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Getting Help

Every effort has been made to ensure the accuracy of this book and the contents of its
CD-ROM. If you run into problems, please contact the appropriate source for help and
assistance.

Getting Help with This Book and Its CD-ROM

If your question or issue concerns the content of this book or its companion CD-ROM,
please first search the online Microsoft Press Knowledge Base, which provides support
information for known errors in or corrections to this book, at the following Web site:

www.microsoft.com/learning/support/

If you do not find your answer in the online Knowledge Base, send your comments or
questions to Microsoft Learning Technical Support at:

mspinput@microsoft.com

Getting Help with Microsoft Windows SharePoint
Services or Microsoft Windows Server 2003

If your question is about Microsoft Windows SharePoint Services or Microsoft Windows
Server 2003, and not about the content of this Microsoft Press book, please search the
Microsoft Help and Support Center or the Microsoft Knowledge Base at:

support.microsoft.com

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

support.microsoft.com

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

support.microsoft.com



Using the Book's CD-ROM

The CD-ROM inside the back cover of this book contains practice files you'll use as you
work through the exercises in this book. The CD-ROM also contains site templates that
you might use if you choose to do exercises independently. By using practice files and
site templates, you won’t waste time creating your own samples files and sites—instead,
you can jump right in and concentrate on learning how to get the most of your Microsoft
Windows SharePoint Services implementation.

The CD-ROM also includes two supplemental chapters that provide valuable informa-
tion. “Using Windows SharePoint Services with InfoPath 2003” (UsingInfoPath.pdf)
covers how to create a form library from InfoPath 2003, modify an existing form library,
fill out a form, and edit an existing form. “Finding Information on the SharePoint Site”
(FindingInformation.pdf) explores Microsoft Windows SharePoint Services search at
three levels: searching an entire site, searching a specific list or document library, and
searching multiple document libraries simultaneously. Be sure to explore the contents
of these supplemental PDFs.

Finally, the CD-ROM also includes an electronic version of the book in PDF format
and the Microsoft Office System Reference Pack to help you get the most out of your
SharePoint experience.

Minimum System Requirements

Client Computer
To use this book, your client computer should meet the following requirements:

B Operating System Although you can use any Microsoft operating system,
Microsoft Windows XP Professional Edition is recommended.

B Software Microsoft Internet Explorer 5.01 SP1 or later; Internet Explorer 5.5 or
later is recommended.

Microsoft Office Word 2003, Microsoft Office Excel 2003, Microsoft Office Access
2003, Microsoft Office Outlook 2003, and Microsoft Office InfoPath 2003.

Server Computer

To use this book, you must have access to a server running Windows SharePoint Services.
The server computer should meet the following requirements:

B  Operating System Microsoft Windows Server 2003

B  Software Microsoft Windows SharePoint Services 2.0



Using the Book's CD-ROM

Note The CD-ROM for this book does not contain the Windows Server 2003 operating
system or the Windows SharePoint Services software. You must have access to a working
Windows SharePoint Services site before using this book. Microsoft Windows SharePoint
Services 2.0 can be downloaded from Microsoft's Web site for no cost.

Installing the Practice Files

You must install the practice files on your hard disk before you can use them in the
chapters’ exercises. Follow these steps to prepare the CD’s files for your use:

Important Installing the practice files requires the privileges of a local system
administrator.
1 Insert the CD-ROM into the CD-ROM drive of your computer.
An End User License Agreement should appear automatically.
Important If the End User License Agreement does not appear, open a win-
dow for your CD-ROM drive, and then double-click the StartCD executable file.
After you accept the End User License Agreement, a menu screen appears.
2 Click Install Practice Files.

3 Follow the on-screen instructions to install the practice files to My Documents
\Microsoft Press\SharePoint Services SBS\.

Using the Practice Files

Each exercise is preceded by text that lists the files needed for that exercise. The text
also explains any preparation you need to take before you start working through the
exercise, as shown here:

USE the Plants_Price.xls document in the practice file folder for this chapter. This practice file is
located in the My Documents\Microsoft Press\SharePoint Services SBS\Chapter 11 folder.

Wherever possible, we start each chapter with a standard Windows SharePoint Services
team site. It doesn’t mean that if you follow all exercises in all chapters in sequence, you

have to start with a new team site for every chapter—you can use the same site throughout
the whole book.

However, if you choose to do exercises independently and not in sequence, be aware
that there are exercises in some chapters that depend on other exercises performed
earlier in the book. If this is the case, we will tell you where the prerequisite exercise is
located in the book, so that you can complete the prerequisite exercises, as shown below:

BE SURE TO complete the “Adding Documents” exercise in Chapter 5 on page XXX.
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Alternatively, if you have sufficient rights, you can create new starting sites for chapters
by using the site template STP files that are provided on the CD-ROM for those chapters
that have dependencies on exercises earlier in the book. The site template will have the
prerequisite exercises already completed for you. This option is for advanced users who
might not want to do a prerequisite exercise in another chapter. For exercises that require
a prerequisite exercise to be completed, we will tell you the name and location of the
STP site template, as shown below:

Alternatively, you can create a practice site for this chapter based on site template Chapter 6 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents

\Microsoft Press\SharePoint Services SBS\Chapter 06 folder. See “Using the Book's CD-ROM" on page
vii for instructions on how to create a practice site.

If you choose to use the provided site template STP files, please refer to “(Optional)
Using the STP Site Templates” later in this section for instructions on how to create

a practice site.

The following table lists the practice files and optional site templates, if the chapter or
supplemental material requires them.

Folder

Chapter

Practice Files and STP Files

Chapter 01

Introduction to Windows SharePoint
Services

No practice files

Chapter 02

Navigating a SharePoint Site

No practice files

Chapter 03

Creating and Managing Sites

No practice files

Chapter 04

Working with Lists

No practice files

Chapter 05

Creating and Managing Libraries

NeedlepointHolly.doc
pjcov.JPG

Purchase Order Template.xsn
WaterOak.doc

Chapter 06

Working with Library Settings

Chapter 6 Starter.stp

Chapter 07

Working with Document Workspaces

Chapter 7 Starter.stp

Chapter 08

Working with Meeting Workspaces

Chapter 8 Starter.stp

Chapter 09

Working with Surveys and Discussion
Boards

GardenSurvey.xls

Chapter 10

Using Windows SharePoint Services
with Outlook 2003

Chapter 10 Starter.stp

Chapter 11

Using Windows SharePoint Services
with Excel 2003 and Access 2003

GardenCo.mdb
Plants_Price.xls
Sales_Figures.xls

Chapter 12

Working with Web Parts

Chapter 12 Starter.stp
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Folder Chapter Practice Files and STP Files
Supplemental Using Windows SharePoint Services Purchase Orders Template.xsn
Material with InfoPath 2003

(UsingInfoPath.pdf)

Supplemental Finding Information on the SharePoint  Finding Information Starter.stp
Material Site (FindingInformation.pdf)

Uninstalling the Practice Files

After you finish working through this book, you can uninstall the practice files by
following these steps:

1 In Control Panel, open Add or Remove Programs.

2 Inthelist of installed programs, click Microsoft Windows SharePoint Services Step
by Step, and then click the Remove button.

3 Click Yes when the confirmation dialog box appears.

(Optional) Using the STP Site Templates

To create a practice site for a chapter based on a site template STP file provided on the
CD-ROM, perform the following steps:

BE SURE TO verify that you have sufficient rights to upload a site template to a top-level site and
to create a site in the site collection. If in doubt, see the Appendix on page 260.

OPEN the top-level SharePoint site to which you'd like to upload the site template STP file. If prompted,
type your user name and password, and then click OK.

1  On the top link bar, click Site Settings to display the Site Settings page.

2  Inthe Administration section, click Go to Site Administration to display the Site
Administration page.

3 In the Site Collection Galleries section, click Manage site template gallery to
display the Site Template Gallery page.

Note If you see a Go to Top-level Site Administration link in the Site Collection
Administration section at the bottom of the page, you are not on the top-level site
administration page. A site template can only be uploaded to the site template gal-
lery on a top-level site. To display the Site Administration page for the top-level site,
click Go to Top-level Site Administration and then repeat the previous step.

4  Click Upload Template to display the Site Template Gallery: Upload Template page.
5  Click the Browse button to display the Choose File dialog box.
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6

10

11
12

13

Navigate to My Documents\Microsoft Press\SharePoint Services SBS\Chapter XX
(where XX is the chapter number), click the STP file that you want to use to create
the new site, and then click the Open button.

] Upload Template - Microsoft Internet Explorer,

fle Edt Wew Favortes Tools  Help [

OBack - Q |ﬂ @ jj ;]Search \‘;fi(Favuntes o

Address @http:#gardEr\mficata\ngsfwthnrmsﬂLlplnad‘aspx?SnurcE:http%SAD.‘DZF“fnZFgarder\m“fnZFD.’DSFcata\ngsﬂfnZFwt%ZFFnrmsV Ed Go  Links *

' Home Documents and Lists Create Site Settings Help

Team Web Site
Site Template Gallery: Upload Template
]

Caution: Template files can contain malicious code that can harm your site. If you do not trust the source,
do not uplaad the template file.

|l Save and Close | Go Back to Gallery

Overwrite existing file(s)?

Mame * |C:\Dacument5 and Settingshcatherinetiy Ducuments\M\cmsuﬁl Browse.. |

Upload Multiple Filss...

[E3

&] Dane %J Local intranst

Click Save and Close to complete the upload and redisplay the Site Template
Gallery page.

3 site Template Gallery - Microsoft Internet Explorer, |L|‘E‘El
Filz  Edt Wew Favortes Tools  Help o
P . = A P
- ) '3 i (- & w - f 3
Q Back () |ﬂ @ ) fOsewch S gravortes &) (- iz M _J ol 3
ficdress | {&] hitpfigardencof_ratalogs/wk{Forms{Common. aspx v B ks *
;% Home Documents and Lists Create Site Settings Help
"
e Team WWeh Site P
0 Site Template Gallery
Select a View Makes a temnplate available for use in Web sits creation by adding it to this gallery. The templates in this
gallery are available to this site and all sites under it. Default site templates are not shown.
Default Visw
all Temnplates |3 Upload Template | g Filter
Namms Edit Title Modifisd Language
Actions Chapter 6 Starter ! vew 3 shareFoint SBS Chapter 6 Starter 12/7/2004 1:38 PM English
B Alert me
B Export to L
spreadsheet
& Modify settings v
&) %J Lacal intranet

You can now create a new child site based upon the uploaded template.
Open the SharePoint site that you'd like to create the new practice site within.
On the top link bar, click Site Settings to display the Site Settings page.

In the Administration section, click Manage sites and workspaces to display the
Sites and Workspaces page.

Click Create to display the New SharePoint Site page.

In the Title text box, type a logical name for the new site; you could simply provide
the chapter number, for example Chapter06.

Optionally, in the Description text box, type a description, for example SharePoint
SBS Chapter 6 Practice Site.
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14 Inthe URL name text box, repeat the same name as you typed into the Title text box.

15 In the Permissions section, leave the default Use same permissions as parent site
option selected.

‘A New SharePoint Site - Microsoft Internet Explorer,

File Edit View Favorites Tools  Help /3
p \ A | @ e &S B

Qe - © \ﬂ @ {0 | fOseach pravcies | (- i B - JE 3

address 4] httpffgardencojSharePointSBS/_layouts/ 1033 newsbieb. aspi v B ks ?

% Home Documents and Lists Create Site Settings Help Up to Team Web Site [

, SharePaointSBs
\.J#) New SharePoint Site

Uss this page to create a new site or workspace under this SharePoint sits. You can specify a titls, Web sits
address, and access permissions.

Title and Description Title:

Type a title and description for your new site. [chapteros ]
The title will be displayed on each page in the P

sits. Description:

SharePoint SBS Chapter 6 Practice Site

Web Site Address R, Fermies
Users can navigate to your site by typing the httpi//gardenca/SharePointses/ Chapterge | L

Web site sddress (URL) inta their browser. You
can enter the last part of the address. You
should keep it short and easy to remember.

For example, http://gardenco/SharePointSBS/
mypsite

Permissions Ussr Permissions:

¥ou can give permission to access your nsw site () Use same permissions as parent site
to the same users who have access to this

[£3

() Use unioue oermissions
&] Done % Local intranet

16 Click the Create button to display the Template Selection page.

17 In the Template list, choose the name of the template that you just uploaded, for
example SharePoint SBS Chapter 6 Starter, and then click the OK button.

Select a Template Template:

Team Site
Blank Site

Dacument Warkspace

Basic Meeting Workspace
Blank Meeting Workspace
Decision Meeting Workspace
Social Mesting Warkspace
Multipage Meeting Workspace
Sharefo ter 6 Starter

Microsoft Windows SharsPoint Services Step by Step Chapter 6
Starter

The Home page of the new practice site is displayed.

CLOSE the browser.

(Optional) Removing the STP Site Templates

To remove the chapter starter templates from the site template gallery, perform the
following steps:

BE SURE TO verify that you have sufficient rights to delete a site template from the top-level site
template gallery. If in doubt, see the Appendix on page 260.

xiii
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OPEN the top-level SharePoint site where you previously uploaded the site template STP files. If
prompted, type your user name and password, and then click OK.

1
2

Edit

(%}

¥ Delete

CLOSE the browser.

On the top link bar, click Site Settings to display the Site Settings page.

In the Administration section, click Go to Site Administration to display the Site
Administration page.

In the Site Collection Galleries section, click Manage site template gallery to
display the Site Template Gallery page.

Note If you see a Go to Top-level Site Administration link in the Site Collection
Administration section at the bottom of the page, you are not on the top-level site
administration page. A site template can only be removed from the site template
gallery on a top-level site. To display the Site Administration page for the top-level
site, click Go to Top-level Site Administration and then repeat the previous step.

Click the Edit icon to display the details for the site template.

Click Delete to remove the site template. You will be prompted to confirm your
request. Click OK to complete the deletion and redisplay the Site Template Gallery.

Repeat the edit and delete steps to remove each site template that you no longer
want available for the creation of practice sites.

(Optional) Deleting a Practice Site

If you created a practice site that you no longer want, you can delete it. Perform
the following steps to delete a practice site:

BE SURE TO verify that you have sufficient rights to delete a site. If in doubt, see the Appendix

on page 260.

OPEN the parent SharePoint site where you previously created the practice site. If prompted, type
your user name and password, and then click OK.

1

2
x 3
Delete

4

CLOSE the browser.

On the top link bar, click Site Settings to display the Site Settings page.

In the Administration section, click Manage sites and workspaces to display the
Sites and Workspaces page.

In the list of sites, click the Delete icon to delete the site and to display the Delete
Web Site page.

Click the Delete button to delete the site.



Conventions and Features

You can save time when you use this book by understanding how the Step by Step series
shows special instructions, keys to press, buttons to click, and so on.

Convention Meaning
1 Numbered steps guide you through hands-on exercises in each topic.
2
([ ] A round bullet indicates an exercise that has only one step.

This icon at the beginning of a chapter reminds you to install the files
used in the exercises.
Tip These paragraphs provide a helpful hint or shortcut that makes working

through a task easier.

Important These paragraphs point out information that you need to know to
complete the procedure.

Troubleshooting These paragraphs show you how to fix a common problem that might
prevent you from continuing with the exercise.

a When a button is referenced in a topic, a picture of the button appears

in the left margin.
Close

(] + [re0) A plus sign (+) between two key names means that you must hold down
the first key while you press the second key. For example, “press [at]+ ()"
means “hold down the (»] key while you press the (=] key."

Black bold type In steps, program items that you click or press are in black bold type.

Blue italic type Terms explained in the glossary are shown in blue italic type.

Blue bold type  Text that you will type appears in blue bold type in the procedures.

Italic type Folder paths, URLs, and emphsized words appear in italic type.

BE SURE TO These words are found at the beginning of paragraphs preceding or
following step-by-step exercises. They point out items you should check
or actions you should carry out either before beginning an exercise or
after completing an exercise.

USE These words are found at the beginning of paragraphs preceding step-
OPEN by-step exercises. They draw your attention to practive files that you'll
need to use in the exercise.

CLOSE This word is found at the beginning of paragraphs following step-by-
step exercises. They give instructions for closing open files or programs
before moving on to another topic.
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Chapter 1

Page 3

Chapter 2

Page 18

19

19

21

22

24

Introduction to Windows SharePoint Services

To go to the SharePoint site home page

1
2

In your browser's Address bar, type the URL of your SharePoint site.

If prompted, type your user name and password.

Navigating a SharePoint Site

To navigate from a page for a SharePoint site back to the home page

On the top link bar, click Home.

To view a list of the subsites for a SharePoint site

1
2

3

On the top link bar, click Site Settings.

On the Site Settings page, in the Administration section, click Manage sites
and workspaces.

On the Sites and Workspaces page, under Sites, explore the list of the subsites
to your site.

To view a list of subsites for a SharePoint site

On the top link bar, click Documents and Lists.
On the Documents and Lists page, on the left pane under See Also, click Sites.

On the Sites and Workspaces page under Sites, explore the list of the subsites
to your site.

To browse the lists for a site

1
2

On the top link bar, click Documents and Lists.

On the Documents and Lists page, explore the lists.

To browse the libraries for a site

1
2

On the top link bar, click Documents and Lists.

On the Documents and Lists page, explore the libraries.

To modify the Links Web Part on the home page of the team site

1
2

In the upper-right corner of the page, click Modify Shared Page.
In the menu that appears, point to Modify Shared Web Parts, and then click Links.



Chapter 3

Page 32

Chapter 4

Page 60

60

62

62

Quick Reference

3 In the Links tool pane, make your modifications.

4  Click Apply to apply the modification, and then click OK.

Creating and Managing Sites
To create a child site

1  On the top link bar, click Site Settings.

2 On the Site Settings page, in the Administration section, click Manage sites
and workspaces.

On the Sites and Workspaces page, click Create.
On the New SharePoint Site page, specify the settings for the new site.
Click the Create button.

S U1 AW

On the Template Selection page, select a template from the Template list, and then
click OK.

Working with Lists
To browse the lists for a site

1  Onthe top link bar, click Documents and Lists.

2  Onthe Documents and Lists page, explore the lists.

To browse list templates available

1 On the top link bar, click Create.

2  On the Create Page page, explore the list templates.

To create a list

1 On the top link bar, click Create.

2  On the Create Page page, in the Lists section, click a list template.

3 Onthe New List page, specify settings for the list, and then click the Create button.
To modify the settings for a list

1  Open the list for which you want to modify the settings.

2 On the left side of the page in the Actions section, click Modify settings
and columns.

3 On the Customize page, in the General Settings section, click Change general
settings.

4  On the List Setting page, modify the settings for the list, and then click OK.
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65 To add a new item to a list

1
2
3
4

Open the list to which you want to add a new item.
On the list page, click New Item.
On the New Item page, specify the settings for the new item.

Click Save and Close to save the list item.

65 To edit an item in a list

65

70

1
2

Open the list for which you want to edit an item.

On the list page, move your mouse over the list item, and then click the down arrow
that appears.

In the menu, click Edit Item.
On the item page, edit the settings for the new item.

Click Save and Close to save the list item.

To delete an item in a list

Open the list for which you want to delete an item.

On the list page, move your mouse over the list item, and then click the down arrow
that appears.

In the menu, click Delete Item.

In the dialog box that appears, click OK to confirm the deletion.

To attach a file to a list item

&S U AW

~

Open the list to which you want to attach a file.

On the list page, move your mouse over the list item, and then click the down arrow
that appears.

In the menu, click Edit Item.
On the item page, click Attach File.
On the page to add attachments, click Browse.

In the Choose File dialog box, select a file, and then click the Open button. Once
selected, the location of the selected document is displayed in the Name text box.

Click OK to attach the document to the list item.

Click Save and Close to complete the process of attaching the document to the list
item.
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75 To add a new column to a list

Open the list to which you want to add a new column.

On the left side of the page in the Actions section, click Modify settings
and columns.

On the Customize page, in the Columns section, click Add a new column.

On the Add Column page, in the Column name text box, type a name for the new
column.

Select a column type.
In the Optional Setting for Column section, specify other column settings.

Click OK to add the new column to the list.

75 To edit a column in a list

Open the list for which you want to edit a column.

On the left side of the page in the Actions section, click Modify settings
and columns.

On the Customize page, in the Columns section, click the name of the existing
column you want to edit.

