use existing SharePoint groups.

Home

Visitors to this Site
Libraries ¢ Create a new group (% Use an existing group
Site Pages Visitors can read content in the Web site, Create a group of visitors or re-use an existing

SharePaint aroup.

Shared Documents

Members of this Site
Lists & Create a new group ("~ Use an existing group

Members can contribute content to the Web site. Create a group of site members or re-use an
Calendar existing SharePoint group.

|5harePomt Mentor Project Site Members
Tasks

SDPS\administrator ;

Discussions

Team Discussion 80l

& Recycle Bin Owners of this Site
- (% Create a new group (' Use an existing group
[ air site content Owners have full control over the Web site, Create 2 group of owners or re-use an existing

SharePoint aroup.

|SharePoint Mentor Project Site Owners

SDPS\administrator ;

& W

oK

3. Add the project manager to the site owner's group. Add each member of the project
team to the site member's group.

4. Edit the site home page to remove the placeholder information and pictures. Add
some information about the project, its goal/s, and deliverables.

SDPS\admini

site actions - §f B I

SharePoint Mentor Project Site » Home b £
%%¥ A project management composite application Tlikelt Tags &
Motes
Home Search this site... p=l (7]
Libraries
Site Pages Welcome to the SharePoint Mentor Project Site
5 <
S B e t Mentor is our new Power User portal at .
2 harepointmentor. is pr site is
te the work required in time to s arthcoming

Lists rePoint 2010 Power User Cookbook.
Calendar : Key goals:
Tasks w m Establish the site

Micrasaft SharePaint 2010 m Create a useful Power User resource

e = Keep the site up to date
Discussions = Promote id's mentoring and training services SHAREPOINT
Team Discussion CRM » WORKFLOW
g Recycle Bin

X Shared Documents

[Zh all site Content

I Type Name Maodified Modified By

There are no items to show in this view of the “Shared Documents™ document library, To add a new item,
click New” or "Upload”
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5. Adjust the settings on the Tasks list to send an e-mail when ownership of a task is
assigned. Add any existing tasks to the list.
Add a view of the task list to the home page.

7. Edit the Shared Documents library settings to require checkout, enable versioning,
and content approval.

8. Adjust the Shared Documents and Tasks All Items view to only show relevant
columns.

9. Create workflow associations for the Collect Feedback and Approval out of the box
workflows on the Shared Documents library.

10. Upload any existing project documents to the library.
11. Add a Discussion Board named ldeas.

12. Break inheritance on the Ideas Discussions Board. Edit the Visitors group
permissions to give them access to this list.

Edit Permissions 8 x

Users or Groups
Users:
The permissions of these 1D Intranet Visitors
users or groups will be
modified.

Choose Permissions L
Permissions:

Choose the permissions you
want these Users or aroups I Full Control - Has full control.
to have. r Design - Can view, add, update, delete,

approve, and customize.

ontribute - Can view, add, update, and
elete list items and documents.
v Read - Can view pages and list items and
download documents.
View Only - Can view pages, list items, and
r documents. Document types with server-side
file handlers can be viewed in the browser
but not downloaded.

oK | Cancel |

13. Add a new blog site under the Team Site named Project Updates. Use unique
permissions for the site. Use an existing group for both the members and owners
of the blog. Set this group to the SharePoint Mentor Project Site Owners. Use an
existing group for the visitors to the site; use the same intranet visitors group as is
used for the parent site.
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14. Configure the blog, remove the placeholder post, and set up its categories.

Visitors to this Site L
{¥ Use an existing group

=

(" Create a new group
Visitors can read content in the Web site. Create a group of visitors or re-use an existing
SharePoint group.

| ID Intranet Visitors

Members of this Site .
{~ Create a new group {* Use an existing group
Members can contribute content to the Web site, Create a group of site members or re-use

an existing SharePoint group.

|ShareP0int Mentor Project Site Owners = |

Owners of this Site .
{* Use an existing group

{" Create a new group
Owners have full control over the Web site, Create a group of owners or re-use an existing

SharePoint group.

|ShareP0int Mentor Project Site Owners = |

15. Add any project-related meetings and events to the Calendar.
16. The final application should look something like the following screenshot:

James Love ~

Site Actions - B T
SharePoint Mentor Project Site » Home 2
A project management compasite application el “Jaiet
Home | Project Updates Search this site... p 7
Libraries
Site Pages Welcome to the SharePoint Mentor Project Site

Shared Documents =y ~
p RAW DD RAWDID RAW SharePoint Mentor is our new Power Use"_p:\t_al at . .

a .sharepointmentor.com. The aim of this project site is
inate the work required in time to support our forthcoming

Lists 2010 Power User Cookbook.
Calendar Key goal
il » Establish the site
Microsoft SharePalnt 2010 = Create a useful Power User resource
e Shareroint Appiod: RAV m Keep the site up to date
Disbubaons = Promote id's mentoring and training services SHAREPOINT
Team Discussion CAM WORKFLOW
Ideas
Tasks ||
C Title Assigned To Status Due Date Shared Documents
i‘[ Alj Sfte Content Create the SharePoint 2010 Peter Hale in 7/5/2011 T Type Name
Server Infrastucture =i Hew Progress
[h] Project Brief finew
Create the SharePoint Mentor James Love Mot 7/8/2011
Branding Eivew Started [l Test Plan &ivew
(i) Use Cases DiHew

The SharePoint 2010 Team Site template gives us a great starting point for creating
collaborative applications. Many business problems can be solved by customizing this site.
SharePoint makes these customizations very easy to perform. In this example, everything we
need to manage our project can be obtained by creating and lightly customizing a Team Site.
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The customization process starts when we create the Team Site. We know that our scenario
demands a custom security model and that we will not inherit the security permission for our
parent site. The More Options dialog makes it easy to apply unique permissions as we create
the site. It also means that no-one else can see our site and accidentally start using it before
we have finished configuring and testing it. Further security tweaks are made to the Ideas
Discussion Board (so that all intranet visitors can post ideas) and to the Project Updates
Blog (so that only the project manager can post updates about the project).

Collaboration and coordination of the project is achieved by sharing tasks through the Tasks
list, documents through the Shared Documents library, and events though the Calendar.
Team members automatically receive an e-mail whenever a task is assigned to them. For
convenience, all team members can connect to the tasks list, shared documents library, and
calendar. Project documents are versioned, require content approval, and must be checked
out before they can be edited. The out of the box workflows are used to seek feedback and
approval for project documentation changes.

The team shares ideas and resolves problems through posts in its Team Discussion board.
Again, this list is synchronized to Outlook 2010, allowing team members to be informed of and
reply to new posts as soon as they occur without having to visit the site.

| Hame Send / Receive Folder View

(o] Deleted Items

4 Qutlook Data File
] Inbox
7| Drafts
= Sent ftems
(5] Deleted tems
=] Outbox
L) RSS Feeds
B Search Folders
4 SharePoint Lists
(3] Deleted Rems
3 search Faolders
’3.7' test - Team Discussion

~| Mail

4 Today

| _-_+i x v | 3 (23 Move to: 7 '\'*‘ |N_| —J Unread/ Read
gy junk v - M — & Done 3 '-9'—'1 S Categorize v [l Addres

MNew Mew Delete Post  Reply Forward B pore ~ o 7 Mave OneNote
Post Items Reply 3 o Create New v . W Follow Up ~

New Delete Respond Quick Steps Move Tags Find
4 Favarites £

2l oo # | Building a list of things to blog

i Sent rems Arrange By: Date (Conversations) Mewest on top SDPS\administrator <Unknown>

Building a list of things to blog
Sun 3/07/2011 11:26 PM

. Building a list of things to blog
Latest message shown. Expand to see previous items.

test - Team Discussion

We should cover how to save a site as a template, as
many people are unaware of that

From: Unknown

Posted At: Sunday, 3 July 2011 11:26 PM
Posted To: test - Team Discussion
Conversation: Building a list of things to blog
Subject: Building a list of things to blog

Use this thread to capture items that would be useful
to cover in a power user blog

You can use Outlook 2010's folder function to move e-mail messages
to discussion boards that you are connected to. The e-mail message
will then appear as a new post in the board.
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Joining the Dots—Creating Composite Applications

Weekly project updates are posted by the project manager on the Project Updates blog using
Microsoft Word 2010. Stakeholders who wish to be informed of a project's progress register
for an alert on this blog.