On the Change Column page, edit the settings for the column.

Click OK to save the changes to the column.

75 To delete a column in a list

4

Open the list for which you want to delete a column.

On the left side of the page in the Actions section, click Modify settings
and columns.

On the Customize page, in the Columns section, click the name of the existing
column you want to delete, and then click the Delete button.

In the dialog box that appears, click OK to delete the column.

75 To change the order of the columns displayed on the new and edit list item pages

1
2

Open the list for which you want to change the column order.

On the left side of the page in the Actions section, click Modify settings
and columns.

On the Customize page, in the Columns section, click Change the order of the
fields.

On the Change Field Order page, use the drop-down lists to change the order of
the columns, and then click OK to save the change.

XIX
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79 To sortitems in a list

1
2

3

Open the list you want to sort.

Click on the column name you want to sort. The list items are sorted in ascending
order.

Click on the column name again. The list items are sorted in descending order.

79 To filter items in a list

1

2
3
4

Open the list you want to filter.
Click Filter. Drop-down menus appear above each column.
In the drop-down menu above a column, click a filter to filter the list.

To change the filter, click Change Filter. Drop-down menus reappear above each
column.

81 To create a new list view
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Open the list for which you want to create a new view.

On the left side of the page in the Actions section, click Modify settings
and columns.

On the Customize page in the Views section, click Create a new view.
On the Create View page, click a type of view.
On the next Create View page, specify the setting for the view.

Click OK to save the list view.

81 To modify a list view

1
2

3

4

Open the list for which you want to modify a view.

On the left side of the page in the Actions section, click Modify settings
and columns.

On the Customize page in the Views section, click the name of the view you want
to modify, and then on the Edit View page, modify the view settings.

Click OK to save the changes.

86 To create an alert that notifies you of changes to a list

1

2
3
4

Open the list for which you want to create an alert.
On the left side of the page in the Actions section, click Alert me.
On the page that appears, specify the e-mail alert settings.

Click OK to create the e-mail alert.
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To delete an alert

5

Open the list for which you want to delete an alert.
On the left side of the page in the Actions section, click Alert me.

On the New Alert page, in the Alert Frequency section, click View my existing
alerts on this site.

On the My Alerts on this Site page, add a check mark next to the alert you want to
delete, and then click Delete Selected Alerts.

In the dialog box that appears, click OK to confirm the deletion.

To delete a list

1
2

3
4

Open the list you want to delete.

On the left side of the page in the Actions section, click Modify settings
and columns.

On the Customize page, in the General Settings section, click Delete this list.

In the dialog box that appears, click OK to confirm the deletion.

Creating and Managing Libraries

To create a new document library

1
2

3

On the top link bar, click Create.

On the Create Page page, in the Document Libraries section, click Document
Library.

On the New Document Library page, specify the settings for the new document
library, and then click the Create button.

To create a new form library

1
2
3
4

On the top link bar, click Create.
On the Create Page page, in the Document Libraries section, click Form Library.
On the New Form Library page, specify the settings for the new form library.

Click the Create button.

To associate a form template with a form library

1

2
3
4

Open the form library you want to delete.
On the left side of the page, in the Select a View section, click Explorer View.
Double-click the Forms folder.

Copy your form template from your computer to the Forms folder.
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5  On the left side of the page, in the Actions section, click Modify Settings
and Columns.

6  On the Customize page, in the General Settings section, click Change General
Settings.

7  On the Form Library Settings page, in the Form Template section, type the file
name of the template you want to use, and click OK.

97 To create a picture library

1 On the top link bar, click Create.

2  On the Create Page page, in the Picture Libraries section, click Picture Library.
3 Onthe New Picture Library page, specify the settings for the new picture library.
4  Click the Create button.

98 To add documents to a document library

1  Open the document library to which you want to add a document.
2  On the document library page, click Upload Document.

3  On the Upload Document page, click the Browse button.
4

In the Choose File dialog box, browse to the file you would like to upload, click
Open, and then click Save and Close to upload the document.

99 To add pictures to a picture library

1  Open the picture library to which you want to add pictures.
2 On the picture library page, click Add Picture.

3 Onthe Add Picture page, click the Browse button.
4

In the Choose File dialog box, browse to the file you would like to upload, click
Open, and then click Save and Close to add the picture to the library.

100 To create a new folder in a library
1  Open the library in which you want to add a new folder.

2 On the library page, click New Folder.

3 Onthe New Folder page, in the Name box, type the name of the folder you would
like to create, and then click Save and Close to create the new folder.

101 To check out a document from the document library

1  Open the document library from which you want to check out a document.

2  On the document library page, move your mouse over the document you would
like to check out, click the down arrow that appears, and then click Check Out.
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To check in a document to the document library

1  Open the document library to which you want to check in a document.

2  On the document library page, move your mouse over the document you want to
check in, click the down arrow that appears, and then click Check In.

3 On the Check In page, select Check In Document, and then in the Check
In comments box, type any comments you want to add, and then click OK.

To check out a document from Word 2003

1  Open the document library from which you want to check out a document.

2  On the document library page, move your mouse over the document that you
would like to check out and edit, and then click the down arrow that appears.

3 Click Edit in Microsoft Office Word, and then in the dialog box that displays a
warning, click OK.

4 In Word 2003, click File, and then click Check Out.
To check in a document being edited in Word 2003

1 In Word 2003, click File, and then click Check In.
2 Inthe Check In Comments dialog box, type any comments.

3  Click OK, and then close Word 2003.
To view a document’s version history and restore back to a previous version

1  Open the document library that has a document that you want to restore back
to a previous version.

2  On the document library page, move your mouse over the document for which
you want to see the version history, and then click the down arrow that appears.

3 Click Version History.

4  On the Version saved for document page, move the mouse over the date of the
document you want to restore, click the down arrow that appears, and then click
Restore.

5 Inthe dialog box indicating that you are about to replace the current version with
the selected version, click OK.

To delete a document that is no longer in use

1  Open the document library that has a document that you want to delete.

2  On the document library page, move your mouse over the document you would
like to delete, click the down arrow that appears, and then click Delete.

3 In the dialog box that appears, click OK to confirm the deletion.
xxiii
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To set up an alert for a document

1

2

3
4

Open the document library that has a document for which you want to set
up an alert.

Move your mouse over the document for which you would like an alert set up, click
the down arrow that appears, and then click Alert Me.

On the New Alert page, specify the e-mail alert settings.

Click OK to create the e-mail alert.

Working with Library Settings

To add a link to your library to the Quick Launch bar

1
2

On the top link bar, click Documents and Lists.

On the Documents and Lists page, in the Document Libraries section, click the
document library you want to access.

On the left side of the page, under Actions, click Modify settings and columns.

On the Customize page, in the General Settings section, click Change general
settings.

On the Document Library Settings page, in the Navigation section, select Yes
when asked whether you want to display a library on the Quick Launch bar, and
then click OK.

To require documents submitted to a document library to be approved

1
2

6

On the top link bar, click Documents and Lists.

On the Documents and Lists page, in the Document Libraries section, click
the document library you want to access.

On the document library page, under Actions, click Modify settings and columns.

On the Customize page, in the General Settings section, click Change general
settings.

On the Document Library Settings page, in the Content Approval section, select
Yes to the question Require content approval for submitted items?.

Click OK.

To add a column to a document library

1

Open the document library that has a document to which you want to add
a column.

On the left side of the page, under Actions, click Modify settings and columns.

On the Customize page, under the Columns section, click Add a new column.
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On the Add Column page, specify the settings for adding a new column, and then
click OK.

116 To modify a column in a document library

1
2
3

4

Open the document library that has a column you want to modify.
On the document library page, under Actions, click Modify settings and columns.

On the Customize page, in the Columns section, click the title of the column
you want to modify.

On the Change Column page, specify the settings you want to modify, and then
click OK.

118 To add metadata to a document

1

2

3
4
5

Open the document library that has a document to which you want
to add metadata.

On the document library page, move your mouse over the document name,
and then click the down arrow that appears.

Click Edit Properties.
On the page that appears, enter any information in the available fields.

Click Save and Close.

120 To change the view for your document library

1
2
3
4
5

Open the document library that has a view you want to change.

On the left side of the page under Actions, click Modify settings and columns.
On the Customize page in the Views section, click Create a new view.

On the Create View page, click a view type.

On the next Create View page, specify settings for the view, and then click OK.

122 To grant users permissions to documents in a library

1
2
3

Open the library for which you want to change permissions.
On the library page under Actions, click Modify settings and columns.

On the Customize page in the General Settings section, click Change permissions
for this <form or document> library, and then click Add Users.

On the Add Users page, specify users and select their permissions.
Click the Next button.

On the second Add Users page, review the user and e-mail settings, and then click
the Finish button.
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To create a Web Folder that points to your SharePoint site

1

Click Start, click My Computer, and then on the left side of the screen,
click My Network Places.

If the Network Tasks pane appears on the left, click Add a network place;
otherwise, double-click the Add Network Place icon.

In the Add Network Place Wizard, click Next.
Click Choose another network location, and then click Next.

In the Internet or Network Address box, type the address of your SharePoint site,
and then click Next.

In the Type a name for this network place box, type the name of your SharePoint
site, click Next, and then click Finish.

To add a discussion comment to a document

1

Open the document library that has a document to which you want to add
a discussion comment.

On the document library page, move your mouse over the document, click the
down arrow that appears, and then click Discuss.

In the File Download dialog box, click Open.

In the lower-left corner on the Discuss bar, click Discussions, and then select Insert
about the Document.

In the Enter Discussion Text dialog box, specify a discussion subject and discussion
text, and then click OK.

To delete a library

1
2
3

4

Open the library you want to delete.
On the left hand side, under Actions, click Modify settings and columns.

On the Customize page, in the General Settings section, click Delete this <form>
library.

In the dialog box that appears asking if you are sure, click OK.

Working with Document Workspaces

To create a Document Workspace from an existing document within SharePoint

1

2

Open the document library that has a document for which you want to create
a Document Workspace.

On the document library page, move your mouse over the document, and then
click the down arrow that appears.
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3 Click Create Document Workspace.
4  On the Create Document Workspace page, click OK.

137 To create a new document and generate a new Document Workspace from
Word 2003

1  Open the document library to which you want to add a new document.

2  Click New Document, and then when a dialog box appears indicating that some
files can harm your computer, click OK.

In Word 2003, type some information into the document.

Click File, and then click Save.

In the File name box, type the name of the document, and then click the Save button.
Click View, and then click Task Pane to open the task pane.

At the top of the task pane, click Getting Started, and then select Shared Workspace.

In the Shared Workspace task pane, click the Documents tab.
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Move your mouse over the document name, and then click the down arrow that
appears.

10 Click Create Document Workspace.
11 |In the dialog box that appears, click Yes, and then close Word 2003.

140 To browse to a Document Workspace for a document.

1  Onthe top link bar, click Documents and Lists.

2  Onthe Documents and Lists page on the left side of the page under See Also,
click Document Workspaces.

3 On the Sites and Workspaces page under Document Workspaces,
click the Document Workspace you would like to access.

142 To add a user to a Document Workspace from within Word 2003

1 On the top link bar, click Documents and Lists.

2  Onthe Documents and Lists page on the left side of the page under See Also,
click Documents Workspaces.

3 On the Sites and Workspaces page, click a document workspace.

4  On the document workspace page, move your mouse over the document name,
and then click the down arrow that appears.

5  Click Edit in Microsoft Office Word.
6  In the dialog box that appears, click OK.
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142

142

146

148

7

8
9
10

11
12

In Word 2003, if the Shared Workspace task pane does not appear on the right side
of the screen, click View, and then click Task Pane.

On the Shared Workspace task pane, click the Members tab.
Toward the bottom of the task pane, click Add New Members.

In the Add New Members dialog box, in the Enter e-mail addresses or user names,
separated by semicolons box, type the e-mail address or user name of a user you
want to add.

Click Next, and then click Finish.

In the Add New Members dialog box, clear or select the check box to send an
e-mail invitation to the new members, and then click OK.

To add a task to the Document Workspace from within Word 2003

1
2
3
4
5
6

In Word 2003 with the Shared Workspace task pane open, click the Tasks tab.
In the bottom section of the pane, click Add New Task.

In the Task dialog box in the Title box, type a name for the task.

In the Assigned To box, select a user to whom to assign the task.

In the Description box, type a description for the task.

In the Due Date box, select the due date for the task, and then click OK.

To check document information from within Word 2003

In Word 2003, with the Shared Workspace task pane open, click the Info tab.

To publish a document from the Document Workspace back to the document library

1
2

5
6

On the top link bar, click Documents and Lists.

On the Documents and Lists page on the left side of the page under See Also,
click Document Workspaces.

On the Sites and Workspaces page, click a document workspace.

On the document workspace page, move your mouse over the document name,
and then click the down arrow that appears.

Click Publish to Source Location.

On the Publish to Source Location page, click OK.

To delete a document’s Document Workspace

1
2

On the top link bar, click Documents and Lists.

On the Documents and Lists page on the left side of the page under See Also,
click Document Workspaces.
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On the Sites and Workspaces page, under the Delete column, click the delete icon
that corresponds to your document name.

On the Delete Web Site page, click the Delete button.

Working with Meeting Workspaces

To create a Meeting Workspace by using the Basic Meeting Workspace template

1
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On the top link bar, click Create.

On the Create Page page, in the Web Pages section, click Sites and Workspaces.
On the New SharePoint Site page, specify the information for the new site.

Click the Create button.

On the Template Selection page, in the Template box, select Basic Meeting
Workspace, and then click OK.

To create a Meeting Workspace for an event

1
2
3

Under the Events Web Part, click one of the events.
On the Events page, click Edit Item.

On the next Events page, select the Use a Meeting Workspace to organize
attendees, agendas, documents, minutes, and other details for this event.
check box.

Click Save and Close.

On the New or Existing Meeting Workspace page, review the settings and then
click OK.

On the Template Selection page, in the Template box, select Basic Meeting
Workspace, and then click OK.

To add a topic as an objective to a Meeting Workspace

1
2
3
4

Open a meeting workspace.
Under the Objectives Web Part, click Add new item.
On the Objectives: New Item page, in the Objective box, type the meeting objective.

Click Save and Close.

To create an agenda for a Meeting Workspace

1

2
3
4

Open a meeting workspace.
Under the Agenda Web Part, click Add new item.
On the Agenda: New Item page, specify the agenda information.

Click Save and Close.
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162 To add a user to the attendees list for a Meeting Workspace

163

165

Chapter 9

Page 172

177

1
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Open a meeting workspace.

Under the Attendees Web Part, click Manage Attendees.

On the Attendees page, click Add Attendee.

On the Attendees: New Item page, specify the attendee information.

Click Save and Close.

To add a Web Part to a Meeting Workspace

1
2

3

4

Open a meeting workspace.

On the upper-right corner of the page, click Modify this Workspace, and then click
Add Web Parts.

In the Add Web Parts tool pane, click the Web Part you want to add, and then
click Add.

In the upper-right corner of the Add Web Parts tool pane, click Close.

To add an item to a Web Part

1
2
3

Under the name of the Web Part you want to add to, click Add new item.
On the New Item page, specify the information for the new item.

Click Save and Close.

Working with Surveys and Discussion Boards

To create a survey on a SharePoint Web site
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7

On the Quick Launch bar, click Surveys.

On the Documents and Lists page, click Create Survey.

On the Create Page page, in the Surveys section, click Survey.
On the New Survey page, specify the settings for the survey.
Click the Next button.

On the Add Question page, specify the survey question, and then click Next
Question.

Repeat step 6 until you're finished, and then click Finish.

To respond to a survey on a SharePoint site

1
2
3

On the Quick Launch bar under Surveys, click the name of the survey.
On the survey page, click Respond to this Survey.

On the survey New Item page, click Save and Close when you're finished.
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To view survey responses

1  On the Quick Launch bar under Surveys, click the name of the survey.
2 On the survey page on the left side under Select a View, click Graphical Summary.

3 On the survey page on the left side under Select a View, click All Responses.
To edit any responses in your survey

1 On the Quick Launch bar, under Surveys, click the name of the survey.
2  On the survey page on the left side under Select a View, click All Responses.

3 Point to the survey item, click the down arrow, and then in the drop-down list,
click Edit Item.

4 Edit the response, and then click Save and Close.
To export results of the survey to an Excel 2003 spreadsheet

1  On the Quick Launch bar, under Surveys, click the name of the survey.

2  On the survey page on the left side under Select a View, click Overview.
3 Click Export Results to a spreadsheet.
4

If the File Download dialog box appears with a warning that some files can harm
your computer, click the Open button.

(]

In the Opening Query dialog box, click the Open button.

(-}

If a Microsoft Excel dialog box appears with a warning about hidden or read-only
columns, click OK.

To create a new discussion board

1 On the Quick Launch bar, click Discussions.

2  Onthe Documents and Lists page, click Create Discussion Board.

3 On the Create Page page, in the Discussion Boards section, click Discussion Board.
4

On the New Discussion Board page, specify the settings for the new discussion
board.

5 Click the Create button.
To add a new topic to a discussion board

1  Open a discussion board.

2  Click New Discussion.

3 Onthe New Item page, specify the discussion topic information.
4

Click Save and Close.




Quick Reference

184

184

184

Chapter 10

Page 190

To reply to a discussion topic

1
2

3
4

Open a discussion board.

Point to a discussion topic, click the down arrow, and in the drop-down list,
click Reply.

On the New Item page, specify the discussion topic reply.

Click Save and Close.

To delete a discussion topic

1
2

3

Open a discussion board, and on the left side under Select a View, click Flat.

Point to the topic you want to remove, click the down arrow, and then in the drop-
down list, click Delete Item.

In the Microsoft Internet Explorer dialog box asking if you are sure you want to delete
the item, click OK.

To delete a discussion board

Open a discussion board.
On the left side under Actions, click Modify settings and columns.

On the Customize page, in the General Settings section, click Delete this discussion
board.

In the Microsoft Internet Explorer dialog box asking if you are sure you want to
delete it, click OK.

Using Windows SharePoint Services with Outlook 2003

To import the contact information from your Outlook 2003 Address Book
to a contacts list on a SharePoint site

1
2
3

On the Quick Launch bar, under the Lists section, click Contacts.
On the Contacts page, click Import Contacts.

If the Choose Profile dialog box is displayed, select the profile that corresponds
to your e-mail account, and then click OK.

In the Select Users to Import dialog box, from the Show Names from the: drop-
down list under Outlook Address Book, select Contacts.

Select the users you wish to import, and then click OK.

If a Microsoft Office Outlook warning dialog box appears stating that a program
is trying to access e-mail addresses you have stored in Outlook 2003, click the Allow
access for: check box, and then select 5 minutes from the drop-down list.

Click Yes.
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192 To export contacts from a contacts list on a SharePoint site into Outlook 2003

1
2

6

On the Quick Launch bar, under the Lists section, click Contacts.

On the Contacts page, move your mouse over the name of the user you want
to export, and then click the down arrow that appears.

Click Export Contact.
In the File Download dialog box, click Open to open the VCF file you want to export.

In the Contact dialog box, if the Full Name field is blank, type the name of the
contact. If the File as: field is blank, click the down arrow to the right of the field
and select an appropriate value.

Click Save and Close.

195 To copy events to your Outlook 2003 calendar folder from the events list
on the SharePoint site.

1
2
3

Click Events on the Events bar.
On the Events page, click Link to Outlook.

In the dialog box that appears asking if you want to add the folder to Outlook 2003,
click Yes.

In Outlook 2003, on the Standard toolbar, click the Month button. If the current
calendar view does not contain any event items, use the scroll bar until you can
see them.

To update the Outlook 2003 copy, right-click the Events Calendar folder, and in the
drop-down menu, click Refresh.

198 To view both your personal Outlook 2003 calendar and a linked SharePoint events list

1
2

3

Open Outlook 2003 in Calendar view.

In the Outlook 2003 navigation pane, under My Calendars, select the Calendar
check box.

In the Outlook 2003 navigation pane, under Other Calendars, select the Events
check box.

199 To copy an event from a linked SharePoint Events calendar to your personal calendar

1

In Outlook 2003, with your personal Calendar and linked SharePoint Events Calendar
visible, double-click an appointment in the Events calendar that you want to copy
to your own personal calendar.

In the Appointment dialog box on the Standard toolbar, click the Copy to Personal
Calendar button once, and then close the Appointment dialog box.
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201 To manage SharePoint alerts in Outlook 2003

1  Open Outlook 2003 in Mail view.
2 Click the Tools menu, and then click Rules and Alerts.

3 In the Rules and Alerts dialog box, click the Manage Alerts tab, and then click New
Alert.

4  Inthe New Alert dialog box in the Web site Address text box, type the URL of a
SharePoint site for which you want to create alerts, and then click Open.

5 Inthe New Alert site that appears, select a list or document library you want to be
alerted about, and then click the Next button.

6  On the next New Alert page, in the Send Alerts To section, type your e-mail
address if it doesn't already appear. Review the other settings, and then click OK.

7  Close all the Internet Explorer windows.

8 Switch to Outlook 2003 and the new alert should be listed in the Rules and Alerts
dialog box. If the alert does not appear, click OK, close Outlook, restart Outlook,
and reopen the Rules and Alerts dialog box.

205 To create a Meeting Workspace from Outlook 2003

1 In Outlook 2003 on the Standard toolbar, click the down arrow to the right of New,
and then click Appointment.

2 Inthe Appointment dialog box, on the Standard tool bar, click Invite Attendees.

3 Inthe To text box, type the e-mail addresses of people you want to invite to this
meeting.

4 Inthe Subject text box, type a subject and in the Location text box, type a location.
5  Click the Meeting Workspace button.

6 Inthe Meeting Workspace task pane, in the Create a workspace section, click
Change settings.

7 Click the down arrow next to Select a location, and then select Other.

8  Inthe Other Workspace Server dialog box, type the URL of a SharePoint site,
and then click OK.

9  Inthe Meeting Workspace task pane, click OK, and then click Create.
10 On the Standard toolbar, click Send.
Chapter 11 Using Windows SharePoint Services with Excel 2003 and Access 2003
Page 212 To import data from an Excel 2003 spreadsheet to a list in SharePoint
1  Onthe top link bar, click Create.

XXXIV
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On the Create Page page, in the Custom Lists section, click Import Spreadsheet.

On the New List page, in the Name text box, type a name for the list and in the
Description text box, type a description.

In the Import from Spreadsheet section, click the Browse button.

In the Choose file dialog box, select an Excel 2003 spreadsheet, and then click
the Open button.

On the New List page, click the Import button.

In the Import to Windows SharePoint Services list dialog box from the Range
Type drop-down list select Range of Cells, then press [r).

In the spreadsheet, select the range of cells that has data you want to import,
and then on the dialog box, click the Import button.

216 To add a new list item, edit an existing list item, and delete an existing list item
in Datasheet view

1
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Open a list you want to modify.

Click Edit in Datasheet to display the list in Datasheet view.

In the last row of the list, in the column, type the information for a new list item.

In a cell you want to edit, click in the cell and modify the contents.

In a list item you want to delete, click on the far left cell to select the entire list item.
Press the [e2] key to permanently remove the list item from the list.

Click Yes to confirm the deletion.

216 To add a new column to a list in Datasheet view

Open a list to which you want to add a new column.
Click Edit in Datasheet to display the list in Datasheet view.

Right-click on the column to the left of where you want the new column to appear,
and then click Add Column in the context menu.

On the Add Column page, specify the name and setting for the new column, and
then click OK.

220 To export a list from a SharePoint site to an Excel 2003 spreadsheet

1

2
3
4

Open a list you want to export to an Excel 2003 spreadsheet.
On the left side under Actions, click Export to spreadsheet.
If the File Download box is displayed, click the Open button.
In the Opening Query dialog box, click the Open button.
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220 To synchronize data in the spreadsheet with the contents of the list on the
SharePoint site

1  Edit your list in Excel 2003.
2 On the Lists toolbar, click the Synchronize List button.

3 Switch back to the list page in SharePoint, click the Internet Explorer Refresh button,
and then verify changes made in Excel 2003 are synchronized with the SharePoint list.

223 To publish a spreadsheet to a SharePoint list by using Excel 2003

Open a spreadsheet in Excel 2003.

Click any cell within the data.

On the Data menu, point to List, and then click Create List.

In the Create List dialog box, verify the settings, and then click OK.

On the List toolbar, click the List button, and from the menu, click Publish List.

A U1 A WINMH

In the Publish List to SharePoint Site Wizard, in the Address box, type your site
address.

~

Select the Link to the new SharePoint list check box.

8  Inthe Name box, type a name for the list and in the Description box type
a description.

9 Click the Next button, and then click the Finish button.

10 In the Windows SharePoint Services dialog box, click the link to the new list.
227 To export data from an Access 2003 database to a SharePoint list

1  Open the Access 2003 database from which you want to export data.

2 In the Database window, click Tables.

3 Right-click the table you want to export and from the context menu click Export.
4

In the Export Table dialog box, from the Save as type drop-down list,
select Windows SharePoint Services().

In the Export to Windows SharePoint Services Wizard on the Specify site and list
information page in the Site drop-down list, type or select your site.

In the List Name text box, type a name for the list.
Leave the Open the list when finished check box selected.

Click the Finish button.

© 0 N &

In the dialog box that appears indicating that Access 2003 has finished exporting
the table, click OK.
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229 To import data from a SharePoint list into an Access 2003 table

1
2

6
7

In Access 2003, on the File menu, point to Get External Data, and then click Import.

In the Import dialog box, from the Files of type drop-down list, select Windows
SharePoint Services().

In the Import from Windows SharePoint Services Wizard on the Select a site page
in the Sites text box, type in your SharePoint site address, and then click Next.

On the Select Lists page, in the Lists text box, select a list, select the Import one or
more lists option, and then click the Next button.

On the Select related lists page, select the Create linked tables to selected lists
option.

Click the Next button, and then click Finish.

In the dialog box that indicates the import is finished, click OK.

232 To link a table to a SharePoint list

1

2

7
8

In Access 2003, on the File menu, point to Get External Data, and then click Link
Tables.

In the Link dialog box, from the Files of type drop-down list, select Windows
SharePoint Services().

In the Link to Windows SharePoint Services Wizard on the Select a site page in the
Sites text box, type your site address, and then click the Next button.

On the Select lists page, in the Lists text box, select a list, and then select the Link
to one or more views of a list option.

Clear the Retrieve IDs for lookup columns check box, and then click the Next
button.

On the Select views page, in the Views text box, select a view.
Click the Next button, click Finish, and then click OK.
In the dialog box that indicates the link is finished, click OK.

Chapter 12 Working with Web Parts

Page 240 To remove a Web Part from a page

1
2

Open a page that has a Web Part you want to remove.

Verify that the link in the upper-right corner of the page is Modify Shared Page,
indicating that you have the Web Part in shared view.

Click the down arrow on the Web Part title bar you want to remove, and from the
Web Part menu, click Close, temporarily removing the Web Part from the page.

XXXVii




Quick Reference

240 To delete a Web Part from a page

243

243

248

1
2

Open a page with a Web Part you want to delete.

In the upper-right corner of the page, click Modify Shared Page and from the Web
Part Page menu, click Design this Page.

Click the down arrow on the Web Part title bar you want to delete, and from the
Web Part menu, click Delete.

When a Microsoft Internet Explorer dialog box appears asking if you want to delete
this Web Part, click OK.

In the upper-right corner of the page, click Modify Shared Page, and then click
Design this Page from the Web Part Page menu.

To add a Web Part to a page

1
2

6

Open a page to which you want to add a Web Part.

In the upper-right corner of the page, click Modify Shared Page, point to Add Web
Parts, and then click Browse.

When the Add Web Parts tool pane appears, locate a Web Part you want to add.

In the Add Web Parts tool pane, move the mouse over the icon to the left of the
Web Part so that the mouse pointer changes to a four-way arrow.

While holding down the mouse button, drag the Web Part to a location on the
page. As you move the Web Part, a dark blue horizontal line shows you where the
Web Part will be added.

On the Add Web Parts tool pane title bar, click the Close button.

To restore a Web Part from the Web Part Page Gallery

1
2

3
4
5

Open a page that has a Web Part you want to restore.

In the upper-right corner of the page, click Modify Shared Page, point to Add Web
Parts, and then click Browse.

On the Add Web Parts tool pane, click Web Part Page Gallery.
In the Web Part List, add Web Part to the page by dragging or using the Add button.
On the Add Web Parts tool pane title bar, click the Close button.

To customize the Content Editor Web Part

1

Open a page that has a Content Editor Web Part you want to customize.

Click the down arrow on the title bar of the Content Editor Web Part, and then click
Modify Shared Web Part.

In the Content Editor Web Part tool pane, click the Rich Text Editor button.
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In the Rich Text Editor — Web Page dialog box, enter your content. For example,
you can type and format text, insert pictures, and insert hyperlinks.

In the lower-right corner, click the Save button.

Using the Content Editor Web Part tool pane, specify additional settings for the
Content Editor Web Part.

In the Content Editor Web Part tool pane, click OK to close the tool pane.

248 To customize a SharePoint List View Web Part

1
2

6
7

Open a page that has a List View Web Part you want to customize.

On the title bar of the list view Web Part, click the down arrow, and then click
Modify Shared Web Part.

In the list view tool pane below the Selected View drop-down list, click the Edit
the current view link.

On the Edit View page specify settings to modify the list view, and then click OK.

Click the down arrow on the title bar of the list view Web Part, and then from
the Web Part menu, click Modify Shared Web Part.

In the list view tool pane, specify additional settings for the list view Web Part.

In the list view tool pane, click OK.

254 To move a Web Part on a page

1

2

In the upper-right corner of the page, click Modify Shared Page, and from the Web
Part Page menu, click Design this Page.

Move the mouse over the title bar of the Web Part so that the pointer changes
to a four-way arrow. While holding down the mouse button, drag the Web Part to
another location on the page.

In the upper-right corner of the page, click Modify Shared Page, and then from
the Web Part Page menu, click Design this Page.

256 To create a document library to store Web Part Pages

1
2

On the top link bar, click Create.

On the Create Page page, in the Document Libraries section, click Document
Library.

On the New Document Library page, in the Name text box, type a name
for the document library.

In the Document Template section in the Document template: drop-down list,
select Web Part Page.
Click the Create button.

XXXIX
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256 To create a new Web Part Page

1
2
3

4
5

On the top link bar, click Create.
On the Create Page page, in the Web Pages section, click Web Part Page.

On the New Web Part Page page, in the Name text box, type a file name
for the Web Part page.

In the Layout section select a layout.

In the Save Location section in the Document Library drop-down list, select the
document library to which you want to save Web Part Pages.

Click the Create button.

Using Windows SharePoint Services with InfoPath 2003

To create a new SharePoint form library from InfoPath 2003

1
2
3

N 6O A

10

11
12

Open InfoPath 2003.
Switch to Design mode by clicking the File menu and then clicking Design a Form.

In the Design a Form pane, under Open a form in a design mode, click On My
Computer.

Select an InfoPath form template, and then click Open.
On the File menu, select Publish.
In the Publishing Wizard on the Welcome page, click Next.

On the page listing the shared locations, select To a SharePoint form library
and click Next.

On the next page, select Create new form library (recommended),and then click
Next.

On the page to specify the location of the SharePoint site where you want to create
the form library, type the URL of your SharePoint site. Click Next.

On the name and description page, in the Name box, type the name for the form
library and in the Description box, type a description. Click Next.

Click Finish.

On the wizard's last page, verify that the form template was successfully published,
and then click Close.

To modify the existing form library from InfoPath 2003

1
2

Open InfoPath 2003.

From the File menu, select Design a Form.
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In the Design a Form pane, under Open a form in design mode, click On a
SharePoint site.

In the Open from SharePoint Site dialog box, in the location box, type the URL
of the SharePoint site where the existing library is located. Click Next.

On the page listing form libraries, select the form library, and then click Open.
On the File menu, select Publish.
In the Publishing Wizard, on the Welcome page, click Next.

On the page listing the shared locations, select To a SharePoint form library.
Click Next.

On the next page, click Modify existing form library, and then click Next.

On the page to specify the location of the existing library, type the URL of your
SharePoint site. Click Next.

On the page listing libraries you can modify, select the form library, and then
click Next.

Use the Add, Remove, and Modify buttons to modify the table layout for the
form library.

When finished, click Finish.

On the wizard's last page, verify that the form template was successfully published,
and then click Close.

To modify an existing form library from a SharePoint site

1
2

On the top link bar, click Document and Lists.

On the Documents and Lists page, in the Document Libraries section, click the
form library.

On the form library page, in the left pane, under Actions, click Modify settings
and columns.

On the Customize page, in the General Settings section, to the right of the Tem-
plate location, click (Edit Template). The form template opens in InfoPath 2003 in
Design mode.

In InfoPath 2003 modify the form as needed.

On the File menu, click Save to save the changed form template to the SharePoint
site.

To create a new form and save it to the SharePoint form library

1

On the top link bar, click Document and Lists.
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2

On the Documents and Lists page, in the Document Libraries section, click a form
library.

On the form library page, click Fill Out This Form. InfoPath 2003 opens the form
in Fill out a form mode.

Add text to the form fields as needed.
From the File menu, select Save As.

In the Save As dialog box, in the File Name box, type a name, and then click Save
to save the form to the SharePoint form library.

To edit an existing form and save it back to the form library

1
2

3

4
5

On the top link bar, click Document and Lists.

On the Documents and Lists page, in the Document Libraries section, click the
name of your form library.

On the form library page, move the mouse over the name of the form you want
to edit. Click the arrow, and then click Edit in Microsoft Office InfoPath.

In InfoPath 2003, make any edits as needed.

From the File menu, click Save.

Finding Information on the SharePoint Site

To search for content on an entire SharePoint Web site

1

2

3

In the upper-right corner of the Home page of the site, in the Search box,
type a keyword. Then press or click on the green Go button.

On the Search Results page, browse through the results of your search and click
on a link to view the entire content.

Optionally, search for another keyword directly from the Search Results page.

To search for content on a specific list

1
2

Open a list where you would like to search for content.

In the upper-right corner of the default list view in the Search box, type a keyword.
Then press or click on the green Go button.

To set up a Web folder to search

1
2

In Windows Explorer, in the Folders pane on the left, click My Network Places.

If you don't see an option to Add a Network Place, deselect the Folders button
in the Windows Explorer toolbar. Click Add a Network Place.

On the first page of the Add a Network Place Wizard, click the Next button.
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On the second page of the Add a Network Place Wizard, click Choose another
network location, and then click the Next button.

On the third page of the Add a Network Place Wizard, type the address for the
document library where you want to search. Click Next.

If prompted, enter the credentials you use to access the document library.

On the fourth page of the Add a Network Place Wizard, type the name you would
like to see in Office 2003. Click Next.

Click the Finish button.
Close the Web folder and Windows Explorer.

To search for documents using the File Search option in an Office 2003 application,
for example Word 2003

1
2
3

Open Word 2003.
From the File menu, click File Search.

In the Basic File Search tool pane, in the Search text: box, type the keywords
you want to search for.

In the Selected locations drop-down list, deselect My Computer, expand
My Network Places, and then select the Web folder you just created.

Click the Go button. Found documents will be displayed in the Search Results
tool pane.
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Introduction to
Windows SharePoint
Services

In this chapter you will learn:

v' What Windows SharePoint Services is.

How Windows SharePoint Services enables team collaboration and sharing.
How Microsoft Office integrates with Windows SharePoint Services.

What user rights on Windows SharePoint Services are.

AN I N N

How Windows SharePoint Services relates to SharePoint Portal Server.

In the modern business environment, with its distributed workforce that assists customers
at any time and in any location, team members need to be in closer contact then ever
before. Effective collaboration is becoming more and more important. However, it is
often difficult to achieve. Microsoft Windows SharePoint Services addresses this problem
by incorporating essential collaboration and communication technologies into a single
Web-based environment that integrates easily with desktop applications such as
Microsoft Office.

In this chapter, you will learn what Windows SharePoint Services is and how it works with
Microsoft Office applications, providing enhanced productivity environments for users
and teams. You will also learn about the relationship between Windows SharePoint
Services and Microsoft SharePoint Portal Server 2003, and learn how to decide which
product is right for you.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on page xvi.

Important The exercises in this book use a fictitious business called The Garden
Company. In the scenarios used in the book, The Garden Company is setting up a
SharePoint environment for team collaboration and information sharing. There are three
people involved in setting up and providing content for this environment: Catherine
Turner, the owner of The Garden Company; Mike Galos, her assistant; and Kim Yoshida,
the head buyer.
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What Is Windows SharePoint Services?

Windows SharePoint Services is a component of Microsoft Windows Server 2003. It is
provided as a free download, and gives you a powerful toolset for organizing information,
managing documents, and providing efficient collaboration environments.

With Windows SharePoint Services, teams can create Web sites to share information
and foster collaboration with other users. You can access content stored within a
SharePoint site from a Web browser and through desktop applications such as
Microsoft Office.

Tip Windows SharePoint Services and SharePoint Portal Server 2003 are known
collectively as Microsoft SharePoint Products and Technologies.

Team Collaboration and Sharing

SharePoint sites provide places to capture and share ideas, information, communication,
and documents. The sites facilitate team participation in discussions, shared document
collaboration, and surveys. The document collaboration features allow for easy checking
in and checking out of documents, and document version control.

A SharePoint site can have many subsites, the hierarchy of which, on Web servers,
resembles the hierarchy of folders on file systems—it is a tree-like structure. Similar to
storing your files in folders on file systems, you can store your files within SharePoint
sites. However, SharePoint sites take file storage to a new level, providing communities
for team collaboration and making it easy for users to work together on documents, tasks,
contacts, events, and other information. This team collaboration environment can greatly
increase individual and team productivity.

The collaborative tools provided by Windows SharePoint Services are easy to use, so you
can share files and information and communicate more effectively with your coworkers.
You can create and use SharePoint sites for any purpose. For example, you can build a
site to serve as the primary Web site for a team, or you can create a site to facilitate
organizing a meeting. A typical SharePoint site might include a variety of useful tools
and information, such as shared document libraries, contacts, calendars, task lists,
discussions, and other information sharing and visualizing tools.

SharePoint site users can find and communicate with key contacts and experts, both
with e-mail and with instant messaging. Site content can be easily searched, and users
can also receive alerts to tell them when existing documents and information have been
changed, or when new ones have been added. You can customize site content and layout
to present targeted information to specific users on precise topics.
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In this exercise, you will locate your SharePoint site and familiarize yourself with its
home page.

OPEN the browser.
BE SURE TO know the location of your SharePoint site. If in doubt, check with your SharePoint

administrator.

1 In the browser Address box, type the URL, or location, of your SharePoint site,
http://<yourservername/path>.
The yourservername portion is the name of the SharePoint server you will be using

for the exercises in this book. The path portion might be empty, or might include
one or more levels in the site hierarchy on your SharePoint server.

I address | hitpffgardenco >l

Important For exercises in this book, we use a site located at the server
gardenco. Its URL is http://gardenco. However, in your environment you will be using
a different site installed on a different server. You will need to use your site location
http://<yourservername/path> in place of http://gardenco throughout the book.

2 If prompted, type your user name and password.

Connect to gardenco.gardencodom. local |E|[X|

=

A

Connecting ko gardenco

User name: | ﬂ gardencodom’catherinet i |

Password: | ITITITIT) |

[Iremember my password

[ Ok ] [ Cancel

3  Click OK.

The home page of your site appears. Although it might look somewhat different
than the typical SharePoint team site The Garden Company starts with, it is still likely
to include links to a variety of information, as well as the information sharing tools
provided by Windows SharePoint Services.
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adidress | (] hitpgardencofSharePaintsB5{_layouts/1033/newsbweb. aspx v| B ks ?

;% Home Documents and Lists Create Site Settings Help Up to Team Web Site [
) SharePointSBS
9 New SharePoint Site
Use this page to create a new site or workspace under this SharePoint site, You can specify a title, Web site
sddress, and sccass permissions.
Title and Description Title:
Type a title and description for your new site, \Chapter% |
The title will be displayed on each page in the
site., Description:

SharePoint SBS Chapter 6 Practice Site

Web Site Address URL name:

Users can navigate to your site by typing the http://gardenco/SharePointSBS/| Chapteros |
Web site address (URL) into their browser, You

Gan anter the last part of the address. Tau

should keep it short and easy to remember.