Reusing the site as a template

Creating a custom project site is all very well, but you really don't want to go through this
process every time a new project comes along. Wouldn't it be great if you could just save the
new, preconfigured project site as a template? You will be happy to know that SharePoint
provides exactly that functionality. You will find the option under the Site Actions group on

the Site Settings page. You can save your project site as a template and then create as many
new project sites from that template as you wish. You can even choose to include your existing
data in the template, so if there are tasks that you always perform on every project, add those
to your site before you save the template and then include them in it. Each project site you
create from then on will include those tasks already created. It is all designed to save your
work and get your projects off to a flying start.

SharePoint Mentor Project Site » Site Settings » Save as Template 2 [l
Use this page to save your Web site as a site template solution. Users can create new Web sites from this template Ilikelt  Tags &
Mates
Home | Project Updates 7]
Libraries File Name File name:
Site Pages Enter the name for this template file, [idprojectsite
Shared Documents
Name and Description
Template name:
Lists The name and description of this template will be displayed on the Web site template picker [id Project site
page when users create new Web sites.
Calendar Template description:
Tasks Preconfigured project site used for =
managing id project: -
-
Discussions
Team Discussion Include Content
d M 1 ciude Conten
Ideas Indude content in your template if you want new Web sites created from this template to Include Content
indude the contents of all lists and document libraries in this Web site, Some customizations,
such as custom workflows, are present in the template only if you choose to indude content.
& Recycle Bin Incuding content can increase the size of your template.
j_] All Site Content Caution: Item security is not maintained in a template. If you have private contentin this
Web site, enabling this option is not recommended.
oK Cancel

Not everything saves across to your site template, for example the blog
~ sub site is lost through this process. Spend some time testing any site

Q templates that you create as SharePoint doesn't always create them
quite how you might expect.
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What we have learnt

Composite applications do not have to be complex. Always start with the out of the box site
template that best fits your needs and then work from there. We could have over-engineered
(or paid for) an elaborate project management solution, but there really is no need. This
project management site is quick to create, functional, and helps us get the job done. A Team
Site with some minor changes and a tweaked security model is all that we need.

We typically require some custom security permissions in our composite applications. These
are easy to create, but best practice is to keep these changes as simple as possible.

When we have created a custom project site that we are happy with, we can save it as a
template so that we don't have to reinvent the wheel each time we need a new project site.

Recipes that will help you build this application

» Create a SharePoint list, Chapter 1

» Creating a Team Site, Chapter 2

» Adding users to a Team Site, Chapter 2

» Adding a new page to a Team Site, Chapter 2

» Creating a new task and assigning it to another user, Chapter 2

» Using the datasheet to bulk edit tasks in a task list, Chapter 2

» Uploading an existing document to a document library, Chapter 4
» Uploading multiple documents to a document library, Chapter 4
» Requiring users to check out a document before they can edit it, Chapter 4
» Enabling versioning on a document library, Chapter 4

» Publishing a major version of a document, Chapter 4

» Enabling content approval on a document library, Chapter 4

» Creating a blog in my My Site, Chapter 5

» Posting to my blog from Microsoft Word 2010, Chapter 5

» Using the Collect Feedback workflow to receive feedback on a Microsoft Word 2010
document, Chapter 8
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CRM composite application

If you need a simple application to keep track of customers, then deal with their enquiries,
keep track of their orders, and quickly generate Sales Pipeline reports, this recipe will show
you how it can be done.

The problem

Based on the success of our Power User cookbook, my company is launching a new
SharePoint 2010 training business. We need a simple CRM application to help us keep track
of it. We want to maintain a list of customers, a calendar of our public training courses, be
able to quickly respond to course enquiries, track our customers' orders, and invoices for
training places. We need some simple reports and charts that quickly give us an overall
picture of how the training business is performing.

Building on the previous recipe, we again create a custom SharePoint 2010 Team Site as

the starting point of our solution. In this case, we add and customize a contacts list to track
the details of our training course customers. We use the calendar list to record the public
schedules of the courses we intend to present. We remove the Shared Documents library that
was created automatically and replace it with two new document libraries designed to store
sales resources and customer documents respectively.

The Sales resources library is used to store course information, company fliers, and other
sales documents that we want to be able to quickly send out to customers in response to
course enquiries.

The customer documents library is used to store the documentation related to existing
customers. We create add content types for customer documents such as quotations,
orders, and invoices, allowing us to capture different metadata for each document type. Our
documents are generated in Word and uploaded to the library. We create a lookup field in
each content type that links the documents to our customer list. We add a new web part
page to the site and use connected web parts to give us a filtered view showing each
customer's documents.

Getting ready

This recipe works for:

» SharePoint 2010 Foundation
» SharePoint 2010 Standard Edition
» SharePoint 2010 Enterprise Edition

296

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011
Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Appendix

How to do it...

These instructions are intended to guide you through the key steps that

you should perform to build this composite application. They are not a

comprehensive guide like the recipes presented earlier. You will need to apply

the knowledge you have learned and refer back to the recipes presented

~ previously to successfully build this application. Recipes that will be particularly
useful to you are listed in the Recipes that will help you build this application
section at the end of this recipe. This recipe assumes the knowledge presented
in the earlier Project Management composite application section. | recommend
that you also read the How it works section of this recipe first to gain further
insight before trying to recreate this application.

1. Create a new SharePoint 2010 Team Site for the SharePoint 2010 training site.
Customize the site's home page to remove the out of the box placeholders and add
relevant information. Apply an appropriate security model.

2. Add details of the public training schedule to the Calendar. Add a view of the
Calendar to the home page of the site. Change the title of the Calendar to
Course Schedule.

3. Create a new Contacts list named Customers to store customer details. Remove any
columns from the list that are not required.

4. Delete the Shared Documents library and add two new document libraries named
Sales Resources and Customer Documents respectively.

5. Upload any sales resources, such as course outlines, to the Sales Resources library.
6. The home page of the site should look like the following screenshot:

SharePoint 2010 Training Site
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Joining the Dots—Creating Composite Applications

7. Create document content types for Quote, Order, and Invoice. Add appropriate
metadata columns and document templates. Ensure that each content type contains
a Total column (currency).

8. Enable content types for the Customer Documents list. Add the Quote, Order, and
Invoice content types. Make Quote the default content type and then delete the
Document content type from the list. When you have finished the New Document
menu for the list, it should look like the following screenshot:

Library Tools
Site Actions ~ B Browse Documents
} Check Out
j j — Check In
Ne Upload MNew Edit
Document~ Document» Folder Document D rd Check Qut  Pr
Quote Open & Check OL
lEE] Create a new Quote | S vpe
IEZ] ?::E e O 1ere are no items to show in this view of the "Cu
——— # Add document
E IC\'EatE a new Invoice
Lists
Course Schedule
Tasks
Customers

9. Create a new lookup column named Customer in the Customer Documents list and
connect it to the Company field in the Customers list.

10. Set Require that this column contains information to Yes and Enforce unique
values to No.

11. In the Add a column to show each of these additional fields, check the Last Name
and First Name options.

12. Check the Add to all content types and Add to default view options.

13. Check the Enforce relationship behavior and select the Restrict delete option.
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14. Add details of existing customers to the Customers list.

15. Upload any existing customer documentation to the Customer Documents library.
Set the Content Type and metadata for each document uploaded.