For example, http://gardenco/SharePaintses/
mysite

Permissions User Permissions:

¥ou can give permission to access your nsw site () Use same permissions as parent site
to the same users who have access to this

|

() Use unioue oermissions
&] Done % Local intranet

On the left of the page, you might see links to one or more of the following:
Documents, Pictures, Lists, Discussions, and Surveys. The area that contains these
links is called a Quick Launch bar; it enables you to navigate straight to the infor-
mation and tools that you require.

Documents
Shared Documents
Pictures
Lists
Contacts
Tasks
Discussions
General Discussion

Surveys

The top link bar is a bar that appears at the top of each page. It includes various
links, such as Home, Documents and Lists, Create, Site Settings, and Help.
These links typically do not change so it is an easy way to quickly navigate a site.

:'EF Home Documents and Lists Create Site Settings Help

CLOSE the browser

See Also For more information on SharePoint site navigation, refer to Chapter 2, “Navigating
a SharePoint Site”
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Microsoft Office Integration
with Windows SharePoint Services

Many Microsoft Office menus and features are integrated closely with Windows
SharePoint Services features. You can use SharePoint Services functionality from within
your Office applications. For example, you can create a new SharePoint site and save
your files to it without leaving your Office application.

A SharePoint site’s collaborative content—including documents, lists, events, task
assignments, and membership rosters—can be read and edited within Microsoft Office
Word 2003, Microsoft Office Excel 2003, and Microsoft Office PowerPoint 2003.
Microsoft Office Outlook 2003 allows SharePoint site event calendars to be viewed
side-by-side with personal calendars, and you can also create meeting-specific workspaces
on the SharePoint site from Outlook 2003.

There are different levels of integration between different versions of Office and Windows
SharePoint Services. The Microsoft Office System provides feature-rich integration with
Windows SharePoint Services, while Office 2000 provides only basic integration, and
Oftice XP provides some additional integration features to Office 2000.

Office 2000 provides simple file save integration with Windows SharePoint Services.
For example, you can open and save files stored on SharePoint sites from your Office
2000 applications and receive alerts in Outlook 2000. However, Office 2000 users
cannot use some advanced features of Windows SharePoint Services, and some features
may require additional steps.

Office XP provides additional data integration capabilities, including the ability to have
interactive access to data stored on SharePoint sites. For example, you can export list
data from SharePoint sites to Excel 2002, and view properties and metadata for files that
are stored on SharePoint sites. However, Office XP is not integrated fully with some of
the features of Windows SharePoint Services. For example, you cannot use Office XP
applications to create document workspace sites, meeting workspace sites, or shared
attachments in Outlook 2002.

Tip You can perform these tasks on the SharePoint site by using the browser.

With Office 2003, you can use Windows SharePoint Services to create documents and
workspaces, to organize team meetings and activities, and to access and analyze data from
SharePoint sites. Furthermore, you can use data integration between Office 2003 and
Windows SharePoint Services, moving data to and from the SharePoint site and creating
databases linked to data stored on SharePoint sites. In addition, Windows SharePoint
Services integrates with the newer members of the Office System, such as Microsoft
OneNote and Microsoft InfoPath. With InfoPath, teams and organizations can develop
and deploy dynamic forms; InfoPath is designed to be able to store and aggregate forms
on SharePoint sites.
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Office 2003 provides many features for teams with members in different locations.
The tight integration between SharePoint Services sharing tools and Office 2003 can
help these teams improve their productivity. For example, analysts and other users who
need live, up-to-date access to data can use Office 2003 applications to work with live
data stored on SharePoint sites.

The following table provides an integration comparison for general business tasks that
users perform every day between Windows SharePoint Services and different versions

of Office.
Task Office 2000 Office XP Office 2003
Save and open files from SharePoint Yes Yes Yes
sites
Create new documents from the No Yes Yes

SharePoint site

Track document versions No No Yes
Check out and check in documents No No Yes
Upload multiple documents No No Yes
Participate in inline discussions Yes Yes Yes

To share a particular task, document, or project, Windows SharePoint Services provides
a specific site environment called a Document Workspace. You can create a Document
Workspace site from an Office 2003 application or a browser.

Many organizations use e-mail and shared network folders as their primary document
sharing tools. When a user creates a document, they send the document, or a link to the
document, to co-authors and reviewers in an e-mail message. With Office 2003, you can
automatically create a Document Workspace site and a shared attachment when you use
e-mail to send a document to other users for review. A shared attachment is a document
that is stored on a SharePoint site and linked to an e-mail message. When you create a
shared attachment, Windows SharePoint Services stores the document, and you can

then configure the Document Workspace to track document versions. When you turn
on version tracking, users can view previous versions of the document, and you can
roll back changes if necessary.

See Also For more information on working with Document Workspaces, refer to Chapter 7,
“Working with Document Workspaces.”

The following table compares how different versions of Office work with Document
Workspaces.
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Feature Office 2000 Office XP Office 2003

Shared attachments No No Yes, with Outlook
attachments

Create Document Workspace sites  No No Yes, with shared

automatically attachments

Shared Workspace task pane No No Yes

Document updates for shared No No Yes

attachments

View and edit shared attachments  Yes Yes Yes

Windows SharePoint Services integrates with Outlook 2003 much more than with the
previous versions of Outlook. For example, you can keep a local copy of your team’s
calendars and contacts lists that is synchronized with the SharePoint site. You can also
import contacts from your Outlook Address Book into a contacts list on a SharePoint
site and export individual contacts or events from a SharePoint site to your Outlook
Contacts or Calendar folders.

See Also For more information about integration between Windows SharePoint
Services and Outlook 2003, refer to Chapter 10, “Using Windows SharePoint Services with
Outlook 2003."

The following table compares the integration features between different versions
of Outlook and Windows SharePoint Services.

Feature Outlook 2000 Outlook 2002 Outlook 2003
Synchronize calendar and contact No No Yes

lists

Receive alerts Yes Yes Yes

Alert integration with Outlook No No Yes

Integration between Windows SharePoint Services and Excel 2003 enables you to
export and import data to and from SharePoint lists. Excel 2003 also provides two-way
synchronization between Excel spreadsheets and SharePoint lists, so you can work
offline and then synchronize the changes when you reconnect.

See Also For more information about integration between Windows SharePoint
Services and Excel 2003, refer to Chapter 11, "Using Windows SharePoint Services with
Excel 2003 and Access 2003."
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The following table compares the integration features between different versions of Excel
and Windows SharePoint Services.

Feature Excel 2000 Excel 2002 Excel 2003
Two-way synchronization with SharePoint No No Yes

lists

Export list data to Excel spreadsheets No Yes Yes

Create custom lists from Excel spreadsheets No No Yes

Similar to Excel 2003, integration between Windows SharePoint Services and Access 2003
enables you to export and import data to and from SharePoint lists. In addition, linking
Access 2003 tables to SharePoint lists provides you with live, up-to-date access to data.

You can use Access 2003 to analyze and manipulate live data stored on SharePoint sites.

See Also For more information about integration between Windows SharePoint
Services and Access 2003, refer to Chapter 11, “Using Windows SharePoint Services with
Excel 2003 and Access 2003."

The following table compares the integration features between different versions of Access
and Windows SharePoint Services.

Feature Access 2000 Access 2002 Access 2003
Link tables to SharePoint lists No No Yes

Export list data to Access database No No Yes

tables

Create custom lists from Access No No Yes

database tables

Windows SharePoint Services User Rights

In Windows SharePoint Services, access to sites is controlled through a role-based
membership system. This membership system uses site groups. Each SharePoint site user
belongs to at least one site group, either directly or indirectly.

Site groups specify what rights users have on a SharePoint site. These rights determine
what specific actions users can perform on the site; in essence, each site group is a col-
lection of rights. Windows SharePoint Services has five default user site groups,

which include the following:

B Guest. By default, the Guest site group does not include any rights.

B  Reader. Members of the Reader site group can browse the SharePoint site.
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B  Contributor. In addition to the Reader group rights, the Contributor site group
includes rights that allow its members to add, edit and delete items on the site,
for example, Word documents.

B  Web Designer. In addition to the Contributor group rights, members of the
Web Designer site group can modify pages on the site.

B  Administrator. Members of the Administrator site group have full administrative
access to the site.

Important For most of the exercises in this book you will need Reader or Contributor
rights. We will tell you to verify if you have sufficient rights before the exercises where you
need higher level of access, such as Web Designer or Administrator. If you are not sure what
rights you have on your SharePoint site, check with your SharePoint administrator.

See Also For more information about site groups, refer to Chapter 3, “Creating and Managing
Sites.” A full list of rights and their associated permissions is provided in the Appendix.

Windows SharePoint Services
and SharePoint Portal Server

Both SharePoint Portal Server 2003 and Windows SharePoint Services, known together
as SharePoint Products and Technologies, facilitate collaboration within an organization
and with partners and customers.

As mentioned earlier, Windows SharePoint Services is a collection of services for Microsoft
Windows Server 2003 that you can use to share information and collaborate with
other users.

SharePoint Portal Server 2003 is an enterprise portal server built upon Windows
SharePoint Services that you can use to aggregate multiple SharePoint sites, information,
and applications in your organization into a single, easy-to-use portal.

Because SharePoint Portal Server 2003 requires Windows SharePoint Services, all features
of Windows SharePoint Services are available in SharePoint Portal Server 2003. However,
SharePoint Portal Server provides additional enterprise-level functionality.

Additional Features in SharePoint Portal Server 2003

In addition to the features of Windows SharePoint Services, SharePoint Portal Server
2003 includes the following features:

B News and Topics areas on the portal Home page

B Apersonal site, called My Site, for portal users that has personal and public views
and a link to your personal site on the portal Home page
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B Enterprise-level searching that includes searching across file shares, Web servers,
multiple SharePoint sites, Exchange Public Folders, and Lotus Notes

B The ability to target information to specific audiences

B Alerts that notify you when changes are made to relevant information, documents,
or applications

B Single sign-on for enterprise application integration

Deciding Between Windows SharePoint
Services and SharePoint Portal Server

To decide if you need Windows SharePoint Services by itself or with SharePoint Portal
Server 2003, you need to assess how your requirements are met by the features and
functionality of these products.

The following table may assist you in your decision process. It shows the comparison
between feature sets of Windows SharePoint Services and SharePoint Portal Server 2003.

Feature Windows SharePoint SharePoint Portal
Services Server 2003
Alerts Yes Yes
Browser-based customization Yes Yes
Discussion boards Yes Yes
Document libraries Yes Yes
Document Workspace Yes Yes
Meeting Workspace Yes Yes
Lists Yes Yes
Microsoft BizTalk integration No Yes
FrontPage integration Yes Yes
InfoPath integration Yes Yes
Surveys Yes Yes
Templates Yes Yes
Web Part pages Yes Yes
Automatic categorization No Yes
Audiences No Yes
Topic areas No Yes
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Feature Windows SharePoint SharePoint Portal
Services Server 2003
News No Yes
Personal sites No Yes
Shared Services No Yes
Single sign-on No Yes
Site Directory No Yes
User profiles No Yes

Key Points

Windows SharePoint Services provides a powerful set of tools for information
sharing and document collaboration.

SharePoint Web sites provide places to capture and share ideas, information,
communication, and documents.

You can access content stored within a SharePoint site both from a Web browser
and through desktop applications such as Microsoft Office.

There are different levels of integration between different versions of Office and
Windows SharePoint Services, with Office 2003 providing the closest integration.

Access to a SharePoint site is controlled through a role-based membership system
that is based on site groups. There are five default site groups: Guest, Reader,
Contributor, Web Designer, and Administrator.

SharePoint Portal Server 2003 is built upon Windows SharePoint Services.
All features of Windows SharePoint Services are available in SharePoint Portal
Server 2003 and provide additional enterprise-level functionality.

SharePoint Portal Server 2003 and Windows SharePoint Services are known
collectively as SharePoint Products and Technologies.

11
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2 Navigating a
SharePoint Site

In this chapter you will learn to:

4

SRS~

Navigate the Home Page and the SharePoint site.
Navigate the site hierarchy.
Browse the lists on a SharePoint site.

Browse the document libraries.
Understand Web Part Pages.

A typical Microsoft Windows SharePoint Services Web site provides you with an infra-
structure where your team can communicate, share documents and data, and work
together. Different types of SharePoint sites have different infrastructures, such as a team
site, a blank site, a Document Workspace and a Meeting Workspace. The team site infra-
structure includes the following components:

Libraries. Document, picture, and form libraries are collections of files that you
share and work on with your team members. A typical team site includes a built-in
document library called Shared Documents. You can create your own document,
picture and form libraries when needed.

Lists. 'With SharePoint lists, you and your team members can work with struc-
tured, tabular data on the Web site. A typical team site includes five built-in lists:
Announcements, Contacts, Events, Links, and Tasks. There are other lists pro-
vided by Windows SharePoint Services that you can add to your site if required.
You can also create custom lists.

Discussion boards. Discussion boards provide a forum where you and your
team members can post comments and reply to each others’ comments. By de-
fault, a typical team site comes with a built-in discussion board named General
Discussion. You can create your own discussion boards when needed.

Surveys. Surveys provide a way of polling team members. SharePoint sites don’t
have a built-in survey, but you can create your own.

In this chapter, you will learn how to navigate the SharePoint site infrastructure. You will
start with the home page of a typical SharePoint site, then learn how to browse the site
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hierarchy. You will also learn how to navigate the lists and libraries on your SharePoint
site, as well as understand the concept of Web Part Pages.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xvi—xvii.

Important Remember to use your SharePoint site location in place of
http.//gardenco in the exercises.

Navigating the Home Page and the SharePoint Site

14

A home page is the main page of a SharePoint Web site; it provides a navigational struc-
ture that links the site components together. Typically, a home page of a SharePoint site

has two main navigation areas: the top link bar at the top of the page and the Quick
Launch bar at the left of the page.
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The top link bar is displayed on all pages within the SharePoint site and provides the
following links:

B Home. The Home link opens the home page for a site.

B Documents and Lists. The Documents and Lists link opens the Document and
Lists page, which lists all the libraries, lists, discussion boards, and surveys on
your site. The Document and Lists page also provides links to the child sites and
workspaces; it is your main navigational aid for the site.
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Create. The Create link opens the Create Page page, which enables you to add
a new library, list, discussion board, survey, or Web page to your site.

Create - Microsoft Internet Explorer
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B Site Settings. The Site Settings link opens the Site Settings page, which enables
you to administer and customize your site.

2 Site Settings - Microsoft Internet Explorer
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B  Help. The Help link opens Windows SharePoint Services Help, which is
launched in a separate window. The content displayed in this window is context-
specific and depends on the page you are viewing.

Getting Started with Windows Sh..

File Edit View Favorites Tools  Help -;'

3

2es Windows
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= Show Al

Getting Started with Windows
SharePoint Services
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P Learn about Windows SharePaint Services
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Adding pages to your site

Managing your site

v v ¥V ¥

Troubleshooting and accessibility

IF wou don't see what you're looking For, vou can find
more information by clicking Home,

212003 Microsoft Corporation, &l rights reserved.

< |

|
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Depending on the site, the Quick Launch bar has one or more links to the subsets of
information contained in the Documents and Lists page. These subsets, referred to as
views, are created by filtering the information contained within this page. The Quick
Launch bar can also contain links to site components created by you and your team
members, for example, document libraries or lists. Usually, the Quick Launch bar con-
tains the following links:

B Documents. The Documents link opens a view of a Document and Lists page,
which shows all the document and form libraries in your site.
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|
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On a typical team site, the Quick Launch bar also provides a second level link to
a Shared Documents library.

B Pictures. The Pictures link opens a view of a Document and Lists page that
shows all picture libraries in your site.

B Lists. The Lists link opens a view of a Document and Lists page that shows all
lists in your site. On a typical team site, the Quick Launch bar also provides two
second level links to Contacts and Tasks lists.

B Discussions. The Discussions link opens a view of a Document and Lists page
that shows all discussion boards in your site. On a typical team site, the Quick
Launch bar also provides a second level link to a General Discussion board.

B Surveys. The Surveys link opens a view of a Document and Lists page that
shows all surveys in your site.

In addition to the top link bar and the Quick Launch bar, a home page of a typical Share-

Point team site includes views of the following lists:

B Announcements

B Events

B Links
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Each of these lists is presented within its own page component called a Web Part. You
can add items to these lists by clicking Add item within the list’s Web Part.

In this exercise, you will navigate to the Surveys page, and then go back to the home
page.

OPEN your SharePoint site, for example, http://gardenco. If prompted, type your user name and pass-
word, and then click OK.

1 On the Quick Launch bar, click Surveys.

The Document and Lists page opens in the Surveys view.

2 Documents and Lists - Microsoft Internet Explorer
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2  Explore the page.

Notice that the top link bar hasn't changed. However, there is no Quick Launch bar.
Instead, there is a menu of actions specific to the functionality of the page: in this
case, the menu enables you to view other components of your SharePoint site.

The main part of the page lists the surveys on the site. The Garden Company site
hasn't created a survey yet, so this page doesn't display any surveys.

m 3 Click Home on the top link bar to go back to the site’s home page.

CLOSE Internet Explorer.

See Also For more information on working with surveys, refer to Chapter 9, “Working with
Surveys and Discussion Boards."
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Navigating the Site Hierarchy

A SharePoint site can have many subsites, the hierarchy of which, on Web servers,
resembles the hierarchy of folders on file systems. Sites that do not have a parent site are
referred to as top-level sites. Top-level sites can have multiple subsites, and these subsites
can have multiple subsites, down as many levels as you need. The entire hierarchical
structure of a top-level site and all of its subsites is called a site collection.

Site Collection Top-level Site

e N

Subsite Subsite Subsite

Subsite Subsite Subsite

Subsite Subsite Subsite

If you have Administrator rights on the parent site, you can view the list of all subsites to
the parent site. This list displays only the immediate subsites for the current site (one
level down).

In this exercise, you will view a list of subsites to your SharePoint site. You will browse to
this list in two different ways. You will also navigate the sites’ hierarchy.

OPEN the SharePoint site to which you'd like to view the subsites. If prompted, type your user name
and password, and then click OK.

BE SURE TO verify that you have sufficient rights to view the subsites. (For this exercise, Administrator
rights are required.) If in doubt, see the Appendix on page 260.

1  Onthe top link bar, click Site Settings.

2 On the Site Settings page, under Administration, click Manage sites and work-
spaces.

3 On the Sites and Workspaces page, under Sites, explore the list of the subsites to
your site.
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] Manage Sites and Workspaces - Microsoft Internet Explorer
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On the top link bar, click Home.

You will now browse to the list of subsites in different way.

On the top link bar, click Documents and Lists.

On the Documents and Lists page, on the left pane under See Also, click Sites.
You might need to scroll down to see this link.

On the Sites and Workspaces page under Sites, click a subsite.

Each subsite within the site hierarchy, apart from the top-level site, has the link to
the parent site displayed on the top link bar.

On the subsite’s home page, on the right side of the top link bar, click the link that
points up to the parent site, such as Up to Team Web Site.

;% Home Documents and Lists Create Site Settings Help Up to Team Web Site

You are taken back to the home page of the parent site.

CLOSE Internet Explorer.
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Browsing the Lists on a SharePoint Site

SharePoint lists are Web-based, editable tables. SharePoint lists provide you and
your team with the ability to work with structured data. As we have discussed, the
typical team Web site provides five default lists, all of which appear by default on the
team site home page:

Announcements. The Announcements list is a place to post information for the
team.

Contacts. The Contacts list stores information such as name, telephone num-
ber, e-mail address, and street address for people who work with your team.

Events. The Events list is a place to post important dates.

Links. The Links list displays hyperlinks to Web pages of interest to team
members.

Tasks. The Tasks list provides a to-do list for team members.

In addition to these default lists, you can create your own lists when required. When cre-
ating a new list, you might choose to place a link to this list on the Quick Launch bar.

See Also For more information on working with lists, refer to Chapter 4, “Working with

Lists.”

In this exercise, you will view a list of all SharePoint lists that exist on your site. You will
then navigate to a list, and then back to the home page.

OPEN the SharePoint site in which you'd like to view the existing lists. If prompted, type your user
name and password, and then click OK.

1

On the top link bar, click Documents and Lists.

On the Documents and Lists page under Lists, links to all existing lists in your site are
displayed.

Click a list, for example, Announcements.

The Announcements page appears.
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3 Onthe list page, view the list items. For example, the Announcements list on The
Garden Company site has only one default item.