Customer Documents - SP2010 Power User GD.docx

HB 0. X

S copy

Save Cancel Paste Delete
Item

Commit Clipboard Actions
Content Type IQLIDtE vl
Name * ISP2D].D Power User GD .docx
Title * |5P2D]_D Power User Quote
Total * Il,QQE
Quote Status * IIH Preparation vl
Due Date * [s1/07/2011 iz
Customer * IGIDrv Days ']
Summary

Quote for the SP2010 Power User Course - one user - course ;I
date flexible. May lead to some on going mentering as well

Created at 10/07/2011 15:51 by System Account Save

Uit | Cancel |
Last modified at 10/07/2011 15:52 by System Account

16. Create new Standard Views on the Customer Documents library to show Quotes,
Orders, and Invoices respectively. For each view, set the Filter value to select the
correct content type (you will have to type in the content type's name as text), and
add the content type specific columns to the views (for example, Quote Status to the
Quotes view). In the Inline Editing section, check the Allow inline editing checkbox.
In the Totals section, add a Sum to the Total column. The quotes view is shown in the
following screenshot:

Library Taols

] System Account -
Site Actions = B Browse [EDEEILELTH

F Check Out Version Histary y SendTo
1) #y

CheckIn & Document Permissions

Manage Copies

New Upload  New Edit View Edit Emaila Alet Downloada Workflows Publish
Document» Document. Folder Document -, Discard Check Out  Properties Properties ¢ Delete Document Link B Capy GoTo Source

New Open & Check Out Manage Share & Track Warkflows

Libraries " Type  Customer Summary Total Due Date  Quote Status
Site Pages Sum= $11,985.00
Sales Res = s
SHiSS RESUICES @  Glory Days - course date flexible. May lead to some on $1,995.00 31/07/2011 In Preparation

Customer Documents

@& Eric Bates
Lists (] Danny ed in the Nottingham bootcamp
Skipton

Course Schedule
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17. Using your web browser, add a new Web Part Page to the site and call it
CustomerView.aspx. Select the Header, Left Column, and Body layout. Save the
page in the Site Pages library.

18. Add list view web parts (Lists and Libraries) to the page for the Customers list (left
column) and three separate views of the Customer Documents library (that is, add
the same library web part three times) to the body.

19. Edit the Customers web part. Set the Title to Select Customer and set the Chrome
Type to Title and Border.

20. Edit each of the Customer Documents web part properties in turn. Set the Title of
the first web part to Quotes and the Selected View to Quotes. Repeat for the second
and third web parts, setting the corresponding properties to Orders and Invoices
views respectively. Set the Chrome Type on each web part to Title plus Border.

21. Your web part page should look somewhat similar to the following screenshot,
displaying the list of customers together with different views showing all the quotes,
orders, and invoices stored on the site.

2

22. Edit the CustomerView. aspx page using SharePoint Designer 2010. Highlight the
Select Customer web part and click on the Add Connection button from the Options
tab of the List View Tools ribbon.

23. The Web Part Connections Wizard is displayed. Connect the Select Customers
web part to the Quotes web part by joining the Company and Customer columns
as shown in the following series of screenshots. Repeat this process to connect the
Select Customer web part in turn to the Orders and Invoices web part.
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Web Part Connections Wizard 21| 'Web Part Connections Wizard 2=l
Create 2 new connection between the source and target Web Parts. Create a new connection between the source and target Web Parts,
Source Web Part:  Select Customer Source Web Part: Select Customer
Source action: Send Row of Data To Source action: Send Row of Data To
Target Web Part:
Target action: Target action:

LIUUSE Ui atuon o ue suurs 2 Web Part to use for this connection: Choose the paae containinn the Web Part for the connection:

ISEnd Row of Data To 'I < Connect to a Weh Part on this page

- " Connect to a Weh Part on another page in this weh
Send data values from a selected row or item in the Data View to another Web

Part, Page: | Erawise, .,

Information about connecting Web Parts

= Back Next> ) Cancel | <Back | [ next> | Cancel
==

Create a new connection between the source and target Web Parts,

Source Web Part:  Select Customer
Source action: Send Row of Data To
Target Web Part:  Quotes

Target action: Get Filter Values From

Create a new connection between the source and target Web Parts.

Source Web Part:  Select Customer
Source action: Send Row of Data To
Target\Web Part: Quotes

Target action: Get Filter Values From

Choose the target W =b Fart and action for the connection: Choose the columns in the source Web Part which match the input parameters

TargetWeb Part  |Quotes ,I for the target Web Part:
Columns in Select Customer Inputs to Quotes =
Target action: |GEt Filter Values From =l <rone> Created By =
Description—— Company Customer
Filter the selected Data View based on data values received from another Web <none> Customer PO Number
Part. -
4| W

Items marked with * are required inputs.

= - —
< Back L Next > | Cancel < Back |L_Naxt>_—' Cancel

24. Save the page. It now displays a filtered view of customer documents, according to
the customer that you select, as illustrated in the following screenshot:

alect Customar  ~ &
[ selea  Comos = Twes  Cidiom - awo
q
*as
-
r Title Customer ¥ Total  Crder Date Order Sats + sotes
51,9
a
* L
r —
am= $1,
L]

This composite application combines a custom Team Site, content types, and connected web
parts to create a powerful yet simple CRM application.
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Joining the Dots—Creating Composite Applications

The sales process starts when an enquiry is received from a potential training course
customer. An initial e-mail response can quickly be produced using Outlook 2010. Because
the course schedule calendar and the Sales Resources document library from the site can be
connected to Outlook 2010, all the information required to craft an appropriate response is
automatically synchronized and readily available. Course outlines and company information
can be easily dragged and dropped into the outgoing e-mails.

Nat . INTELLIGENT DECISIONING
1 o SHAREPOINT, CAM & WORKELOW

5 comtmen

Positive enquiry responses can be converted into formal quotations, orders, and invoices.
This application makes use of content types to allow all these different types of customer
documents to be stored in the same document library, whilst at the same time employing
different document templates, capturing different metadata, applying different workflows, and
so on. Content types allow composite applications to successfully model and manage these
real world entities. You should seek to employ them wherever possible.

SharePoint 2010 allows a site collection to be designated as a content type
hub. Content types defined in the hub can be published and shared across
% your SharePoint installation, providing consistency in metadata, document
’ templates, information management policies, and associated workflows
wherever that content type is consumed.

New invoices, orders, and quotations can be quickly generated in Microsoft Word 2010 by
using the templates saved to their corresponding content type. The metadata required is
prompted for and can be entered directly within the document information panel within Word
documents themselves.
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Page Layout References Mailings

Review

14 - AN

View
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You can use the Quick Parts within the Insert ribbon in Microsoft
Word 2010 to embed the metadata from your content types directly
into the body of your documents.

The content type in this application ensures that sales documents are captured in a
structured way. Each content type has a lookup column on the customers' list, allowing all
sales documents to be related back to their parent customer. This fact is exploited in the
Customer View web part page to create a customer dashboard showing filtered views of
selected customer's documents. The page makes use of web part connections to filter the
custom Quotations, Orders, and Invoices views on the customer's documents list based on the
value selected in the customers' list displayed on the page. All this magic happens through

a few mouse clicks and a simple wizard; no code required. Web part connections are a great
feature for building composite applications.
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Finally, when it comes to analyzing our sales performance, all we need to do is select the view
on the customer documents library we want and hit the Export to Excel button on the Library
tab of the List Tools ribbon. From there we can analyze our sales data using Excel charts,
pivot tables, and reports that allow us to present the data however we choose.

HiE R = QuatationAnalysis.xisx - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins Team
# Ccut P = )
Calibri 11 v AW 2 (=) Wrap Text General - &) ‘a MNormal Bad Good
A Copy - - A 0 00 C at:f | Format
.| m. S A- g 3 o of <3 19 | Conditional Formal Explanatory ... [lnput |
o romatramer B 4 U 7| A & | Everscacomer~ | § - % | 5 ) Conatonat romet | TR explanatory... [input ] |
Clipboard 3 Font 3 Alignment 3 Number 3 Styles
G14 - b3
A B C D E F G
il customer B summary B otai B puenate B quote status Bl item Type B path -
Quote for the SP2010 Power User Course - one user - course date flexible. May lead to
2 GloryDays  some on going mentoring as well $ 1,995.00  31/07/2011 In Preparation _Item crm/Customer Documents
3 EricBates BootCamp - Eric Bates $ 4,995.00  15/06/2011 Won Item crm/Customer Documents
4 |Danny Skipton Danny is really interested in the Nottingham bootcamp $4,995.00  30/07/2011 Active item crm/Customer Documents |
5
6 Total Quotes Month ~ Total Quotes
Z Quotation Status Jun $4,995
g Total Quotes by Month Jul $6,990
9 Grand Total $11,985
i $10,000 ¢ )
11 ™ n Preparation |
| a—
12 =won 55,000
13 . . Total
Active | -

E so =TT ) | ]
15 Jun D
7 Jul
17 DueDate ~
18
19
20

If you want to get really smart, then publish your exported spreadsheet back
to SharePoint using Excel Services and then embed the charts and tables

L into your pages using the Excel Services web part. Every time you refresh the
worksheet, all the data displayed in your site will be updated.

What we have learnt

The recipe reinforces the concept that a Team Site makes a great starting point for many
composite applications.

In this case, we see the power of content types and how the use of content types helps
us store quotation, orders, and invoice documents in the same document list, allowing us
to capture different metadata and apply different business rules and workflows for each
different document types.

We have learnt how to use web part connections to create connected views of business data,
allowing us to quickly view all the customer documents for an individual customer, while at
the same time using the summary fields of SharePoint views to automatically display the total
values of quotes, orders, and invoices.
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The narrative surrounding this recipe is designed to remind you that SharePoint is only one
of many tools that you have at your disposal when creating composite applications. It is best
used in conjunction with the Office applications such as Word, Excel, and Outlook 2010.

There are an almost infinite number of ways that this composite application could be
extended. A lookup column could be added to the invoice column to allow the invoices to

be related back to orders as well as customers, creating a master/detail view of this data.
Meeting workspaces could be used in the calendar to plan each course instance (storing
details such as the trainer, location, attendees, and so on). Custom declarative workflows
could be attached to each of the content types to perform sales pipeline functionality such
as creating tasks to follow up a quote a week after it was sent out or chasing up a customer
invoice when it is overdue. The task list could be modified to include a customer lookup and
the tasks for a particular customer added to the Customer View page. More views could

be added to the customer documents library using more advanced filter criteria such as
combining the content type, due date, and invoice status column to create an overdue invoice
view and so on.

\ When creating any composite application, you may find your imagination
~ getting the better of you. Always start simple and get something working. Then
Q evolve and refine the application as you use it. Only add the features that you
really need and don't over-complicate it.

» Project Management composite application
» Creating a SharePoint list, Chapter 1

» Creating a content type, Chapter 1

» Creating a Team Site, Chapter 2

» Adding users to a Team Site, Chapter 2

» Adding a new page to a Team Site, Chapter 2

» Creating a SharePoint Contact List and connecting it to Outlook 2010, Chapter 2
» Creating a custom list view, Chapter 3

» Uploading an existing document to a document library, Chapter 3

» Uploading multiple documents to a document library, Chapter 3

» Requiring users to check out a document before they can edit it, Chapter 4

» Enabling versioning on a document library, Chapter 4

» Publishing a major version of a document, Chapter 4

» Enabling content approval on a document library, Chapter 4
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» Using content types to store different types of documents in the same document
library, Chapter 4

» Creating an Excel Spreadsheet to run on the server, Chapter 7
» Creating a list workflow using SharePoint Designer 2010, Chapter 8

Human Resources composite application

This composite application is a simple HR application designed to track holiday requests.

The problem

My company needs to be able to track employee holiday requests. Employees require a
simple, web-based portal which allows them to:

» See their current holiday entitlement
» Submit new holiday requests

» Review previous requests

» Review the shared holiday calendar

The system must not allow employees to request holidays beyond their current entitiement.
All holiday requests must be routed to the employee's line manager for approval. Approved
holiday requests must update the employee's holiday entitlement and be added to the shared
team calendar. Employees need to be notified of the progress and outcome of their requests
by e-mail.

Our solution is to create a modified SharePoint 2010 Team Site to serve as a holiday request
portal. The home page of the portal is modified to present a personalized view of the leave
entitlement, holiday request forms, and previous holiday requests for the current user by
making use of the current user filter. Each visitor to the site only sees their leave entitlement
and previous holiday requests.

A custom list is used to store details of employees and their current holiday entitlements. An
InfoPath form is created to allow an employee to make new holiday requests and submit them
to a holiday request form library. We use rules in the InfoPath form to hide its submit button
and so prevent a request being modified once it has been submitted.

A modified out of the box approval workflow is automatically triggered for each new request
received, first validating the request, then routing it for approval to the employee's line
manager (looked up from the employee's user profile). Approved holidays are automatically
added to the shared calendar by the workflow. The workflow notifies the employees of the
outcome of their holiday requests through e-mail.
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Getting ready

This recipe works for:

» SharePoint 2010 Enterprise Edition

How to do it...

These instructions are intended to guide you through the key steps that you
should perform to build this composite application. They are not a comprehensive
guide like the recipes presented earlier. You will need to apply the knowledge you
have learned and refer back to the recipes presented earlier to successfully build

~\| this application. Recipes that will be particularly useful to you are listed in the
Recipes that will help you build this application section at the end of this recipe.
This recipe assumes the knowledge presented in the earlier Project Management
composite application and CRM composite application recipes. This recipe joins
many of the InfoPath form and workflow approaches previously described in
Chapter 8. | recommend that you also read the How it works section of this recipe
first to gain further insight before trying to recreate this application.

1. Create a new SharePoint 2010 Team Site for the holiday request portal. Customize
the site's home page to remove the out of the box placeholders. Delete the
Announcements and Links lists, Team Discussion board, and Shared Documents
library. Apply an appropriate security model to the site.

2. Create a new custom list called Holiday Entitlement. Create new columns as follows:

Name Type Notes

Employee Person or group Select from people only (all users). Set the Show Field
to Name (with picture). Check the Add to default view
checkbox.

Entitlement Number Set the minimum value and the number of decimal

places to zero. Check the Add to default view checkbox.

Days Taken Number Set the minimum value and the number of decimal
places and the default value to zero. Check the Add to
default view checkbox.

Days Available Calculated Use the formula [Entitlement]-[Days taken]. Set the
data type to Number, the Number of decimal places
to zero. Check the Add to default view checkbox.
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3. Edit the Title column on the list. Set the default value to Not Used. Edit the All Items
view. Remove the Title column from the view.

= Title is a required column on all SharePoint lists. You should never -
delete it as SharePoint assumes it will be there and bad things
\! happen if you do. However, when you have no use for the title
~ column (as in this case), a useful trick is to set a default value
Q for it (to save you from having to fill it in for each item) and then
remove it from all your list views. The title column remains in the
background to keep SharePoint happy but you no longer need to
- worry about it. -

4. Add some employee details, holiday entitlements, and days taken to the list. Your list
should look like the following screenshot:

Y,
HR » Holiday Entitlement + All Items v )
ILikeIt Tags &

id Intranet Sites ~ Communities Content ~ Search ~ Insights = Composites - Search this site... yel 9
Libraries ™ Edit Employee Entitlement Days Taken Days Available

Site Pages = g 5 5
Site Pages L) 25 2 23

= i

Lists

Calendar Adrian Colguhoun
Tasks E
-

Holiday Entitlement - ]

Discussions Andrew Smith

A Recycle Bin

=} All Site Content
Anthony Pounder

= 25 12 13
st
g (2 4

5. Create a holiday requests InfoPath form that includes the fields Employee (people
or group), Start Date, End Date, Number of Days, Request Status, and Comments.
Set the Request Status and Comments fields to read-only in the form. Make the
comment's field control to multiline.

Add a Submit button and remove the standard InfoPath from controls.
7. Add a Cancel button and configure it with a rule to close the form.
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8. Publish the form to the Holiday Requests form library. Promote all the fields. Allow
the Request Status and Comments fields to be edited in the form library. Promote
the Display Name and Account id fields for the Employee. Ensure that you create
a new column in the library for the End Date and Comments fields (do not use the
built-in columns automatically offered in the wizard).

9. Set the Submit button to submit to the same form library. Add a rule to the Submit
button to hide it once the form has been submitted and its request status updated.

|led 9 9 & @|s  (Design Formi - Microsoft InfoPath CantrorTook| [ = @ ]
Home  Inset  PageDesign  Dats  Developer | Propetties |  Layout o @
Label Submit EE 3l Heignt Auto - 3‘1}‘ h el [ =
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B e — New
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B osmseeees B Details for:
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Hone
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10. Add a naming formula to the form to give each submitted form a unique name.
Republish the form. The completed form should look like the following screenshot:

;Iﬁelds r X
Drag a field to add it to the form,
Holiday Request o
= [.ZF Request
=l [ Employee™
A = gﬁ pciPerson
Request Details ; = Displayhame
- o o o B @ @@ ;3 _?Accnunt[d
Employee B |<e-maff addressess HE{”M | f £ AccountType
B oo e g s el M = [ Details
¢ Start Date : = =] startDate™
e (=| EndDate *
¢ End Dote EI =] NumberOfDays™
g = [ workflow
: Numberof Days : ! 2] RequestStatus
oo o ] = Comments
Request Status
---------------------------------------------------------------------------------------------------------
Status New
Comments
Submit Cancel ™ Show details
Actions

11. Open the site in SharePoint Designer 2010. Create a new List Workflow named
Holiday Request Approval Workflow. Attach the workflow to the Holiday Requests
form library. Set the workflow to start automatically when a new item is created.