4  To go back to the site's home page, click Home.

CLOSE Internet Explorer.

Browsing the Document Libraries

SharePoint libraries not only store files, but provide a flexible collaboration environment
for you and your team to work on files.

A SharePoint library page lists each file in this library as well as its properties, and pro-
vides a link to each file. By default, the team site comes with a built-in document library
named Shared Documents that is listed on the Quick Launch bar.

In addition to the Shared Documents library, you can create your own document, pic-
ture, and form libraries when required. When creating a new library, you might choose
to place a link to this library on the Quick Launch bar.

See Also For more information on working with documents in the document libraries, refer
to Chapter 5, “Creating and Managing Libraries.” For more information on configuring the
document libraries, refer to Chapter 6, “Working with Library Settings.”

In this exercise, you will view a list of all SharePoint libraries that exist on your site. You
will then navigate to a Shared Documents library.

OPEN the SharePoint site in which you'd like to view the list of existing libraries. If prompted, type
your user name and password, and then click OK.
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1  Onthe top link bar, click Documents and Lists.

On the Documents and Lists page under Document Libraries, links to all existing
document and form libraries are displayed.
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2 Click a link, for example, Shared Documents.

The Shared Documents page appears.
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3 On the Shared Documents page, view the list of files in this library. In this example,
The Garden Company team members haven't put any documents in this library
as yet.

4  To go back to the site's home page, click Home.

CLOSE Internet Explorer.

Understanding Web Part Pages

A Web Part Page is a special type of page on a SharePoint site that contains one or more
Web Parts. A Web Part is an independent component that can be reused, shared, and
personalized by all users who have permission to access it. Web Parts are the basic
building blocks of a Web Part Page; each Web Part occupies its own rectangular area
within the page.

For example, the home page of a typical team site contains four Web Parts. Three of
them display the default lists: Announcements, Events, and Links. The fourth Web Part
displays a Windows SharePoint Services logo.

Web Part Pages often contain several Web Parts that might be connected together if
required. Using Web Parts, you can organize disparate information and consolidate
data—such as lists and charts—and Web content-such as text, links and images-into a
single Web page.

See Also For more information on Web Part Pages, refer to Chapter 12, “Working with Web
Parts.”
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The Links Web Part can prove to be particularly useful for you when you consider mak-
ing the navigation of your site easy. For example, you can add links to the Links list that
are displayed within the Links Web Part.

See Also For more information on how to add items to a list, refer to Chapter 4, “Working
with Lists.”

In this exercise, you will modify the title of the Links Web Part on the home page of the
team site.

OPEN the SharePoint site home page, for example, http://gardenco. If prompted, type your user name
and password, and then click OK.

BE SURE TO verify that you've got sufficient rights to modify the Web Parts. If in doubt, see the
Appendix on page 260.

1 In the upper-right corner of the page underneath the top link bar, click Modify
Shared Page.

2 Inthe menu that appears, point to Modify Shared Web Parts, and then in the sub-
menu that appears, click Links.

2 Home - Team Web Site - Microsoft Internet Explorer
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Shared Documents  Thers ars currently no active snnouncerments. To add a new Bt G Pege
Pictures announcement, click "Add new announcemen) aAnnouncements | Modify Shared web Parts
Lists B Add new announcement Events Shared View
Contacts coent Site Image & Personal View
vents
Tasks Y " - Links |
i i ere are currently no upcaming events, To .
D'“““"“"’ "add new event” below. Links X
General Discussion
There are currently no
Surveys © Add new event favorite links ta display. To
add & new link, dick "Add
new link” belaw.
® add new link
&) Dane % Local intranet

3 The Links Web Part is displayed with the dashed yellow line surrounding it. In addi-
tion, a Web Part tool pane is displayed on the right of the browser window.

4  To expand the appearance options for the Links Web Part, within the tool pane, click
Appearance.
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2 Home - Team Web Site - Microsoft Internet Explorer,

Fle Edit Wew Favortes Tools  Help

Qe - © B @ ;;j pSEarEh S::E’Favw\tes &) ﬁ:ﬁ- ; v

Navigating a SharePoint Site 2

.glﬂ

Home Documents and Lists

Team Web Site
Home

Documents

Shared Documents Announcements XX

Pictures There are currently no
Lists active announcernents. To
add a new announcement,
Contacts click "Add new
announcement” below.
Tasks

Discussions © Add new announcement

General Discussion

Events v x
Surveys

There are currently na
upcoming events, To add a
new event, click "Add new
event” below.

B Add new event

address |&] hitp:fjgardencofdefault. aspx Bz E

site Image - x

|
Al

Windows
SharePoint Services
Links X

There are currently no
favarite links ta
display. To add a new
link, click "Add new
link" below,

o Add new link

& Done

Links **

List Views Al
“rou can edit the current view or
select another view.
Selected View
Edit the current view
Toolbar Type
b
=] Appearance
Title
Height
Should the web Part have a fixed
height? v

% Localintranet

Under Appearance, in the Title box, delete the current Web Part title Links and type
the new title The Garden Company Links.

Click Apply, and then verify that the new title is displayed in the Web Part title bar.

2 Home - Team Web Site - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help

Q- QXA & ) search e Favores {3) - :’, -8

Address @] hetpsjgard It

Home Documents and Lists

[def.

Team Web Site
Home

Documents

Shared Documents Announcements v X

Pictures There are currently no
Lists active announcements.
To add & new
Contacts announcement, click
“add new
Tasks announcsment’ helow,
Discussions
B Add new
General Discussion
announcement
Surveys
Events ¥y x

There are currently no
upcoming events, To
add a new event, click
"add new svent” below.

© Add new event

|

Site Image

SharePoint Services

The Garden Company Links

There are currently no favorite
to display. To add a new link, ¢
“add new link” below.

@ Add new link

V- —

B Madify Shared Page =

+ The Garden Company Links %

-~

List ¥iews £

“fou can edit the current view or
select another view,

Selected Yiew

Current wiew A

Edit the current view

Toolbar Type

Summary Teolbar ¥

=] Appearance

Title
The Garden Company Links

Height

Should the Web Fart have a fixed
height?

&] Done

%) Localintranet

Click OK.
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The modified Web Part is displayed on the home page.

Home - Team Web Site osoft Internet Explorer

fle Edt Wew Favortes Tools Help

Qe - © B @ ;;j pSearch \;\?Favuntes o B- ?‘ﬁ -8 3

4§ Home Documents and Lists Create Site Settings Help

Documents

Shared Documents
Pictures
Lists

Contacts

Tasks
Discussions

General Discussion
Surveys

address | &] http:fjgardencofdefault. aspx

Team Web Site
Home

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

B Add new announcement

Events

B Add new event

There are currently no upcoming events, To add a new event,
click "Add new event” belaw.

= L

P I |

Modify Shared Page =
oy

SharePoint Services

The Garden Company Links ~

There are currently no favorite
links to display. To add & new
link, click "Add new link" below.

© Add new link

€l

% Local intranet

LOSE Internet Explorer.



Key Points

Navigating a SharePoint Site 2

The infrastructure of a typical SharePoint site includes the following components:
document, form, and picture libraries; lists; discussion boards; and surveys.

A'home page of a SharePoint site has two main navigation areas: the top link bar at
the top of the page and the Quick Launch bar at the left of the page.

The top link bar is displayed on all pages within the site.

A SharePoint site can have many subsites, the hierarchy of which, on Web servers,
resembles the hierarchy of folders on file systems.

Sites that do not have a parent site are referred to as top-level sites. Top-level sites
can have multiple subsites, and these subsites can have multiple subsites, down as
many levels as you need.

The Documents and Lists page that is linked from the top link bar displays all the
libraries, lists, discussion boards, and surveys on your site. The Document and
Lists page also provides links to the child sites and workspaces.

A'home page of a typical SharePoint site has one or more Web Parts. To assist nav-
igation, you might consider modifying the Links Web Part.
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New SharePaoint Site - Microsoft Internet Explorer.

File Edt Wew Favortes Tools Help 7
OBack > ] Iil] IE] h /._"Search 5. Favorites {£4) ﬂ 3 — Create siteS,

Address [(E] httijjgardencof_layouts/L033jnewsbueb. aspx v Bee ks 2 page 29
Team Web Site L
\_) New SharePoint Site

Use this page to create a new site or workspace under this SharePoint site. You can specify a title, Web site
address, and access permissions.

Title and Description Title: Manage site users

Type a title and deseription for your new site, The title [Buyers J and permissions

will be displayed on sach page in the site. D ’
Site for general buyer collaboration page 35

Web Site Address

Users can navigate to your site by typing the - =
address (URL) into their browser, Yau can entg| Back ~ x ] 5 h
part of the address. You should keep it shart a Q- © - [6 [B G P seas
remember.

Edit Site Group Membership - Microsoft Internet Explorer _”E‘El
Fle Edt ¥ew Favorites Inols Help "

B 25
=T | ﬂ “‘i
Address |&] http:jjgardenco/buyers/_layoutsi1033jeditprms. sspx?sel=GARDENCODOMY:5CKmy %2 Cuser v B ks *

Up to Team Web Site

¢ Favorites 44 |

For example, http://gardenco/ mysits

Permissions Buyers

You can give permission to acoess your new si Edit Site Group Membership: Buyers
same users who have access ta this parent sit

can give permission to a unique set of users,

Use this page ta changs which sits groups the user belongs to when accessing this site.

Note: If you select Use same permissions a
site. one set of user permissions is shared by Users

&) Dane

The site group membership  Users: o
for these users will be
modified.

Site Group
Membership
Save and use a site template, Select the sits groups to Sit groups:  []Reader - Has read-anly acoess to the Web site.

which you want the users to

Contributar - Can add content to existing dacument
page 49 belong. D iaries and lists

[7] #ab Dsigner - Can crasts lists and document librariss
and customize pages in the Web site.
[[] Administrator - Has full cantrol of the Web site.

2 Save S te as Template - Microsoft Internet Explorer

Edit

File

View Favorites  Tools

ook - () - [¥] @) i O semeh Fprmoms &) (- L il 3 W e cment
Acchess | ] g fgardencofbuyers/ TeamMesting]_layeuts}1033jsavetml. asp v

Home Help

Help QK ] [ Cancel

== Change a site’s theme,
page 48
File Name File name

Enter th for t TeamMeeting

4
3 Delete Web Site - Microsoft Internet Explorer,

Fle Edt Wew Favortes Tools Help "

i
T 2 -~ " D 1A -

Q- © [ [& G P B m-Jid3

fldress ] htp: igardencofbuyers!_layoutsi 1033jdelsteweb, aspx? SUbweb=TmportantMestingtvisw—sl v B ks *

:ar Home Documents and Lists Create Site Sed Up to Team Web Site

Buyers

Delete Web Site

Warning
You are about to delste the follawing Web site: http://aardenco/buyers/ImportantMesting

Deleting the Web site will permanently destroy all content and user information, including:

Dacurents and document libraries
Lists and list data, including surveys, discussions, announcements, events

. Wieb sits settings and configurations
Delete a Slte,_ p— Site groups and security information relating to the Web site

page 53 To continue, click Delete.

Delete ] [ Cancel

&] Dane %J Local intranst

Chapter 3 at a Glance




Creating and
Managing Sites

In this chapter you will learn to:

v Create sites.

Manage site users and permissions.
Manage sites and child sites.
Change a site’s theme.

Save and use a site template.

SRS~

Delete a site.

Microsoft Windows SharePoint Services sites and workspaces are containers for Web Part
Pages, Web Parts, lists, and document libraries. You can use any site as a single container
for your data or you can create as many child sites as you need to make your data easier
to find and manage. You might find yourself frequently creating sites to secure a place
for a given group of people to collaborate on its contents. For example, you might create
a site to manage a new team or project, collaborate on a document, or prepare for and
follow up on a meeting. As containers, sites can be used to secure their contents.

Site templates are used in Windows SharePoint Services as a blueprint to jump start a new
site’s usefulness by auto-generating the Web Part Pages, Web Parts, lists, and document
libraries that will likely be most useful in a given situation. In this chapter, you will learn
how to create a site using one of the site templates that are available from a default
installation and the steps necessary to manage and administrate this site. You might
want to differentiate a site by the way it is presented to the user, so you will also learn
how to apply a theme to your site.

See Also Do you need a quick refresher on the topics in this chapter? See the Quick
Reference entries on page xvii.

Important Remember to use your SharePoint site location in place of http.//gardenco
in the exercises.

Creating Sites

The catalyst for organizing your data into different site containers will often be the same
catalyst for creating multiple subdirectories on the file system. Perhaps you just have too
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much information to use a single container and still easily find what you are looking for.
Imagine if all your files were kept in the root of the hard drive along with the operating
system files and the files for all your other programs. The list of files would be difficult
to sort through, work with, and manage. Just as you would create subdirectories to
organize your file system data, you will likely create child sites to help organize your
SharePoint data in logical ways.

The initial site created in a SharePoint site collection is called the top-level site. Although
the top-level site is functionally the same as its child sites, it is created from within
SharePoint Central Administration. This is because it doesn’t have a parent site. The top-
level site in a site collection exclusively contains administrative links on the Site Adminis-
tration page to manage site collection functionality.

To create a child site you must navigate to the New SharePoint Site page of the would-be
parent site. See the following sidebar, “http://[site]/_layouts/1033/ Directory,” for details
about how to gain direct access to the destination directly from the browser’s address bar.

http://[site]l/_layouts/1033/ Directory

30

Most SharePoint administration pages are kept in a common folder called _layouts. Using
http.//[site]/_layouts/1033/ in the address bar of your browser, you can quickly navigate
to administrative pages that may be buried relatively deep in a site’s administrative links.

1033 is the Locale Culture ID (LCID) for the English language. Contents like date, time, and
currency are displayed according to the location or region that the LCID identifies. If you
use a language other than English, your LCID will be different than 1033.

The following table shows examples typically found in the top link bar of every SharePoint
site.

Web site address (URL) Administrative Page
http://[site]/_layouts/1033/viewlsts.aspx Documents and Lists
http://[site]/_layouts/1033/create.aspx Create Page
http://[site]/_layouts/1033/settings.aspx Site Settings

The following table shows the same examples for a child site.

Web site address (URL) Administrative Page
http://[site]/[childsite]/_layouts/1033/viewlsts.aspx Documents and Lists
http://[site]/[childsite]/_layouts/1033/create.aspx Create Page
http://[site]/[childsite]/_layouts/1033/settings.aspx Site Settings
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Note how the suffix for each Web site address is the same regardless of how deep into the
site hierarchy you go. So, you can directly access the New SharePoint Site page by typing
the following Web site address directly into your browser’s address bar:

http.//gardenco/_layouts/1033/newsbweb.aspx

When you are initially creating anything in Windows SharePoint Services, you are estab-
lishing two name values: the display name, usually labeled Name or Title, and the URL
name, also known as the internal name. Occasionally, as is the case with sites, there is
an option to provide the URL name separately. In any case, only the display name can
be changed after an item is created.

Best practices to follow when initially naming anything in Windows SharePoint Services
include the following;

B The initial name should be descriptive, intuitive, and easy to remember.

B The initial name should be kept short. There is a limit of 260 total characters
available for the entire Web site address, so if you consistently use long names
you will eventually have problems.

B  Theinitial name should not contain spaces. Spaces in the address bar are replaced
with %20 so they take up three characters each. Spaces also make the Web site
address difficult to use in an e-mail and difficult for others to read.

B The initial name should be consistently used throughout the site.

Tip When the URL name is not prompted for on a SharePoint create page, the display
name, usually labeled Title, is used to populate both the display name and the URL name.
There are certainly other best practices that could be established for a specific organization.
It would be wise to establish your own naming conventions early on.

With Microsoft Office FrontPage 2003 both the display name and the URL name can be
changed after an item is created.

When creating a new site there are two permission options available. The default option,
“Use same permissions as parent site,” checks the parent site’s permission every time the
user visits the child site to determine what the user is allowed to do on that site. As the
permissions on the parent site change over time, the permissions on the child site reflect
those changes. If you select the “Use unique permissions” option instead, you, as the site’s
creator, initially will be the only user with access to the site and you will be associated
with the Administrator site group.

Tip If you select "Use same permissions as parent site,” it is possible to have the right
to create a new site but not have the right to delete it. However, if you select “Use unique
permissions,” you will be the site’s administrator and, as such, will always have the right
to delete the new site.
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3 Creating and Managing Sites

From the Template Selection page, you can populate your site using one of the eight built-
in templates. Each template provisions Web Part Pages, Web Parts, lists, and document
libraries using the navigation best suited for the purpose of the template.

The first three templates listed—Team Site, Blank Site, and Document Workspace—all have
the same latent capabilities and Quick Launch bar navigation. The Team Site provisions a
Shared Documents library and five lists: Announcements, Contacts, Events, Links, and
Tasks. The Blank Site, as you might surmise, has no lists or document libraries and only
the Site Image Web Part. The Document Workspace provisions the same document librar-
ies and lists as the Team Site, but makes the Shared Documents library more prominent
by placing a Web Part for it on the default home page for the site. It also places a Mem-
bers Web Part on the default home page.

The five meeting workspace templates are named Basic Meeting Workspace, Blank
Meeting Workspace, Decision Meeting Workspace, Social Meeting Workspace, and Multi-
page Meeting Workspace. These sites are variations on a single theme. They show Page
tabs across the top of each page rather than a Quick Launch bar on the left. In addition
to some of the traditional list types, such as Tasks, Meeting Workspaces can also provi-
sion unique lists, such as Agenda, Attendees, Decisions, Objectives, and Things To
Bring.

Tip The eight built-in templates are actually configurations of the two underlying site
definitions.

Additional configurations and even alternate site definitions can be created in the under-
lying files by the people that manage your Web servers. The eight built-in configurations
can also be removed or altered.

You will likely focus, at least initially, on utilizing these built-in site templates. However,
it is possible to save sites that you create as templates that you and others can select
from the Template Selection page.

In the following exercise, you will create a child site that the buyers at The Garden
Company will use to collaborate. As a team, the buyers need a centralized place to
consolidate their announcements, links, and general discussions as well as track the
status of their purchases and the list of current suppliers. You will use the Team Site
template to initially populate the new child site.

OPEN the SharePoint site that you'd like to create a new child site within, for example: http.//gardenco.
If prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to create a site. If in doubt, see the Appendix on page
260.

1  Onthe top link bar, click Site Settings.
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In the Administration section, click Manage sites and workspaces.

S Create Click Create, to display the New SharePoint Site page.

In the Title text box, type Buyers, to establish a display name for the new site.

u & W N

In the Description textbox, type a description, such as Site for general buyer
collaboration, to help users understand the purpose for the new site.

(-}

In the URL name textbox, type buyers for the Web Site Address.

This will determine the value in the browser’s address bar that people will see when
they visit the site. See the tip on naming conventions earlier in this section for best
practices regarding naming.

7  Click the option button that defines the type of permissions you want to initially
use on the site. For the Buyers site, use the default option Use same permissions
as parent site.

23 New SharePoint Site - Microsoft Internet Explorer

fle Edt Wew Favortes Tools Help

Q=-O ¥NA& ) search 57 Favertes 2) (- :g = - o, §

address [{€] http:jigardencol_layouts{1033/nemsbueb. aspx VB ks >
r Team \Web Site [
@ New SharePoint Site

Use this page to create a new site or workspace under this SharePoint site. You can specify a title, web site
address, and actess permissions.

Title and Description Title:

Type a title and descrintion for your new site. The title [Buyers |
will be displayed on each page in the site,

Description:

Site for general buyer collaboration

Web Site Address URL name:
Users can navigate to your site by typing the Web site htpi//gardencos buyers |

sddress (URL) into their browser. You can enter the last
part of the address. You should keep it short and easy to
remember.

For example, http://gardenco/ mysite

Permissions User Permissions:
You can give permission to access your new site to the (2 Use same permissions as parent site
same users who have access to this parent site, or you oL s

can give permission to a unique set of Users,

Mote: If you select Use same permissions as parent
site. one set of user permissions is shared by both sites.

€] Dane %J Lacal intranet

8  Click the Create button.

Note Clicking the Cancel button will return you to the previous page and will
not create the site.