12. Add the following variables to the workflow:

Name Type Purpose

Days Available Integer Used to store the number of holidays the
employee currently has available.

Days Taken Integer Used to store the number of holidays the
employee has already taken.

Days Remaining Integer Used to store the number of days remaining if

this request is approved.

Manager String Used to store the name of the employee's
manager (so that the approval tasks can be
routed to them).
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13. Add the following steps to the workflow:

Name

Purpose

Initialize Workflow

Validate Request

Seek line manager's approval

Process manager's response

This step gathers the information required for the
workflow to do its work. It reads and stores the
employee's holiday entitlements, looks up their manager
using their user profile, and updates the Request Status

field to In Progress.

This step checks if the employee has enough days
available to satisfy their holiday request.

This step sends the holiday request to the employee's line
manager for approval.

This step processes the line manager's response, e-

mailing the employee to inform them of the outcome,
and updating the shared holiday calendar for approved

requests.

14. In the Initialize Workflow step, add the following activities:

Set Workflow Variable
action

Lookup Manager of a
User action

Update List Item action

Available in the Holiday
Entitlements list so that it can
be used in the workflow.

Used to set the Days Taken
variable to the value of

Days Taken in the Holiday
Entitlements list so that it can
be used in the workflow.

Used to find the manager of
the employee making the
holiday request.

Used to set the request status
to In Progress.

Activity Purpose Notes
Set Workflow Variable Used to set the Days Available To find the correct value in the
action variable to the value of Days Holiday Entitlement list, the Find

List Item field must be set to
Employee and its value must be
set to Current ltem:Account Id.

To find the correct value in the
Holiday Entitlement list, the Find
List Item field must be set to
Employee and its value must be
set to Current ltem:Account Id.

Pass the Current Item:Account
Id and store the value returned in
the workflow variable manager.

Update the Current Item.
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15. The set workflow variable lookup actions are set as illustrated in the following
screenshot:

Lookup for Integer z2ixl
Field Data to Retrieve

Choose the data source to perform the lockup on, then the field to
retrieve data from:

Data source: |Holiday Entitiement -|
Field from source: IDays Available j
Return field as: I"S Integer j

Find the List Item

Choose a field from the selected list and a matching value that identifies
the spedific item you want from the data source:

Field: IEmpIDyee j
Value: |Cunem: Item: Account Id v | e |
Clear Lookup | Cancel |

16. The completed step should look like the following screenshot:

Initialise Workflow

Set Variable: DaysAvailable to Holiday Entitlernent:Days Available

then Set Variable: DaysTaken to Heliday Entitlement:Days Taken

then Find Manager of Current Item:Account Id (output to Variable: manager )

then Update item in Current Item

16. In the Validate Request step, add the following activities:

Activity

Purpose

Notes

Do Calculation action
If any value equals
value condition

Update List Item action

Send an E-mail action

Calculates the numbers of
days that will remain if this
holiday request is approved.

Checks if there are
insufficient days available for
this request.

Used to set the request
status to Request is invalid.
Insufficient days remaining.

Notifies the employee that
their request has been
rejected because they do not

have enough days remaining.

Subtracts the Current ltem:
Number of Days from the Days
Available workflow variable.
Check if the variable
DaysRemaining is less than O.

Inserted within the If branch.
Inserted within the If branch.

Set the To: field to Current ltem:
Account Id.

Stop Workflow action Used to stop the workflow Inserted within the If branch. Logs
as no further processing is the message Request invalid -
required. insufficient days
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Activity Purpose Notes

Else If branch condition ~ Contains the activities to be
executed if there are sufficient
days for this request.

Do Calculation action Calculates the numbers of Adds the Variable: Days Taken
days that will have been to the Current Item:Number of
taken if this holiday request is  Days and stores the result in the
approved. Variable: DaysTaken.

The completed step should look like the following screenshot:

Validate Request

Calculate Variable: DaysAvailable minus Current Item:Mumber Of Days (Output to Variable: DaysRemaining )

If Variable: DaysRemaining is less than 0

Update item in Current ltem
then Email Current Iterm:Account [d

then Stop the workflow and log Request invalid - insufficient days

Else

Calculate Variable: DaysTaken plus Current Itern:Mumber Of Days (Qutput to Variable: DaysTaken )

17. In the Seek line manager's approval step, add the following activities:

Activity Purpose Notes

Start Approval Process Uses the built-in approval Start the process on the Current

action task process to seek the line Item with the variable manager.
manager's approval for the

Name the task process "Approve

holiday. Holiday Request Process".

See the How it works section for
more details on this task process.

The completed step should look like the following screenshot:

Seek line manager's approval

Start Approve Holidsy Request Process process on Current Item with Variable: manager
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18. In the Process manager's response step, add the following activities:

Activity

Purpose

Notes

If any value equals
value condition

Checks if the manager
approved the holiday
request. Contains the

The previous task process sets the
Current ltem:Approval Status field.
Check for the value to be changes to

activities to be run if the
manager approved the
request.

Approved.

Added within the If branch. Set the
properties as shown in the following
screenshot.

Added within the If branch. Set the To:
field to Current ltem:Account Id.

Create List Item
action

Creates a new entry in the
Calendar for approved
requests.

Send an E-mail action  Notifies the employee that
their request has been

approved.

Update List Item
action

Else If Branch
condition

Added within the If branch. Set the
Request Status column to Approved.

Used to set the request
status to Approved.

Contains the activities
to be executed if the
manager rejects the
request.

Update List Item
action

Added within the Else branch.

Set the Request Status column to
Rejected.

Used to set the request
status to Rejected and
to record any comments

made by the line manager. .
Set the Comments to Variable:

CompletionReason (this variable
contains any comments supplied by
the manager).

Send an E-mail action  Notifies the employee that  Added within the Else branch.
their request has been .
rejected. Set the To: field to Current Item:Account

Id.

19. When creating a new event in the Calendar, set the properties as shown in the
following screenshot:
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Create New List Ttem 2=l
List: F:ala\dar j
Field | value | Add...
Title (*) Current Ttem:Display M...
Start Time (%) Current Item:Start Date Modiy. . |
End Time {*) Current Item:End Date A
All Day Event true 4|emove

File Warme Conflicts

hoose what should happen if the file name specified conflicts with an
existing file in the Document Library:

% sppend & unigue identifier bo the end of the file name
) Gverwrite the. existing Ffile

OK I Cancel

The completed step should look like the following screenshot:

Process manager's response

I Current term:Approval Status equals 0:#Approved

Create item in Calendar (Qutput to Varisble: create )

then Update item in Holiday Entitlement
then Email Current rem:Account Id

then Update itern in Current fterm

Else

Update item in Current ftem

then Email Current Iterm:Account Id

20. Check for and correct any errors in the workflow before publishing it to the site.

21. Modify the home page of the site. Remove all existing information and set the Text
Layout to Two Columns. For a screenshot of the completed home page please refer
to the How it works section later in this recipe.

22. In the left column, add the Holiday Requests form library. In the right column, add
the Holiday Entitlement list and Holiday Calendar.

23. Add a Current User Filter web part to the page. Add a web part connection to
Send Filter Values to the Holiday Entitlements list (Employee column) and the
Holiday Request list (Display Name column). The lists are now filtered to only show
information for the user currently browsing the site.

24. Add an InfoPath form web part to the left column of the home page. Create a web
part connection that sends the form from the Holiday Requests form library to this
web part. Name the web part Current Request.
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25. Add a new link to the top of the left column. Set the link text to Create a
new holiday request and the hyperlink to /hr/ layouts/FormServer.
aspx?XsnLocation=http://intranet.id-1live.com/hr/Holiday
Requests/Forms/template.xsn&SaveLocation=http://intranet.id-
live.com/hr/Holiday Requests&Source=http://intranet.id-live.
com/hr&DefaultItemOpen=1. You will need to modify this hyperlink for your own
environment. Please refer to the How it works section for an explanation of the
link format.

Tracking holiday requests is exactly the type of function that most users expect SharePoint
to be able to perform out of the box. It often comes as a bit of shock to learn that, while all
the building blocks are included, unfortunately this is one application that you have to build
yourself. The portal described here is intended to give you an idea of how you might go about
it. This application, despite being the most complex recipe presented in the book, should be
considered a guide rather than a comprehensive solution.

In this application, holiday requests are tracked in the HR portal. Each employee who visits
the portal sees a personalized view that shows their holiday allowance, current balance,
previous holiday requests, and a shared calendar that displays the team's approved holidays.
Users submit new holiday requests through the portal. For each request, a custom approval
workflow runs automatically to validate the request before routing it to the user's manager for
approval. Approved requests are automatically added to the shared calendar and made visible
to the whole team. The functionality is illustrated in the following diagram:

HR Portal

Displa = —>
fnteeeg to @ Holiday Entitlements List

current user G
Request Holiday @ l

infoPath Form
/ Notify /

—> @ Holiday Requests form library

Holiday approval
workflow

\ Request Approval

l Manager

| Add Approved requests to shared calendar
| Update employee’s holiday entitiement

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011

Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Appendix

A picture is a great way to communicate key concepts of a composite
~ application, allowing you to discuss and agree them with other users.

Q A few hours in your favorite drawing package can save you a lot of time
and effort building the wrong thing in SharePoint!

This application again starts with a customized Team Site. Most of the out of the box
functionality is removed, leaving a bare bones site which is then customized into the
HR portal.

M Never use the blank site template as a starting point for your composite
Q applications. It has a number of basic SharePoint features turned off,
meaning it doesn't always work the way that you expect.
Composite applications work best if they are contextual. Extending the connected web
parts approach demonstrated in the previous application, the home page of the HR portal
features a number of connected web parts. This page is designed to display holiday request
information tailored to each user who visits the site.

y request Currant Usar Filtar (hiddan)

—

Holiday Request

Request Details

Request Status

T

The correct context is set through a hidden current-user filter web part, connected to the
Holiday Entitlement and Holiday Requests web parts respectively. Each time a different
employee visits the page, the current user filter passes their identity to these web parts,
allowing the views to be restricted to only show the holiday entitlement and those requests
that belong to them.

This material is copyright and is licensed for the sole use by George McCAVITT on 23rd November 2011

Corndon, Manor Road, BLANDFORD FORUM, Dorset, DT11 8TQ
PUBLISHING



Joining the Dots—Creating Composite Applications

The current user filter is a powerful tool for creating contextual composite
M applications. It is one of a number of filter web parts that SharePoint provides
Q out of the box. It can provide not only the users identity, but a range of
properties drawn from their user profile. Other filters you can include are
dates, choice fields, query string parameters, and so on.

A second web part connection exists between the Holiday Request web part and the Current
Request InfoPath form web part. Each time a holiday request is selected, the corresponding
InfoPath form is displayed directly on the page, allowing its details to be reviewed. Notice that
the Submit button is hidden on the form, helping prevent its data from being changed once
the request is being processed. The request status and comments fields are "read only", their
contents being updated by the custom workflow that runs against each submitted request.

The purpose of this recipe is to illustrate the power of the out of the box
u filter web parts to create context within a composite application. However,
~ conditional formatting, read-only views, and filter web parts are not security
Q features and do not prevent determined users accessing or changing
SharePoint data. If your data is sensitive, then apply unique item- or
folder-level permissions to it.

Beyond the portal home page, its functionality is delivered through a list, form library, and
custom approval workflow. Central to the applications operation is its ability to track an
employee's annual holiday entitlements, the holidays already taken, and their available
balance. This information is recorded in the Holiday Entitlements custom list.

Holiday requests are entered in an InfoPath form. A link on the home page opens a new
blank form. The employee fills in the details of their holiday request and submits the form.
Pay close attention to the format of the hyperlink used to open the InfoPath form (/hr/
layouts/FormServer.aspx?XsnLocation=http://intranet.id-1live.com/hr/
Holiday Requests/Forms/template.xsn&SaveLocation=http://intranet.
id-live.com/hr/Holiday Requests&Source=http://intranet.id-1live.com/
hr&DefaultItemOpen=1). This contains a number of query string parameters (name/value
pairs that appear after ? in the link). These control how the form opens and what happens
after it is submitted as shown in the following table. You will need to replace the references
to my development server (http://intranet.id-1ive.com) with the correct values for
your machine.
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Parameter name Value Notes
XsnLocation http://intranet.id-1live. Specifies the source of the
com/hr/Holiday Requests/ InfoPath form template.
Forms/template.xsn
SaveLocation http://intranet.id-1live. Specifies where this form
com/hr/Holiday Requests instance would be saved (not
used in this example but still
required).
Source http://intranet.id-1live. Specifies the page to display
com/hr after the form is submitted.
DefaultItemOpen 1 Opens the form in the web
browser.

Submitted requests are stored in the Holiday Requests library. An instance of the Holiday
Request Approval Workflow is automatically started for each request submitted. This
workflow is divided into four steps.

The Initialize Workflow step collects and stores all the data required in the workflow,
including the employee's current leave entitlement and line manager details. The line
manager details are retrieved form the employee's user profile. You will need to make sure
these are populated or you will receive an error. Check with your SharePoint administrator for
more information if this occurs.

The Request Status column on the Holiday Requests library is updated to In Progress. This
change is automatically synchronized back into the InfoPath form, which then ensures that
the Submit button in the form is to be hidden by the conditional formatting rule we created
the next time the form is displayed. This approach helps prevent modifications to the form
after it has been submitted.

The Validate Request step performs a quick calculation to see if the employee has enough
days remaining for their request. If they do not then the request is rejected, the workflow

is stopped, and the employee is informed of the outcome through e-mail. When there are
sufficient days for the request, the amount of days taken is calculated so that the employee's
balance can be updated later after their request is approved by their manager.

Seek line manager's approval step starts an out of the box approval process on the current
item, passing the employee's manager (retrieved earlier) as the approver. The employee's
line manager is assigned a task to approve or reject the employee's holiday request. The
task is placed in the Tasks lists and the manager is notified of the task through e-mail. If the
manager rejects the holiday request, then any comments that they make will be added to the
Holiday Requests library (and form), and so will be visible to the employee concerned.
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The single line on the workflow designer surface hides a considerable amount of complexity. If
you click through the Approve Holiday Request Process hyperlink, then you will find the task
process designer.

5 to the form, a5 well a5 edit the completion conditions thet define completing the task process

1 Hew. ] choose exiting field |

- Ty =| Preperty =]

There are no items to show in s vie

B New.. |

x| ok Form Button |

Think of this as a "workflow within a workflow". However, in this case the workflow just

deals with the approval task processing itself. Everything you find here is configurable. You
can configure what happens for each of the task's lifecycle events (completed, rejected,
reassigned, and so on). For example, you may want to change what happens when a task
expires, such as adding an action that automatically approves the holiday request task if the
manager fails to respond.

When a Task Expires

Run these actions every time an individual task is still incomplete past its due date:

Set content approval of item that the task process is running on to Approved (run as the workflow auther)

The process manager's response step takes the appropriate actions depending on whether
the holiday request has been approved or rejected. Where the request has been approved, the
Calendar is updated with the holiday details and the employee's amount of days taken (in the
Holiday Entitlements list) is set to the new value. Their available balance (a calculated field)
is automatically adjusted down by SharePoint. Where the request is rejected, the manager's
comments are updated in the Comments column of the Holiday Requests library. These
comments are synchronized by SharePoint back into the InfoPath form and will be visible to
the employee should they wish to review it. In either case, the Request Status is updated and
the employee is notified of the outcome by e-mail accordingly.
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Appendix

What we have learnt

This recipe demonstrates the use of the filter web parts to set context in a composite
application. By applying the current user filter, we are able to automatically configure the
application to only display information relevant to the user viewing the site.

The recipe shows how we can combine the InfoPath forms and workflows, similar to the ones
we developed earlier in the book, to automate our business processes. InfoPath is used for
the front-end data capture and to apply business rules that we need to enforce. The
workflow provides the business process and task management that we need for the

logic of our application.