The Template Selection page appears.
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A Template Selection - Microsoft Internet Explorer,

File Edt Wew Favorktes Tools Help

OBack ) B @ \jj pSEarEh s;"i(Favuntes &) ﬁ:ﬁ- :’. w - gl &3

Address | &] http:jfgardenco/buyer

ok {1033 templatepick,aspx v B ks *

Buyers
\f) Template Selection

Select a template to apply to this web site. Each ternplate includes Web pages, web Parts, lists, libraries, and
other items. Chaose the template that most closely matches the type of site you want to creats or click here
for information on how to migrate an existing site.

Select a Template Template:

Blank Site

Document Workspace

Basic Mesting Workspace
Blank Meeting Workspace
Decision Mesting Workspacs

Social Meeting Workspace
Multipage Meeting Workspace

This template creates a site for teams to create, organize, and
share information quickly and easily. It includes a Document
Library, and basic lists such as Announcements, Events,
Contacts, and Quick Links.

QK hd

&] Dane %J Local intranet

9 In the Template list, click Team Site.

10 Click OK to create the new site with a default set of Web Part Pages, Web Parts, lists,
and document libraries for the buyers to use on the new site.

The Buyers Home page appears.

2 Home - Buyers - Microsoft Internet Explorer

File Edt Wew Favortes Tools Help

Qe - © B @ Jj pSEarEh \;‘t(Favuntes o ﬁ:{- ; -8
address | @] hetp:jjgardencofbuyersjdsfault, aspx v B ks *

Home Documents and Lists Create Site Settings Help Up to Team Web Site

Buyers p
\ ) Home
Modify Shared Page =
PR Site for general buyer collaboration
Shared Documents Announcements v
Pictures Get Started with Windows SharePoint 11/11/2004 11:41 PM I"J
. Services! ! HEW
Lists : ' J
by Catherine Turner Miomaatt J
Contacts windows SharePoint Services lets you share information and files Windows
_— easily with others, Laarn abaut your new site by reading What's Hew SharePoint Services
in windows SharePaint Services,
Discussions
General Discussion @ Add new annauncerment Links -
Surveys There are currently no
Events v favorits links to display, To
There are currently no upcoming events. To add a new swent, click add a new link, click "Add
T B Riew Tink” balow,
Add new event” below,
@ Add new svent B Add new link
€] Dane %) Lacal intranet

11 In the upper-right corner, click Up to Team Web Site, to return to the parent site.
CLOSE the browser.
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Managing Site Users and Permissions

Information in Windows SharePoint Services is either secured at the site level or at the
list level. By default, all lists inherit the permissions of the site that contains them. You
can delve deeper into list security in Chapter 4, “Working with Lists.”

There are two obvious permission options available for a child site. The default option,
“Use same permissions as parent site,” checks the parent site’s permission every time
the user visits the child site, while the other option, “Use unique permissions initially,
provides the site’s creator sole access to the new site as its administrator.

J

Because permissions can be changed after the site is created, there are really two ad-
ditional permission options that may not be evident. The third option is to use the
same permissions, but then after the site is provisioned, change the new site to use
unique permissions. This effectively copies the permissions of the parent site to the
child site. Future changes to the parent site then would not be reflected on the child site.
And finally, if you do use unique permissions, you will have complete control over the
site as its sole administrator while you set it up, and then later you can change it back to
use the same permissions as the parent site.

Tip You can switch indefinitely between these options by using the “Manage permission
inheritance” link on the Site Administration page.

Once a site uses unique permissions, you can use the “Manage users” link on the Site
Settings page. Because there is no tie to the parent site, you can add and remove users
from the site regardless of whether they have permissions on any other site. When users
are added to a site, they must be associated with at least one site group.

Think of site groups as a named collection of rights. There are five site groups that
Windows SharePoint Services makes available on every site, as described in the following
table.

Site Group Description of rights Actual rights

Guest Rights given on lists or document Varies
libraries by way of per-list permissions
are automatically added to the Guest
site group. The Guest site group
cannot be customized or deleted.
Changes to list permissions define this
site group.

Reader Has read-only access to the site. View Items
View Pages
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Site Group Description of rights Actual rights
Contributor ~ Can add content to existing All Reader rights plus:
document libraries and lists. Add Items
Edit Items
Delete Items

Browse Directories

Manage Personal Views
Add/Remove Private Web Parts
Update Personal Web Parts
Create Cross-site Groups

Web Can create lists and document All Contributor rights plus:
Designer libraries and customize pages in the ~ Manage Lists
site. Cancel Check-Out

Add and Customize Pages
Apply Themes and Borders
Apply Style Sheets

Administrator Has full control of the Web site. This  All Web Designer rights plus:
cannot be changed. Manage List Permissions
Manage Site Groups
View Usage Data
Create Subsites
Manage Web Site

Tip Although you can create your own site groups and you can even alter all site
groups except for the Administrator site group, you likely will find these groups to be
adequate.

Not only can you associate individual users with site groups but you can also associate
Windows groups (Windows NT groups, Active Directory groups or local machine groups)
with site groups. This is a very practical approach to providing tight security with mini-
mum maintenance. However, you may not have control over the Windows groups created
in the operating system. If that is the case, cross-site groups may be your ideal solution.
Cross-site groups are a named collection of users, similar to Windows groups. Cross-site
groups are maintained in each SharePoint site collection and can also be associated with
site groups in any site in that site collection.

Rather than restrict people from collaborating on your new site, you may want to provide
everyone some level of access. Anonymous users can be granted up to Contributor level
access to the lists and document libraries in a site. Anonymous Access must be enabled
on the SharePoint server before it can be enabled for individual sites.
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Tip You will also find an option to provide all authenticated users a default level
of access on the Anonymous Access page.

After all the people and groups are assigned to various site groups, it is possible, and
even likely, that someone will be associated at various levels with more than one site
group. Rather than enforcing the most restrictive site group, all associated rights are
aggregated and the cumulative list of unique rights applied.

In this exercise, you will change the permissions for a child site from inheriting permis-
sions from its parent site to using unique permissions. Then you will add users that
represent The Garden Company buyers to the child site as Contributors.

OPEN the buyer child site created in the previous exercise from the address bar of your browser: http:
//gardenco/buyers. If prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to alter the site’s permissions. If in doubt, see the
Appendix on page 260.

1  Onthe top link bar, click Site Settings.

There is no “Manage users” link anywhere on the page because users are being
managed at the parent site.

2 Site Settings - Microsoft Internet Explorer |Z”E‘E|
Fle Edt Wew Favortes Toos Help e
OBack - Q |ﬂ @ & ;j /'._U Search {:(Favuntes o f:{- :; wl ~ Iﬁ 3

address | @] hetp:figardencofbuyers] layouts|1033(ssttings. aspx v B ks *

' Home Documents and Lists Create Site Settings Help Up to Team Web Gite [

B
@) Sfi;:rESettings

Use the links on this page to manage site settings and update your personal information on this Microsoft
Windows SharePaoint Services 2.0 (6.0.2,5530) site,

Administration

== Use the links in this section to add or remove sites, or navigate to other site administration features,
. B Manage sites and workspaces

B Goto Site Administration

Customization

== Use thess links ta change the look of the sits, update lists and document libraries, or modify the text
|| displayed at the top of each page of the site.

© Change site title and description
B Apply theme to site

B Modify site content
B

Customize home page

Manage My Information

Use thess links ta visw or update the information stored about you, and to manage the list of
|8/ documents or other items in this site for which you receive alerts.

® Update my information
® My alerts on this site
€] Dane %J Lacal intranet

53

2 In the Administration section, click Go to Site Administration.

Again, there is no “Manage users” link anywhere on the page; only the “Manage
permission inheritance” link.
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2 Site Administration - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools  Help

Buyers
Site Administration

Use the links on this page to perform administrative tasks, such as changing permissions, selecting regional
settings, viswing usags statistics, and managing sites.

Users and Permissions

This site inherits user access rights fram its parent site. Manage user access on the parent site or
change site permission inheritance to make user access for this site unique.

B Manage permission inheritance

B Manage cross-site groups

Management and Statistics

] s these links o view how the site s being used, manage sites and warkspaces, review discussions
B3] and alerts for this sits, snd delets this site.

]

Save site as template

view site usage data

Manage sites and workspaces
Manage Web Discussions
Manage user alerts

Change regional settings
Delete this site

=BT T I - |

Site Collection Administration

£&] %J Local intranet
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3 Inthe Users and Permissions section, click Manage permission inheritance.

2} Manage Permission Inheritance - Microsoft Internet Explorer

Fle Edt Wew Favortes Tooks Help e
@ A ( S < Y

OBack - Q - B @ & pSearch G Favorites 47) R-éz M - QJ ﬁ 3

address | @] hetp:jjgardencofbuyers]_layouts/ 1033 webpsrm, aspix v Go  Links

I ' Home Documents and Lists Create Site Settings Help Up to Team Web Site

Buyers
Manage Permission Inheritance: "Buyers”

Use this page to determins whether your sits shares permissions with its parent Web site, or uses unique
permissions,

Permissions AT
our site can either use the same user account and site groups as the parent Wweb  Permissions as the
site, or uss uniqus parmissions. Unique permissions allow you to manage users parent site

and site groups separately from the parent Web site. Show me mare information o

permissions

Ok l [ Cancel

[£3

&) % Local intranst

4  Click Use unique permissions, and then click OK to apply the change and redisplay
the Site Settings page.
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Notice how this page has changed. You now have a copy of the users and permis-
sions that the parent previously managed.

A Site Settings - Microsoft Internet Explorer

File  Edt Wew Favortes Tools  Help W
F N = n I

- ) = i . k Wl - [ 3
Qu-Q X & & SO search Slpraores @8 (- Lo # - | E 33
Address | (€] hitpfigardencofbuyers]_layouts{1033(settings. aspx v B ks *
;% Home Documents and Lists Create Site Settings Help Up to Team Web Site [

B
@ Sui;ZESettings

Use the links on this pags to manage site settings and update your persanal infarmation an this Microsoft
Windows SharePoint Services 2.0 (6.0,2.5530) site,

Administration

== Uss the links in this section to add or remove users, add or remove sites, or navigate to other site
% | administration features,

® Manage users

B Manage sites and workspaces

B Configure Site and Workspace Creation
8

Go to Site Administration

Customization

== Use thess links ta change the look of the sits, update lists and document libraries, or modify the text
|| displayed at the top of each page of the site.

© Change site title and description
B Apply theme to site —
B Modify site content

B Custornize home pags

Manage My Information
T Use these links to view or update the information stored about you, and to manage the list of

£&] %J Local intranet

|E3

Tip The Configure Site and Workspace Creation option in the Administration
section can be used to add the Create Subsites right to select site groups, allowing
users associated with them to create sites and workspaces.

In the Administration section, click Go to Site Administration, to redisplay the Site
Administration page.

Notice the plethora of new options, including a “Manage users” link, available to
you in the Users and Permissions section. Of course, you could change the permission
inheritance back to inherit user permissions for the site from the parent site. But now
you can manage the users of this site from here instead.

Tip The "Manage users” link here and the “Manage users" link on the Site Set-
tings page both link to the same administration page.
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2 Site Administration - Microsoft Internet Explorer

Ele Edt Wew Favortes Ioos Help [3
Qe - © |ﬂ @ & /‘fj Search \;“t(Favuntes o p/:g- :_; wm-JE 3
Address | ] http:ffgardenco/buyers/_layouts{1033fwebadmin. aspx v Go  Links *

;% Home Documents and Lists Create Site Settings Help Up to Team Web Site [

Buyers
Site Administration

Use the links on this page to perform administrative tasks, such as changing permissions, selecting regional
settings, viswing usags statistics, and managing sites.

Users and Permissions

Use these links to manage psrmissians far your sits, including users, sits aroups, and anonymous
access.

B Manage permission inheritance
Manage users

Manage site groups

Manage anonymous access

Manage cross-site groups

=B I I -

Manage access requests

Management and Statistics =

7] Use these links to view how the site s being used, manage sites snd workspaces, review discussions
B3] and alerts far this site, and delete this site,

B Save site as template
B View site usage data
B Manage sites and workspaces

B Manage Web Discussions
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Also note that the links to “Manage site groups,” “"Manage anonymous access,” and
“Manage cross-site groups” previously discussed in this section are now available.

6 In the Users and Permissions section, click Manage users.

The Manage Users page appears.

] Manage Users - Microsoft Internet Explorer

File  Edt Yew Favortes Tools Help W

OBack ) |ﬂ @ ;j ;)Search ‘?‘::(Favnrites &) {‘ "" w - Jid
Address | @] hitpsfjgardenco/buyers)_layouts/1033/user.aspx v B ks *

I ;% Home Documents and Lists Create Site Settings Help Up to Team Web Site

Buyers
\f) Manage Users

Use this page to add new users, remove users from all site groups, or assign users to site groups. The
following users havs been addsd to this Wab site. To edit which sits aroups a ussr belangs to, click the
user's name in the list.

SAdd Users | X Remaove Selected Users | ZAEdit Site Groups of Selected Users

] select all

Users User Name Site Groups
[] catherine Turner GARDENCODOMycatherinet  Adrministrator
[ GARDENCODOM\administrator GARDENCODOMyadministrator Administratar
[ Kim Yoshida GARDENCODOMkimy Web Designer
O Mike Galos GARDENCODOMymikeg Contributor
&) %J Local intranst

Kim Yoshida is The Garden Company’s Head Buyer, so she will need to be associated
with the Administrator site group. Mike Galos does not need to collaborate with the
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buyers, so he can be removed. And finally, you need to add the Buyers Windows
group and associate it with the Contributors site group.

Important Your site will not have Catherine Turner, Kim Yoshida, and Mike
Galos as users. If you want to modify the permissions for your list of users, you can
continue to follow along with these steps, replacing the names as appropriate. The
permission changes you make in the Buyers site will not affect the permissions in
the parent site. Also, you will not have the Buyers Windows group. If your domain
has a Windows group that you can use, you can use that group instead.

Click Kim Yoshida.

The Edit Site Group Membership: Buyers page appears.

A Edit Site Group Membership - Microsoft Internet Explorer |;”E‘E|
o

Fle Edt Wew Favorktes Tools Help 5

& ®E-LJd 3

OBack ) |ﬂ @ _;j ;) Search ‘?‘::/Favnrites &)

Up to Team Web Site

j Home Documents and Lists Create Site Settings Help

Address | &] hitp: f{gardencefbuyersi_layouts/ 1053/ editprms. aspact seh=GARDENCODOMSCkimy %2 Cuser v B ks *

R Buyers
\ﬁ#) Edit Site Group Membership: Buyers

Use this page to change which site groups the user belongs to when accessing this site.

Users

The site group membership Users: Kim Yoshida
for these users will be

rnodified.

Site Group

Membership

S:\Eﬁtthe site tg;ﬁws to N Site groups: [T Reader - Has read-only access ta the Web site,
E’El'sn you want the users to [ Contributor - Can add content to existing document
s libraries and lists.
Web Designer - Can create lists and document libraries
and customize pages in the Web site.
[ Administrator - Has full control of ths Web sits.

Ok l [ Cancel

&) Dane %J Lacal intranet

Select the Administrator check box, deselect the Web Designer check box, and then
click OK to apply the change.

Select the Mike Galos check box, and then click Remove Selected Users.

W Rernove Selected Users

A warning dialog box appears.

Microsoft Internet Explorer,

P | vou are about to remove the Following users:
\?,) GARDENCODOMmikeg

I ok | [ Cancel
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10 Click OK to remove the user.
Clicking the Cancel button would discard the removal request.
=0 dd cers 11 Onthe Manage Users page, click Add Users.
The Add Users: Buyers page appears.

23 Add Users - Microsoft Internet Explorer

Filz  Edt Wew Favortes Tools  Help W
F - i Lo A ~ = |
- &Y - ) o . B - | § 3
() mark ) - €] @ & SO sewrch Slpraores @8 (- Lo # - | E 33
Address | (€] hitpsjgardencofbuyers]_layoutsi 1033{aclin. aspx v B ks *

;% Home Documents and Lists Create Site Settings Help Up to Team Web Site [

R Buyers
..ﬁ*) Add Users: Buyers

Use this pags to add users to this site, list, or document library.

Step 1: Choose

Users
You can snter e-mail Users: Buyers
addresses, user names
(e.9., DOMAIN\name), or
cross-site group names.
Separate them with
semicolans.
Address Book
Step 2: Choose
Site Groups
Choose :hti site groupts Site groups!  [JReader - Has read-only access to the web sits,
EQSEWE" eS8 Users to [7] Contributor - Can add content to existing document libraries
: and lists.

DWeb Designer - Can create lists and document libraries and
custamize pagss in the Wab site.
[[] Administrator - Has full control of ths Web site.

Mawt b
&] Done %J Local intranet

12 Type Buyers as the Windows group that you want to associate with the Contributor
site group, click the Contributor site group, and then click Next.

Note Typically you will add users and Windows groups using a format like
domainname\username or domainname\groupname. Fortunately, Windows
SharePoint Services searches the domain for users and Windows groups that
match even if the proper naming convention isn't provided.

Windows SharePoint Services locates the Windows group and determines if there
is an e-mail address associated with it. If you provide an e-mail address in the E-mail
Address box, the send e-mail option will be enabled and you can notify the new
members of your site about their membership.
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2 Add Users - Microsoft Internet Explorer;

fle Edt Wew Favortes Tools  Help

OBack -9 B @ \;j pSEarEh S::\?Favuntes &) &2' »1,— " | J Q3

address | @] http: figardencafbuyers]_layouts{1033jAdver, aspx v B ks *

Home Documents and Lists Create Site Settings Help Up to Team Web Site

Buyers

Add Users: Buyers

Use this page to confirm which users will be added ta this site, list, or document library, If there's a mistake,
you can click Back and correct it.

Step 3: Confirm Users

These users are not members of
this site. They will automatically
be added to the site with the
infarmation that you provide hers.

Step 4: Send E-mail

Use this option ta send the s-mail
that's displayed on this page.

E-mail Address  User Name Display Name

GARDENCODOM\Buyers |GARDENCODOM\Buye

Send the following e-mail to let these users know they've been

added.
From:  catherinet@gardencodom.local
To:
Subject! [sharepoint Site: hitpi/gardenco/buyers 1
You can choose ta enter a Bodyi  [add a persenalized message here
personalized message here.
v
&] Done %J Local intranst

13 Click Finish to complete the Add Users wizard.

The Manage Users page appears.

2 Manage Users - Microsoft Internet Explorer,

fle Edt Wew Favortes Tools Help

Q- [« @& ) search 5 Favories (2 K- ; -8 S

Address |(&] http:ffgardencafbuyers]_layouts{1033juser aspx v EdGo links

Home Documents and Lists Create Site Settings Help Up to Team Web Site

Buyers
Manage Users

Use this page to add new users, remove users from all site groups, or assign users to site groups. The
following users have been added to this Web site. To edit which site groups a user belongs to, click the user's
name in the list,

Sadd Users | X Remove Selected Users | [CAEdit Site Groups of Selected Users

] selectall

Users User Hams Site Groups
[ Catherine Turner GARDENCODOM\catherinet  Administrator
[ GARDENCODOM\sdministrator GARDENCODOMyadministratar Administratar

[0 kim voshida GARDENCODOMukimy Administrator

Domain Groups User Hame Site Groups
[] GARDENCODOM\Buyers GARDENCODOMibuyers Contributor

€] Dane %J Local intranst
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Tip Itis wise to at least associate every user in the various child sites to a site
collection with the Reader site group in the top-level site. Users will be unable to
use custom site templates and list templates imported into a site collection unless
they are associated with one of the four built-in site groups in the top-level site.

CLOSE the browser.

Managing Sites and Child Sites

Your child sites have been created, site templates have been applied, and users have
been given proper permissions. How do you get back to your child sites? How can you
create another child site from your child site? How will you find child sites that others
have created?

In this exercise, you will create a meeting workspace child site of the Buyers child site.
Since you must be in a site to create a child site, you will first see how to navigate to the
Buyers child site. Then you will view the entire site collection’s site hierarchy from the
top-level site.

OPEN the parent for the Buyers site from the address bar of your browser: http.//gardenco. If prompted,
type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to create a new site. If in doubt, see the Appendix
on page 260.

1  Onthe top link bar, click Site Settings.
2 Inthe Administration section, click Manage sites and workspaces.

A list of all the child sites, grouped by site type, are displayed.