This recipe is necessary, simplistic, and designed to show key concepts. Again there are a
near infinite number of ways in which this application could be extended and enhanced.
Hopefully it gives you an appreciation of what is possible when creating composite
applications. At the same time you should realize that meaningful composite applications
can very quickly become quite complex.

Recipes that will help you build this application

» Project Management composite application

» CRM composite application

» Creating a SharePoint list, Chapter 1

» Creating a Team Site, Chapter 2

» Adding users to a Team Site, Chapter 2

» Adding a new page to a Team Site, Chapter 2

» Enabling versioning on a document library, Chapter 4

» Creating a holiday request InfoPath form and publishing it to a form library, Chapter 8

» Using the Collect Feedback workflow to receive feedback on a Microsoft Word 2010
document, Chapter 8

» Creating a list workflow using SharePoint Designer 2010, Chapter 8
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Closing thoughts

The recipes in this book have taken you from creating simple SharePoint artifacts such

as sites, lists, and libraries through to workflows, InfoPath forms, and complete composite
applications. | trust you have picked up lots of techniques along the way that you can

now apply in your everyday dealings with SharePoint 2010. By now you should have an
appreciation that SharePoint is a large and complex product. While SharePoint provides
great power, not every task is as simple and as straightforward as is should be. | hope this
book has eased your SharePoint frustrations and inspired you to become a more proficient
SharePoint Power User. For those of you who wish to continue your SharePoint journey, |
recommend that you visit the book's companion website (http://www.sharepoint-
mentor.com), spend some time reading and exploring the official Microsoft SharePoint site
(http://sharepoint.microsoft.com/en-us/Pages/default.aspx), subscribe

to key blogs such as Get The Point (http://sharepoint.microsoft.com/Blogs/
GetThePoint/default.aspx), and take some time out to get involved in your local
SharePoint user group or attend a free to attend SharePoint Saturdays conference (http://
www . sharepointsaturday.org/default.aspx).

Thanks for reading, and good luck!
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Active Directory (AD) 54, 264
advanced search
performing 190-192
alert
adding, to SharePoint page 30, 31
providing, on document modification
135, 136
search, saving as 194, 195
alerts
about 8, 32
managing, in SharePoint 32, 33
announcement
adding, to Team Site 162-164
targeting, with audiences 165
announcements list
working 164
Application pages 56
Approve permission level 178, 181
association 263
audiences
used, for targeting announcements 165

basic search
about 186
performing 186, 187
better keyword searches
building 188, 189
blog
about 165, 167
creating, in My Site 166
posting to, from Word 2010 167-170
business intelligence 199
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chart
about 230
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Designer used 224-230
Chart Web Part
about 200
limitations 206
used, for creating chart 200-205
working 205
colleagues
tracking, My Site used 20-22
collect feedback workflow
used, for receiving feedback on Word 2010
document 259-265
columns
removing, from InfoPath form 241, 242
composite application
about 283, 284
building 287
CRM example 296
designing 287
features 284
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Project Management example 287
testing 287
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contacts list
about 69
connecting, to Outlook 2010 84
creating 84
content approval
enabling, on document library 146-149
content type
about 8, 174, 175
creating 14-16
features 15
used, for storing multiple documents in
document library 155-159
content type hub 302
Contribute permission level 67, 70, 74, 77,
81,124,127,143,150,152,171, 178,
181
Contributor permission level 83, 84, 212
copy
downloading, of document 134, 135
CRM composite application
about 296
building 297-304
issue 296
solution 296
customer dashboard 303
custom list
about 90
creating 11
creating, from spreadsheet 96
custom list view
creating 98-102
custom workflows 238

D

data
charting, from SharePoint list for displaying
figures 200-205
datasheet view
about 77
accessing 77
tasks, editing in tasks list with 77-80
Designer permission level 55, 57, 60, 90
Design Permission level 8,12, 14, 98, 137,
139, 141, 146, 156, 162, 171, 176,
200, 206, 212, 238, 246, 267, 278
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Discussion Board 48
discussion item
adding, to forum 67-69
creating 67-69
tracking 67-69
document
checking out, before editing 137, 138
co-authoring 152-155
creating, in My Site 130, 131
link, emailing to 132, 133
previous version, restoring of 143-145
document copy
downloading 134, 135
document libraries
securing 45
document library
about 9, 64, 124
advantages 126
content approval, enabling on 146-149
existing document, uploading to 124, 125
multiple documents, uploading to 126-129
versioning, enabling on 139-141
working 126
document management 24
document publishing 142
documents
securing 45
downloading
document copy 134, 135

Editing Tools ribbon 56
electronic forms 237
Excel
about 215
charting feature 215
data visualization feature 215
Excel services
unsupported features 217
Excel spreadsheet
publishing, on server 212-215
existing document
uploading, to document library 124, 125
experts
searching, people search used 192, 193
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explanatory text

adding, to InfoPath form 242,243
external content type

about 110

creating 111-117

using 121
external list

about 11, 117

creating 118-121

F

features, term set 105
form libraries 9
form library
holiday request InfoPath form, publishing to
246-255
Form Library forms
versus List Forms 256
Full Control permission level 8, 12,14, 48,
52, 55, 57, 60, 90, 98, 118, 137, 139,
141, 146, 156, 162, 171, 176, 196,
200, 206, 212, 238, 246, 267, 278

G

groups
about 54
users, adding to 54

H

holiday request InfoPath form
creating 246-255
publishing, to form library 246-255
submit options, configuring for 257-259
Human Resources composite application
about 306
building 307-320
issue 306
solution 306

images

adding, to InfoPath form 242
individual pages

securing 45

InfoPath 2010 237
InfoPath Designer
versus InfoPath Filler 245
InfoPath Filler
versus InfoPath Designer 245
InfoPath form
about 237,238
columns, removing 241, 242
creating, for SharePoint list 238-240
explanatory text, adding 242, 243
images, adding 242
key concepts 255
rules, adding for data validation 244
tips 256
tooltips, adding 242, 243
InfoPath Form Designer 2010 239
inheritance 38
items
specifying, for publishing 216

K

Key Performance Indicator (KPI)
about 209
creating, status list used 206-209
keyword search 187, 188

L

link

emailing, to document 132, 133
links

adding, to Top link bar 58, 59
list column

creating, term set used 106-110
List Forms

versus Form Library forms 256
list items

securing 45
lists

about 8, 126

Announcements 10

Calendar 10

Contacts 10

creating 9

Custom List 10

Custom List in Datasheet View 10

data storage issues 11
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Discussion Board 10
External List 10
Import Spreadsheet 10
Issue Tracking 10
Links 11
Project Tasks 11
Survey 11
Tasks 11

list workflow
creating, SharePoint Designer 2010 used

267-275

major version

publishing, of document 141, 142
managed metadata service

used, for creating term set 103-105
map report 224
media libraries 9
metadata 15, 187
Microsoft Visio 2010

SharePoint workflow, modeling with 278-281
MS Word 2010

about 238

workflows, starting from 266
multiple documents

uploading, to document library 126-129
My Site

about 8, 130

accessing 16

blog, creating in 166

creating 16

document, creating in 130, 131

used, for tracking colleagues 20-22

used, for updating user profile 18, 19

0

OLAP 230
Online Analytical Processing. See OLAP
out-of-the-box workflows
about 238
customizing 267
Outlook 2010
contacts list, connecting to 84
Shared Calendar, managing with 70-73
SharePoint task list, managing in 81-83
used, for making document libraries offline
150, 151