] Manage Sites and Workspaces - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools  Help W
¢ p A o =

OBack - O - |ﬂ @ ) f)Search SogFavarites &8 (- &z @ - _J o 3

fiddress | ] http:ffgardencof_layoutsf1033fmngsubwetss, aspox v B ks

I ;% Home Documents and Lists Create Site Settings Help

j Team Weh Site
- Sites and Workspaces
Select a View This page shows all the sites you have access ta below this Web site. Click the name of a site to view its

contents, To create a new site, click Create below.

Sites Screate
Dacurnent Sites Description Last Modified Delete
winrkspaces -
g Buyers Site for general buyer collaboration 82 minutes ago x
Meeting
workspaces
Document Warkspaces
e There are no Document Workspaces. To create one, click Create above.
@ Configurs Site Meeting Workspaces
and Workspace  There are no Meeting Workspaces. To create one, click Create above.
Crestion
&) % Local intranst
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Tip The Configure Site and Workspace Creation option in the Actions section
on the Quick Launch bar can be used to add the Create Subsites right to select site
groups, allowing users associated with them to create sites and workspaces.

Click Buyers to display the child site.

On the top link bar, click Site Settings.

In the Administration section, click Manage sites and workspaces.

Tip Alternatively, you could type the entire site hierarchy directly into the
browser’s address bar. At first this seems a little odd, but Microsoft Internet Explorer
will learn the places that you type often and it can be a real time saver rather then
clicking through the user interface. To see the child sites of the current site, append
/_layouts/1033/mngsubwebs.aspx to the current site’'s Web site address.

Click Create to display the New SharePoint Site page.

You were at this page earlier in this chapter when we created the Buyers child site.
However, this time you are creating a child of the Buyers site rather then a child of
the starting site.

In the Title text box, type Team Meeting, to establish a display name for the new
site.

In the Description text box, type a description, such as Site for monthly team
meeting details, to help users understand the purpose of the new site.

In the URL name text box, type TeamMeeting for the Web Site Address. Remember
the naming conventions listed earlier in this chapter.

Keep the default permissions by using the Use same permissions as parent site
option.

Click the Create button to display the Template Selection page.
In the Template list, click Basic Meeting Workspace.
Click OK to create and display the new meeting workspace.

Notice how different Meeting Workspaces look from team sites. Page tabs, such as
the Home tab, replace the Quick Launch bar. Documents and Lists, Create, and Site
Settings do not show on the top link bar. Site Settings now is on the bottom of the
Modify This Workspace menu, which is just below the search box.

45




3 Creating and Managing Sites

2 Home - Team Meeting - Microsoft Internet Explorer

File Edt Wew Favorktes Tools Help

Q- O (¢ @ & ) searh ¢ Favortes () K- ;, -l B3

address | @] http:jjgardenco/buyersiTeamMestingidefault. aspx v B ks *

M Home Help Up to Buyers

) 2]
ﬂ Team Meeting

Madify This Warkspacs =

Home
Objectives + Agenda -
There are no items to show in this view of the "Objectives”  Subject Owner Time

list. Tor create & new item, click "Add naw itsm” below. There are na iterns to show in this view of the "Agenda’ list, To

@ add new item create a new item, click "Add new itern” below,

@ Add new item

Attendees -
Name Edit  Response Comment Document Library hd
There are no iterns to show in this view of the "attendees” Type MName Arodified By

list. There are no items to show in this view of the "Document Library”

document library, To creats a new item, click “Add new document”

@ Manage attendees it

o Add new docurnent

&) Dane %J Lacal intranet

Next we navigate back to the top-level site to see the entire hierarchy of child sites.

Note To navigate to the top-level site, you could click Up to Buyers located in
the upper-right corner to return to the parent site, and then on the Buyers site,
click Up to Team Web Site to return to its parent; continue this process until you get
to the top-level site. Using the Go to Top-level Site Administration link at the bottom
of the Site Administration page for any child site is a quicker way to navigate
directly to the top-level administration page.

14 From the Modify This Workspace menu, click Site Settings.

-LUJd 3

v .Go Links **

Up to Buyers

Al

Modify This Workspace =
Add web Parts

TWner Add Pages

in this view of Manage Pages

d new item" be S |
Design this Page

| Site Settings |

15 In the Administration section, click Go to Site Administration.

The Site Administration page appears.
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3 Site Administration - Microsoft Internet Explorer

Bl Edt Wew Favortes Iods Help
OBack ) |ﬂ @ & ;j /‘.’7 Search s;‘i( Favorites 477) p/:g- :_; w - [ ] ﬂ 3
address | @] http: flgardencofbuyers] ing/_layouks1033/webadmin.aspx v B ks *

Up to Buyers

Team Meeting
Site Administration

Use the links on this page to perform administrative tasks, such as changing permissions, selecting regional
settings, viswing usags statistics, and managing sites.

Users and Permissions

This site inherits user access rights from its parent site. Manage User access on the parent site or
[ 48] change site permission inheritance to make user access for this site unique.

B Manage permission inheritance

B Manage cross-site groups

Management and Statistics

] s these links o view how the site s being used, manage sites and warkspaces, review discussions
B3] and alerts for this site, snd delets this site.

]

Save site as template

view site usage data

Manage sites and workspaces
Manage Web Discussions
Manage user alerts

Change regional settings
Delete this site

m @@ aaa
|

Site Collection Administration

£&] %J Local intranst
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16 At the bottom of the Team Meeting Site Administration page click, Go to Top-level
Site Administration.

The Top-level Site Administration page appears.

A Top:level Site Administration - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help

\ 4 A | & . < R
OBack - Q |ﬂ @ ) /.jSEar:h S Favories (%) K-z @ - gl ﬂ
address |@&] hetp:jgardsnca_layouts/1033/webadmin, aspi v B ks *

Home Documents and Lists Settings Help

Team Web Site
Top-level Site Administration

Use the links on this page to perform administrative tasks, such as changing permissions, selecting regional
settings, viswing usags statistics, and managing sites.

Users and Permissions

3 Use these links to manage permissions for your site, including users, site groups, and anonymous
access,

® Manage users
Manage site groups
Manage anonymous access

Manage cross-site groups =

m @@ a

Manage access requests

Management and Statistics

:|B Use these links to view how the site is being used, manage sites and workspaces, review discussions

and alerts for this site, and delete this site,

=]

Save site as template
view site usage data
Manage sites and workspaces

Manage Web Discussions

mo@ @ a

Manage user alerts

53
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17 Near the bottom of the page in the Site Collection Administration section, click
View site hierarchy, to display the View Site Hierarchy page.
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Note Depending on your permissions, you might not be able to access this page.

This page shows you all the flattened out, fully qualified child sites in the entire
hierarchy. You can click on the site name to display the site or click on the Manage
link to display the Site Administration page for the associated child site.

-2 View Site Hierarchy - Microsoft Internet Explorer, ‘z”ilg‘
o

fle Edt Wew Favortes Tools  Help

OBack - Q |ﬂ @ ;j /'__‘ISearch \‘;ft./Favuntes o f:{- :'_ [ - QJ ﬂ 3

address | @] hetp:jjgardsnca_layouts1033(vsubuebs. asp v B ks ?

' Home Documents and Lists Create Site Settings Help

i Team Web Site
.-ﬁ* ) View Site Hierarchy

This page shows all Web sitss that havs been created under hitn://oardsnca. The URLs
show the hierarchy of the various sites. To go to the Home page of 3 site, click the Site
URL. To 9o to the Sits Administration pags for a site, click Manage.

Site URL Title
http://gardenco/buyers Buyers Manage

hitp://gardenca/buyers/TeamMesting Team Meeting Manage

[£3

&) % Local intranet

CLOSE the browser.

Changing a Site’s Theme

The blue SharePoint sites initially are fine, but they eventually blur together because
they look too similar. With Windows SharePoint Services you can apply a theme to your
sites. Themes can radically affect display items, such as colors, graphics, text, banners,
and borders. You can choose from nearly 80 built-in themes. Each SharePoint site can

have its own theme, or you could set up several sites to all have a common theme so that
they visually relate.

Tip With Microsoft Office FrontPage 2003 you can gain even more control over how

themes are applied to your site. You can choose to only apply themes to specific pages or
even create your own custom themes.

Perhaps the buyers at The Garden Company want to create a theme for their Team
Meeting child site so that it stands out from the other sites. In this exercise, you will
navigate to the Team Meeting site and apply a theme.

OPEN the Team Meeting site from the address bar of your browser: http://gardenco/buyers
/TeamMeeting. If prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to set up a site’s theme and view the site hierarchy.
If in doubt, see the Appendix on page 260.

1  Onthe Team Meeting child site from the Modify This Workspace menu just below
the search box, click Site Settings.
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2  Inthe Customization section, click Apply theme to site to display the Apply Theme
to Web site page.

3 In the Select a Theme list, click Breeze.

4  Click the Apply button to apply a theme and then redisplay the Site Settings page
of the Team Meeting site.

5  Click Home to display the new home page theme of the Team Meeting site.

The Team Meeting site appears with its new theme.

3 Home - Team Meeting - Microsoft Internet Explorer, Q@E|

Fle Edit Wiew Favorites Tools Help o

OBack - Iﬂ IELI ) /'“ISearch ‘-:"\':‘Favnrites )

address | &] http:fjgardencafbuyers|TeamMeeting/default aspx Links ™

M Home Help Up to Buyers
it

~ I

Team Meeting

&) %J Lacal intranet

CLOSE the browser.

Saving and Using a Site Template

After working with a site for a while, you might want to save it just the way it is so that it
can be re-created repeatedly. Windows SharePoint Services facilitates this activity by letting
the Web Designers and Administrators save a site as a custom template. Custom templates
are a way of packaging a set of changes to an existing site definition and making that
package available as a template for new sites and lists. Custom templates behave in
much the same way that the five built-in templates do in that they provision Web Part
Pages, Web Parts, lists, and document libraries best suited for the purpose of the template.
In fact, everything in a site except security related information is saved in a custom site
template, including its theme and navigation. You can even optionally retain the data in
all the site’s lists and document libraries.

Note The STP files on this book's CD-ROM that are used to recreate the solutions for
each chapter are actually custom site templates saved to a file.
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Important There is currently a 10 MB limit on the total size of any custom template.

Every custom template is based on an underlying site definition and saved as a file in
the site collection site gallery document library in the root of the site collection. Once
saved, a custom site template is made immediately available throughout the entire site
collection in which it was saved. When creating a new child site, any user that is associated
with one of the default site groups (excluding the Guest site group) in the top-level site
will see the saved custom site template as an option on the Template Selection page.
To use a custom site template when creating a new top-level site from SharePoint Central
Administration, it must be placed into the central template gallery using a command-line
tool on the Web server rather than just in the site collection site gallery.

Let’s say that the unique look that The Garden Company buyers created for their Team
Meetings site has caught on and they want to be able to use the theme repeatedly. In this
exercise, you will save the Team Meeting site as a custom site template and then use it to
create another meeting site as a child of the Buyers child site.

OPEN the Team Meeting site from the address bar of your browser: http://gardenco/buyers
/TeamMeeting. If prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to save a site template and create a new site.
If in doubt, see the Appendix on page 260.

1  Onthe Team Meeting child site, from the Modify This Workspace menu, click Site
Settings.

2 In the Administration section, click Go to Site Administration.

3 Inthe Management and Statistics section, click Save site as template to display the
Save Site as Template page.

4 In the File name text box, type TeamMeeting to establish a name for the STP file.

5 Inthe Template title text box, type Team Meeting Template to establish the name
that will show in the list of templates to choose from on the Template Selection
page.

6 Inthe Description text box, type a description, such as Cool blue site for team

meetings that the buyers created, to help site creators understand the intended
purpose of the custom site template.
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-3 Save Site as Template - Microsoft Internet Explorer Q@E|

Fle Edt Wiew Favorites Tools Help o

OBack - Iﬂ IELI ) /'“'Search ‘-:"\':‘Favnrites )

ficdress | (€] httpfjgardencofbuyers{TeamMeeting]_layouts/1033/savetmpl aspx v B ks *

%' Home Help Up to Buyers

Team Meeting
Save Site as Template

File Name File name:

Enter the name f template file. TeamMeeting [

Title and Description Tem
.
2 Templ ion:

Cool blue site for team meetings that
the buyers created

&) Dane % Lacal intranet

7  Click OK, to save the custom site template into the site collection site template
gallery and to display the Operation Completed Successfully page.

-2 Operation Completed Successfully - Microsoft Internet Explorer g@gl

fle Edt Wew Favortes Tools  Help "

Q- O [x [ & ) search ¢ Favories (%) - dg W - i 3
fddress | €] httpijgardencofbuyers|TeamMeeting/_layouts/1033/5uccess. aspx?hext Url=webadmin,aspxBMsg=SaveSitensTemplatesl v | [E] Go  Links **

& Home Help Up to Buyers

&) Dane %J Lacal intranet

Tip If you want to see where the custom site template was placed, you can click
on the “site template gallery” link on the Operation Completed Successfully page.

8  Click OK to acknowledge the page and redisplay the Team Meeting Site Adminis-
tration page.

9  Inthe upper-right corner, click Up to Buyers to display the Buyers child site.
10 On the top link bar, click Site Settings to display the Site Settings page.

11 In the Administration section, click Manage sites and workspaces to display the
Sites and Workspaces page.
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12 Click Create to display the New SharePoint Site page.

13 In the Title text box, type Important Meeting to establish a display name for the
new site.

14 |n the Description textbox, type a description, such as Site for that important
meeting, to help users understand the purpose of the new site.

15 In the URL name text box, type ImportantMeeting for the Web Site Address.
Remember the naming conventions listed earlier in this chapter.

16 Keep the default permissions by using the Use same permissions as parent site
option.

17 Click the Create button, to display the Template Selection page.

The Team Meeting Template is now available in the Template list. Also note that
the description given to the custom site template is displayed below the image
when it is selected.

A Template Selection - Microsoft Internet Explorer,

Fle Edit Wew Favorites Tools Help F
OBack ) |ﬂ @ ] fr\i Search 7 Favoritss {£) Ef{- :_\; RN+, §
address | (] httpfigardencofbuyers{imp layauts) I aspx v B ks *

R Important Meeting
ﬁ# Template Selection
Select a temnplate to apply to this Web sits. Each template includes Web pages, Web Parts, lists, librariss, and

ather itemns. Choose the template that most closely matches the type of site you want to create or click here
for information on how to migrate an existing site.

Select a Template Template:

Team Site
Blank Site

Document Workspace
Basic Mesting Workspace

Blank Meeting Workspace
Decision Mesting Workspacs
Social Mesting Workspace
Multipage Meeting Workspace
Team Meeting Template

AN

Cool blue site for team mestings that the buyers creatsd

Ok v

&] Dane %J Local intranet

18 On the Template list, click Team Meeting Template.
19 Click OK to apply the template and display the new meeting workspace.

The new site Important Meeting site will be identical to the original Team Meeting
site.
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A Home - Important Meeting - Microsoft Internet Explorer Qﬁgl

Fle Edit Wew Favorites Tools Help o

OBack ) |£| @ 7;\1 /.-\:SEarEh ‘-:“‘\;'Favuntes 2

Address | ] http: ffgardence/buyers{Imp ing/default, aspx Links *

M Home Help

Important Meeting

&] Dane %J Local intranet

CLOSE the browser.

Deleting a Site

As always, if you can create something, you also need to be able to uncreate it. Windows
SharePoint Services generates all the necessary user interface elements to create, review,
update, delete, and manage. However, proceed with some prudence because once
something in Windows SharePoint Services is deleted, it cannot be undeleted. You can
put very good backup and recovery practices in place, but like a file on your file system,
if something is created and deleted before a backup is run, it cannot be restored. There
isn’t anything like a recycle bin available for Windows SharePoint Services yet.

Tip Itis possible to delete an entire site collection full of sites from SharePoint Central
Administration.

Sometimes you will want to remove a site that you either created in error or no longer
need. In fact, the creator of the Important Meeting child site at The Garden Company
changed priorities and the site is no longer needed. So, in this exercise, you will delete
the Important Meeting child site from the Buyers child site.

OPEN the Buyers site from the address bar of your browser: http://gardenco/buyers. If prompted,
type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to delete a site. If in doubt, see the Appendix
on page 260.

1  Onthe top link bar, click Site Settings.

53



3 Creating and Managing Sites

2 Inthe Administration section, click Manage sites and workspaces.

The Sites And Workspaces page appears.

3 Manage Sites and Workspaces - Microsoft Internet Explorer

File Edt Wew Favorktes Tools Help 5

OBack - Q |ﬂ @ -jj ;]Search \ii(Favuntes o ﬁ:{- :'_ w - QJ ﬁ 3

address | @] hetp:jjgardsncafbuyers]_layouts/ 1033jmngsubiebs, aspi v Go  Links ¥

Up to Team Web Site

Home Documents and Lists Create 5

Buyers
\j) Sites and Workspaces

This page shows all the sites you have access to below this Web site. Click the name of a site to view its

Select a tiew
contents. To creats a new sits, click Creats below.
Sites Slcreate
Document Sites Description Last Madified Dslete
Wiarkspaces
) Thers are no Sites. To create one, dlick Create above.
Meeting
Wiarkspaces Document Warkspaces
There are no Document Workspaces, To create ane, click Create above.
Actions Meeting Workspaces
= Configure Site =
i wiarksnage | 4 Important Meeting Site for that impartant mesting 2 minutes g0 ®
(Gt s8g Team Msating Site for manthly team meeting details B3 minutes agn %
&] Dane %J Local intranst

% 3 On the far right of the Important Meeting line, click the Delete icon, to begin the
Delete site deletion process.

The Delete Web Site page appears.

2 Delete Web Site - Microsoft Internet Explorer,

Fle Edt Wew Favortes Tooks Help e
; " - ry S 0

OBack - Q |ﬂ @ & f.]Search 7 Favorites 47) R-éz M - QJ ﬁ W,

address | @] hetp:jjgardsncafbuyers]_layouts| sz Subeb=Irmp i I v B ks *

I ¥ Home Documents and Lists Create Gite Settings Help Up to Team Web Site
f Buyers
% Delete Web Site
Warning

You are about to delete the following Web site: http://gardenco/buyers/ImportantMeeting
Deleting the web site will permanently destroy all content and user infarmation, including:
Docurments and dacurnent libraries
Lists and list data, including surveys, discussions, announcements, events

.
.

+ Web site settings and configurations

« Site groups and security information relating to the Web site

To continue, click Delete.

Delete ] [ Cancel

&] Dane %J Local intranst

4  Click the Delete button to confirm the deletion request, complete the deletion
process, and return to the Sites and Workspaces page.

The Important Meeting site is no longer displayed.
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CLOSE the browser.

Key Points
|

Creating and Managing Sites 3

Tip It is also possible to delete the site that you are in by clicking "Delete this
site” in the "Management and Statistics” section near the bottom of any site's Site
Administration page. This is an effective way to delete a top-level site.

Sites are containers for Web Part Pages, Web Parts, lists, and document libraries.
The initial site created in a SharePoint site collection is called the top-level site.
To create a child site you must navigate to the New SharePoint Site page.

Don’t use spaces in site names and keep them short and intuitive.

Sites are easy to create and secure.

Only after a site is using unique permissions can you manage its users.

Site groups are a named collection of rights.

Cross-site groups are a named collection of users (similar to Windows groups).

All associated rights are aggregated and the cumulative list of unique rights applied.

Clicking Up to [Parent Site] in the upper-right corner of a child site will return
the user to the parent site.

Each site can have its own theme.

Sites can be saved as custom templates and immediately used to create other clone
sites in a site collection.

Deleting a site is permanent; there is no recycle bin in Windows SharePoint Services.
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Working with Lists

In this chapter you will learn to:
Discover default lists in a site.
Create a new list.

Add, edit, and delete list items.
Use the Datasheet view.

Attach files to list items.

Add, edit, and delete list columns.
Sort and filter a list.

Add and modify a list view.

Set up alerts.

Delete a list.

AN NI N N N U N N A N

You can think of the lists in Microsoft Windows SharePoint Services as editable, Web-
based tables that facilitate concurrent, multi-user interactions against a common, central-
ized, extensible set of columns and rows. SharePoint lists empower users to provision
their own repositories of structured information using list items that behave like rows
with labeled columns named by you. The Web pages necessary to create, review, update,
delete, and manage these lists and their data are automatically and dynamically generated
by Windows SharePoint Services.