P

page

adding, to Team Site 55, 56

creating, on publishing site 171-175
page layouts

about 56, 174, 175

modifying, for publishing site page 176, 177
people search

used, for searching experts 192, 193
PerformancePoint Analytic Chart 230
PerformancePoint business intelligence

dashboard

building 230-235
PerformancePoint Dashboard Designer

used, for creating chart 224-230

working 235
PerformancePoint Services 224
Permission levels

about 51

Approve 178, 181

Contribute 67, 70, 74, 77, 81, 84, 124, 127,

143, 150, 171, 178, 181, 212

N Contributor 83
Design 8, 12, 14, 90, 98, 137, 139, 141,
notes 146, 156, 162, 171, 176, 200, 206,
about 28 212, 238, 246, 267, 278
reviewing, for posts on SharePoint page 28, Designer 55, 57, 60
29 Full Control 8, 12, 14, 48, 52, 55, 57, 60, 90,
notification 98, 111, 118, 137, 139, 141, 146, 156,
obtaining, during result modification 194, 162, 171, 176, 196, 200, 206, 212,
195 238, 246, 267, 278
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Read 64, 70, 132, 134, 135, 186, 192, 194
Reader 81, 84, 150
permission levels
verifying, in SharePoint sites 38
permissions
determining, in SharePoint site 34-37
Personal Documents library 131
Picture button 242
PowerPoint 2010 60
Power User 284
previous version
restoring, of document 143-145
project documentation 288
Project Management composite application
about 287
building 289-294
issue 287
solution 288
publishing
items, specifying for 216
Publishing pages 56
Publishing Portal 50
publishing site
new page, creating on 171-175
publishing site page
page layouts, modifying for 176, 177
publishing 178-181

Q

Quick Launch menu 130

Reader permission level 81, 84, 150
Read permission level 64, 70, 132, 134, 135,
186,192, 194

regular lists

features 121
report

creating, Report Builder used 217-223
Report Builder

about 223

used, for creating report 217-223
reusable workflow 276
Root Site 51
rules

adding, to InfoPath form 244

S

Sandbox solution 286
ScreenTip text 244
search
saving, as alert 194, 195
search analytics
used, for viewing people’s search 196, 198
securable objects 38
security trimmed 186
sensitive content, securing
alternative ways 45
server
Excel spreadsheet, publishing on 212-215
Shared Calendar
about 48
managing, with Outlook 2010 70-73
SharePoint
alert, managing in 32, 33
alert, providing on document modification
135, 136
colleagues, tracking with My Site 20-22
composite application 284
content type, creating 14-16
CRM composite application, building 297-304
groups 38
Human Resources composite application,
building 307-320
inheritance 38
items, specifying for publishing 216
link, emailing to document 132, 133
lists, creating 9
My Site, accessing 16
My Site, creating 16
page, tagging 25-27
Project Management composite application,
building 289-294
securable objects 38
site, viewing 23, 24
site column, creating 12, 13
user profile, updating with My Site 18, 19
users 38
SharePoint 2010
about 48, 90, 237, 238
document management 124
existing lists 96
key capabilities 49
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pages 56
templates 49, 50
SharePoint Designer
about 89
custom list, creating with 90-95
custom list view, creating 98-102
versus Web Browser Interface 95
SharePoint Designer 2010
about 238
list workflow, creating with 267-275
SharePoint Foundation
about 10
list templates 10, 11
SharePoint list
about 8
creating 9
data storage issues 11
InfoPath form, creating for 238-240
unique permissions, applying to 41-44
SharePoint lists 237
SharePoint page
alert, adding to 30, 31
notes, reviewing on 28, 29
tagging 25-27
tags, reviewing on 28, 29
SharePoint search guru 185
SharePoint security 54
SharePoint site
advanced search, performing 190-192
announcement, adding to Team Site 162-164
basic search, performing 186, 187
blog, creating in My Site 166
chart, creating with Chart Web Part 200-205
chart, creating with PerformancePoint
Dashboard Designer 224-230
collect feedback workflow, used to receive
feedback 259-265
contacts list, connecting to Outlook 2010 84
contacts list, creating 84
content approval, enabling on document
library 146-149
custom list, creating with SharePoint Designer
90-95
custom list view, creating 98-102
discussion item, adding to forum 67-69
discussion item, creating 67-69
discussion item, tracking 67-69
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document, checking out before editing 137,
138

document, co-authoring 152-155

document, creating in My Site 130, 131

document copy, downloading 134, 135

Excel spreadsheet, publishing on server
212-215

existing document, uploading to document
library 124, 125

experts, searching with people search
192, 193

external content type, creating 111-117

external list, creating 118-121

holiday request InfoPath form, creating
246-255

holiday request InfoPath form, publishing to
form library 246-255

InfoPath form, creating for SharePoint list
238-240

Key Performance Indicator (KPI), creating
206-209

list column, creating with term set 106-110

list workflow, creating with SharePoint
Designer 2010 267-275

major version, publishing of document
141, 142

multiple documents, uploading to document
library 126-129

notification, obtaining during result modifica-
tion 194, 195

other user’s permissions, verifying 39, 40

page, adding to Team Site 55, 56

page, creating on publishing site 171-175

page layouts, modifying for publishing site
page 176, 177

PerformancePoint business intelligence
dashboard, building 230-235

permissions, determining in 34-37

previous version, restoring of document
143-145

publishing site page, publishing
178-181

report, creating with Report Builder
217-223

search analytics, using 196, 198

searching, saving as alert 194, 195

slide library, adding to Team Site 60-64
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tasks, assigning to users 73-76
Team Site, creating 49
Team Site Calendar, managing with Outlook
2010 70-73
term set, creating with managed metadata
service 103-105
used, for storing multiple documents
155-159
users, adding to groups 54
users, adding to Team Site 52, 54
versioning, enabling on document library
139-141
viewing 23, 24
web analytics used, for tracking popular pages
on site 182-184
Word 2010, used for posting to blog
167-170
workflow, modeling with Microsoft Visio 2010
278-281
SharePoint sites
permission levels, verifying in 38
SharePoint task list
managing, in Outlook 2010 81-83
SharePoint workflow
modeling, Microsoft Visio 2010 used
278-281
site
reusing, as template 294
site-level workflow 277
Site Collection level 54
Site Collections
versus Sites 50
site column
about 8, 12
creating 12, 13
Sites
versus Site Collections 50
site templates
about 49
test driving 50
URL, for video previews 50
slide
adding, to presentation from SharePoint slide
library 65, 66
slide library
about 60, 64

adding, to Team Site for sharing PowerPoint
slides 60-64
slide, adding to presentation from 65, 66
spreadsheet
custom list, creating from 96
SQL Server Reporting Services. See SSRS
SSRS 223
Status Indicator
displaying, Status List Web Part used
210, 211
Status Indicators 210
Status List Web Part
about 210
used, for displaying Status Indicator 210, 211
submit options
configuring, for holiday request InfoPath form

257-259
Sub Sites 51
T
tags

about 28, 187
reviewing, for posts on SharePoint page
28, 29

tasks
about 48
assigning, to another user 73-76
creating 73-76
editing, in tasks list 77-80

tasks list
about 69, 73, 76
managing, in Outlook 2010 81-83
tasks, editing in 77-80

Team Discussions forum 66

Team Site
about 48, 162
announcement, adding to 162-164
basic navigation controls 59
creating 49
links, adding to Top link bar 58, 59
page, adding to 55, 56
slide library, adding to 60-64
users, adding to 52, 54

template
site, reusing as 294
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Template Parts 256
templates, SharePoint 2010

Basic Meeting Workspace 50

Blog 50

Document Centre 50

Document Workspace 50

Team Site 50
term set

about 105

creating, managed metadata service used

103-105

features 105

used, for creating list column 106-110
Term Sets 89
Term Store Administrator 103
tooltips

adding, to InfoPath form 242, 243
Top link bar

links, adding to 58, 59
track colleagues functionality 23
Tree View navigation control 59

U

unique permissions

applying, to SharePoint list 41-44
user profile

updating, My Site used 18, 19
users

adding, to groups 54

adding, to Team Site 52, 54

tasks, assigning to 73-76

Vv

versioning
enabling, on document library 139-141
Visio 2010 Premium

workflow execution status, tracking with 277

Visio Premium 2010 238, 281
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web analytics

about 196

used, for tracking popular pages on site

182-184

Web Browser Interface

versus SharePoint Designer 95
Web Part pages 56
Web Part Zones 56
Wiki page

about 56, 288

URL, for downloading 56
Wikipedia 56
Word 2010

about 167, 170

used, for posting to blog 167-170
Word 2010 document

feedback, receiving on 259-265
workflow associations 263
workflow execution status

tracking, with Visio 2010 Premium 277
Workflow Information section 264
workflows

about 238

starting, from MS Word 2010 266

types 276
workflows, types

reusable 276

site-level 277
workflow tasks

allocating 266
Workflow Visualization section 264
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create a SharePoint website

3. Step-by-step instructions and careful explanations
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feature-packed media-rich Plone site
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SharePoint collaboration tools
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