Tip Unstructured information is typically stored as a document with associated columns
in a document library. Document libraries are discussed at length in Chapters 5 and 6.

In this chapter, you will discover default lists that are already on your site, create new
lists, and alter existing lists. Many lists are provisioned on your behalf and you need only
to begin using them. But there will come a time when the lists that are provided do not
quite meet a need. So, this chapter will also explore the Web pages that enable you to
alter existing lists and create your own lists.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xvii—xxi.

Important Before you can use the practice files provided for this chapter, you need
to install them from the book’s companion CD to their default locations. See “Using the
Book's CD-ROM" on page vii for more information.

Important Remember to use your SharePoint site location in place of http.//gardenco
in the exercises.
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4 Working with Lists

Discover Default Lists in a Site

Many default lists are provided by Windows SharePoint Services. When you need to create
a list, you can use the default list templates to generate a new list with a static set of pre-
defined columns. As explained later in this chapter, after a list has been created, additional
columns can be added and most of the default columns can be altered or deleted. The
list templates built into Microsoft Windows SharePoint Services are described in the
following table.

List template Site Type  Description

ﬂ Agenda Meeting Create an agenda list when you want to
Workspaces outline the meeting topics, determine who
will cover the topics, and how much time each
presenter is allotted.

g j Announcements All Sites Create an announcements list when you want
a place to share news, status, and other short
bits of information.

M Contacts All Sites Create a contacts list when you want to
manage information about people that your
team works with, such as customers or
partners. You can share information between
your contacts list and Windows SharePoint
Services-compatible contacts programs.

j Custom List All Sites Create a custom list when you want to specify
your own columns. The list opens as a Web
page, to which you can add or edit items one

at a time.
g Custom List in All Sites Create a custom list when you want to specify
= Datasheet View your own columns. The list opens in a

spreadsheet-like environment for convenient
data entry, editing, and formatting. It requires
a Windows SharePoint Services-compatible
list datasheet control and ActiveX control
support.

] Decisions Meeting Create a decisions list when you want to keep

Workspaces track of all decisions made at the meeting.
Attendees and others can then review the
results of the meeting.
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List template

Site Type

Description

Events

All Sites

Create an events list when you want a
calendar-based view of upcoming meetings,
deadlines, and other important events. You
can share information between your events
list and Windows SharePoint Services-
compatible events programs.

Import
Spreadsheet

All Sites

Import a spreadsheet when you want to
create a list that has the same columns and
contents as an existing spreadsheet.
Importing a spreadsheet requires a
spreadsheet application compatible with
Windows SharePoint Services.

Issues

All Sites

Create an issues list when you want to
manage a set of issues or problems. You can
assign, prioritize, and follow the progress of
issues from start to finish.

Links

All Sites

Create a links list when you have links to Web
pages or other resources that you want to
share.

Objectives

Meeting
Workspaces

Create an objectives list when you want to let
your attendees know your goals for the
meeting. Every meeting should begin with a
purpose in mind.

Tasks

All Sites

Create a tasks list when you want to track a
group of work items that you or your team
needs to complete.

Text Box

Meeting
Workspaces

Create a text box when you want to insert
custom text, such as instructions or
motivational quotes, into the meeting.

Things To Bring

Meeting
Workspaces

Create a list of things that attendees should
bring to be prepared for the meeting, such as
notebooks, handouts, or something to eat.

Tip The Text Box is an odd list, having only a single column and only supporting a single
row. It can also be shared across multiple meetings in a repeating group.

As discussed in Chapter 3, “Creating and Managing Sites,” Microsoft Windows SharePoint
Services provisions some of these lists for you when you create a new site, depending
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4 Working with Lists

on which site template you use. The Blank Site has no lists or document libraries, whereas
the Team Site and Document Workspace provision a Shared Documents library and five
lists: Announcements, Contacts, Events, Links, and Tasks. The Meeting Workspace
templates provision unique lists, such as Agenda, Attendees, Decisions, Objectives, and
Things To Bring.

See Also For more information about Document Workspaces, refer to Chapter 7, "Working
with Document Workspaces.” For more information about Meeting Workspaces, refer to
Chapter 8, “Working with Meeting Workspaces.”

In the following exercise, you will browse to the lists that have been created for The
Garden Company’s top-level site. Subsequently, you will browse to the Create page to
see the list templates available when you create a new Team Site.

OPEN a newly created SharePoint Team Site to explore, for example http://gardenco. If prompted,
type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to browse the site. If in doubt, see the Appendix
on page 260.

1  Onthe top link bar, click Documents and Lists.

This site has one default document library, called Shared Documents, a discussion
board called General Discussion, and five default lists: Announcements, Contacts,
Events, Links, and Tasks.

A Documents and Lists - Micrasoft Internet Explorer

File Edit Wew Favorites Tools Help "
A A | & o D B R 4
Q= - © |1l] @ (0| JOsearch pFavories &) (- iz o] - i@ 3
address | @] http:figardencef_layouts 1053 viewlsts, aspx v B ks *
;4% Home Documents and Lists Create Site Settings Help
j Team Web Site
Documents and Lists
Selact 5 View This page shows all the libraries, lists, discussion boards, and surveys in this Web site. Click the name of a
library or list to wiew its contents. To create a new library or list, click Create.
Documnent SlCreate
Libraries
Document Libraries Deseription Items  Last Modified
Ficture Libraries -
(3] Shared Documents share a document with the team by 0 S days ago
Lists adding it to this docurnent library,
Discussion
Boards Picture Libraries
SuRes There are no picture libraries, To create one, click Create above.
Lists
See Also &7 Announcements Use the Announcements list to post 1 5days ago
o Sites messages on the home page of your =
@ Document sits.
Workspaces 82 Contacts Use the Contacts list for infarmation 0 S days ago
@ Meeting about peopls that your team works with,
Workspaces 3 Events Use the Events list to keep informed of 0 5 days ago
upcoming mestings, deadlines, and other
important events.
=] Links Use the Links list for links to Wsb pages 0 5days ago
that your team members will find
interesting or useful, b
£&] %J Local intranst

= Create 2 Click Create to display the Create page.
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Tip Don't be confused by the naming convention. The names for the list templates
are identical to the names for the default lists that are generated by Windows
SharePoint Services. However, they are radically different from each other. Each list
template shown on the Create page could be used to create one of more uniquely
named instances in the Documents and Lists page. For instance, if the Announce-
ments list template was used to create the Announcements list, the resulting list
could be called something else, such as Sales Notices. The names do not have to
be the same.

A Create - Microsoft Internet Explorer,

File Edit Wew Favorites Tools Help o
. A & .. p . B

Q- QO X &@ & SO search Slpraores @8 (- Lo m - | E 3B

Address | (€] hitpfjgardencal_layouts/1033/create. aspx v B ks *

;% Home Documents and Lists Create Site Settings Help

Team Web Site
] Create Page
Select a View Use this page to add a new library, list, discussion board, survey, or Web page to this Web site. Choose one
of the pre-defined types or create a custamn list,

Document Libraries
Doacurnent

Libraries Document Library =
S creats s docurnant library when you have a collsction of dacuments or other files that you want to

Ficture Libraries share. Document libraries support features such as sub-falders, file versioning, and check-in/check-out,

Lists
) Form Library
Discussion S creats & form library when you have ¥ML-based business forms, such as status reparts or purchass
Boards arders, that you want to manage. These libraries require a Windows SharePoint Services-compatible
5 XML editor, such as Micrasaft Gffice TnfoRath,
urveys
(D PR Picture Libraries
“ Picture Library
reate a picturs library when you have pictures you want to share. Picturs libraries provide spscial
] create & picture lib i h ot tto share. Picture lib d I
features for managing and displaying pictures, such as thumbnails, downlaad options, and a slide show,
Lists
] ke
Creats & links list when you have links to Web pages or other resources that you want ta share.
g7 Announcements
| Create an announcements list when you want a place to share news, status, and ather short bits of
infarmation. B
&] Dane %J Local intranet

CLOSE the browser.

Creating a New List

The first step in creating a new list is to ask yourself, “What kind of information do I want
to gather?” The answer to this question will help you to determine which list template to
choose. Perhaps you want to start with a list that is close to your end goal and then
add, delete, and alter columns to give you just the solution you are trying to achieve. For
example, if you plan to collect information like names and addresses, you might choose
the Contact list template to create your initial list, and then modify it. Or perhaps you
will want to start with a bare-bones list and build it entirely from scratch. In that case,
you would choose the Custom List list template.

Tip Ifthelistitems in the list you want to create always begin with a document, consider
using a document library instead of a list. Document libraries are discussed at length in
Chapters 5 and 6.
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In the following exercise, you will create a list for the buyers at The Garden Company
to track the status of tasks in the buying process. This task list will be based on the Tasks
list template. After the list is created, you will alter the display name so that it displays
Common Buyer Tasks.

OPEN the SharePoint site from which you'd like to create the new list, for example, http://gardenco.
If prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to create lists. If in doubt, see the Appendix

on page 260.

1  Onthe top link bar, click Create.
2 In the Lists section, click Tasks to display the New List page.

You will use this page to create a task list based upon the Tasks list template. You can
name your new task list anything you want.

Tip There is no restriction on the number of copies of any list template you can
create in a site. For example, you can have as many task lists as you like.

3 Inthe Name text box, type BuyerTasks to establish a display name for the new list.

Because no text box is provided for the URL name, the Name text box also supplies
the value that Windows SharePoint Services uses for internal names.

Note When you initially create a list in Windows SharePoint Services, you
establish two name values: the display name, usually labeled Name or Title, and
the URL name, also known as the internal name. However, you can only change the
display name after the item is created. When the URL name is not prompted for
separately on a SharePoint create page, the display name, usually labeled Title, is used
to populate both names.

Tip Follow these best practices when initially naming a list in Windows SharePoint
Services:

B Theinitial name should be descriptive, intuitive, and easy to remember.

B  Theinitial name should be kept short. A limit of 260 total characters is
available for the entire Web site address, so if you consistently use long
names you will eventually have problems.

B The initial name should not contain spaces. Spaces in the address bar are
replaced with “%20,” which takes up three characters for each space.
Spaces also make the Web site address difficult to use in an e-mail message
and difficult for others to read.

B  Theinitial name should be consistently used throughout the site.

Your organization might have specific naming conventions that you want to follow.
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4  In the Description text box, type a description, such as List for tracking buyer
process to help users understand the purpose for the new list.

5 In the Navigation section, Verify that the Yes option is selected indicating that
you want this new list to appear on the Quick Launch bar.

A New - Microsoft Internet Explorer

File Edt Wew Favortes Tools Help [

OBack - Q |ﬂ @ \jj /‘.’7 Search \;“t(Favuntes &) p/:iv :’_ [ - gl &3

Address | &] http:fjgardencaf_layauts/1033/new, aspxiListTemplate=107&ListBaseType=0 v B ks *

;% Home Documents and Lists Create Site Settings Help

Team Web Site
New List

Use this page to define the general settings of this list. You can set the name, deseription, and whether a link
ta this list appears on the Quick Launch bar on ths home page.

Name and Description

Mams:
Typs a new name as you want it ta appear in headings
and links thraughout the site, Type descriptive text that BuyerTasks
will help site visitors use this list,

Description:

List far tracking buyer process

Navigation 1 Display this list on the Quick Launch
Specify whether a link to this list appears in the Quick bar?
Launch bar an ths home page. ®ves O no
l Create l [ Cancel
&
&] Dane %J Local intranst

6  Click the Create button to complete the list creation.

The BuyerTasks page is displayed in All Tasks view.

3 BuyerTasks - Microsoft Internet Explorer

Fle Edt Wew Favorites Tooks Help w
- O-RNRAA O e . B @ - 3
(Dmack ~ () |ﬂ @ {0 Osearch oravotes @) (- i 0] L 33
ficdress | (] hitpfigardencofListsiBuyerTasks Alltems. aspx v B ks *
I ;% Home Documents and Lists Create Site Settings Help
a
z Team Weh Site r
BuyerTasks
Select & View List far tracking buyer process
A TS Shew Ttern | VFiter | ZAEdit in Datashsst
My Tasks
B Ty @ Tile A assigned To Status Priority Due Date % Complete
There ars no itsms to shaw in this view of the *BuysrTasks" list. To create a new item, dlick "New itsm”
Active Tasks abave.
By Assigned To
o]
&) % Local intranst

w 7  On the top link bar, click Home to display the Home page for the site.

The new BuyerTasks list now appears in the Quick Launch bar.
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64

10

11

12

13

Because this list was named without a space, it would be useful to change the display
name so that it has a space in it.

On the Quick Launch bar, click BuyerTasks to redisplay the BuyerTasks page.

On the left side of the page in the Actions section, click Modify settings
and columns.

The Customize Buyer Tasks page appears.

-2 Customization - Microsoft Internet Explorer,

Fle Edt Wew Favortes Took Help "
A @ Al & A 3 B

Q- © - [x] B & S seach S cFavaries {F) (- i ] - i 3

Address [ {€] http:jigardencol_layouts1033/lstedt. aspx?List—{BS76F 300-B0BB-4C32-9637-206 26FF79ES} VB ks >

I ' Home Documents and Lists Create Site Settings Help

Team Web Site
Customize BuyerTasks

Use this page to change the design of the list, such as its name, security settings, and columns, You can also
creats ar change visws of the list,

@ Go Back to "BuyerTasks"

General Settings

=7 General settings of this list include its name, description, and security. Current general settings of this
; list:

Title: BuyerTasks

Web Address: http://asrdenco/Lists/BuyerTasks/Allltems aspx
Description: List for tracking buyer process

0On Quick Launch Bar: Yes

attachments enabled: Yes

Content Approval Required: No

@ Change general settings
@ Save list as template

@ Change permissions far this list B

&) % Local intranst

In the General Settings section, click Change general settings.
The List Settings: BuyerTasks page appears.

In the Name text box, replace BuyerTasks with Common Buyer Tasks (including
spaces).

Scroll to bottom of the page and click the OK button to save the change.
The Customize Common Buyer Tasks page is displayed.

At the top of the page, click Go Back to “Common Buyer Tasks" to redisplay the
Common Buyer Tasks page.

The bold title at the top of this page and all other pages associated with this list now
reflects the modified display name. However, you can see that the browser’s address
bar still reflects the initial name (internal name) given to this list.



Working with Lists 4

2 Common Buyer Tasks - Microsoft Internet Explorer

File Edt Yiew Favorites Tooks  Help o
% y N A S "
- ) =7 i (- & W - f 3
Qe - @ \ﬂ @ D seah Spraertes §) (- L LB 3
address | (] httpfgardencofListfBuyer Tasksfalltems. aspx v| B ks ?

I ;% Home Documents and Lists Create Site Settings Help

7 eam Web Site @
Common Buyer Tasks
Select a Wiew List for tracking buyer process
allknashc] SHew ttern | FgFitsr | CAEdit in Dstashset
My Tasks =
@ Title A assigned To Status Priarity Due Dste %% Cornplets

Due Today

There are no items to show in this view of the "Common Buyer Tasks" list, To create a new item, click "New
Active Tasks

item” abave.
By Assigned To

[£3

&) % Local intranet

14 On the top link bar, click Home to display the Home page for the site.

The Quick Launch bar displays the new Common Buyer Tasks display name.

CLOSE the browser.

Adding, Editing, and Deleting List Items

Creating a SharePoint list generates the pages needed to view the list, view a list item,
add a new list item, and edit an existing list item. The interface also provides options
to delete a list item, subscribe to an alert for the list or a list item, and other options, such
as the import and export of list items.

See Also For more information about subscribing to alerts, see the section “Setting Up
Alerts” later in this chapter. For more information about importing and exporting list items,
refer to Chapter 11, “Using Windows SharePoint Services with Excel 2003 and Access 2003."

Tip Frequently, multiple list views are generated when a new list is created. The
Common Buyer Tasks list, created using the Tasks list template, has the following five list
views: All Tasks, My Tasks, Due Today, Active Tasks, and By Assigned To.

You can navigate to a list’s default list view page by clicking on its name in the Quick
Launch bar or by clicking on the link at the top of any List View Web Part for that list.

In this exercise, you will add several task list items for the buyers at The Garden Company
to use in their buying process, modify one of the list items, and delete another. Mike
would also like to get their Public Workshops onto the calendar. So, you will add one
recurring event to the Events list.
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OPEN the SharePoint site where you previously created the Common Buyer Tasks list, for example:
http://gardenco. If prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to alter list items. If in doubt, see the Appendix
on page 260.

On the Quick Launch bar, click Common Buyer Tasks.
SNew Item Click New Item to display the Common Buyer Tasks: New Item page.
In the Title text box, type Create vendor SharePoint list.

Leave the default values for Priority, Status, % Complete, and Assigned To fields.

i & W N R

In the Description text box, type List for vendor to submit seedlings offered
this year.

(-}

Delete today’s date from the Start Date text box.
7  Leave the Due Date text box empty.

A Common Buyer Tasks - New Item - Microsoft Internet Explorer |ZHE‘E|
.lf'r

fle Edt Wew Favortes Tools  Help

Qe - © |ﬂ @ ;j /'._U Search {:(Favuntes o f:{- ; -8 S

address | (@] http:fjgardenco/Lists/Buyer Tasks{NewForm, aspx?Source=httpS 3A%2F:2F gardenco 2FLists % 2FBuyer Tasks %2 Allltems Go  Links

;% Home Documents and Lists Create Site Settings Help

Team Web Site
Common Buyer Tasks: New Item

| save and Clase | (] Attach File | Go Back to List

Title * |create vendor shareraint list

Priarity (2) Hormal

Status Mot Started v
L R—
Assioned To.[{none) v

Description

List far vendor ta submit sesdlings offered this year.

Enter date in M/DACY format,

&] Dane %J Local intranet

3

8  Click Save and Close to save the list item and redisplay the Common Buyer
Tasks page.

|wl Save and Close

HEW The newly created list item appears in the body of the page. A small image with an
exclamation mark and the word NEW is displayed to the right of the Title text indi-
cating that this list item was recently created.
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2l Common Buyer Tasks - Microsoft Internet Explorer

Fle Edt Wew Favortes Tooks Help a
Q- © [ [@ @ Poowt Yeremie @ - % 11 - KL B
address | @] hetp:jjgardencoLists{BuyerTasks[Alltems. aspx vIBe ks *

" Home Documents and Lists Create Site Settings Help

@ Team Weh Site pe
Common Buyer Tasks
Select » View List for tracking buyer process
A e Shew Ttern | VlFiter | ZAEdit in Datashsst
My Tasks o
iy 0 Title A assigned To Status Priority  Due Date % Complete
0 Create vendor SharePaint list ! Hew Mot Started {2) Mormal
Active Tasks
By Assigned To
)
&) % Local intranst

9  Using steps 2 through 8 as a guide, create list items using the values in the following
table:

Ensure vendor access Ensure vendor has access to add a list item for each
seedling offered.

Identify seedlings to Identify which vendor seedlings to purchase.

purchase

Generate purchase Use Microsoft Word mail merge to generate a purchase
order order from the filtered list.

Notify Receiving about  Notify Receiving about the anticipated arrival of vendor
purchase seedlings.

Tip When you need to create several items for a list, creating one item at a time
can get tedious. Instead, you can create multiple list items using a Datasheet view.
This option is covered briefly in the following section and covered in detail in Chapter
11, "Using Windows SharePoint Services with Excel 2003 and Access 2003."

Mike suggests that generating the purchase should be changed to a high priority task.

1 Toimplement Mike's suggestion, move your mouse over the Generate purchase
order list item, and then click the down arrow that appears.
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‘A Common Buyer Tasks - Microsoft Internet Explorer |ZHE‘E|
.lf'r

Fle Edt Wew Favorites Tooks Help
et - © - [ (2] & Psosr oo @ 355 - LB
address | @] hetp:ijgardencoLists{BuyerTasks[Alltems. aspx v B ks *

' Home Documents and Lists Create Site Settings Help

Common Buyer Tasks

- ——
Team Web Site '
2

Select a View List for tracking buyer pracess
All Tasks Ahew Item | FdFilter | FAEdit in Datashest
My Tasks
e Tod @ Title & tissigned To Status Priority  Dus Date % Complete
ue Toda
4 Creats vendor SharePaint list [ new Mot Started (2) Mormal
Active Tasks
Ensure vendor access | Hew Mot Started (2) Mormal
By Assigned To
o (e Identify seedlings to purchase I new Mot Started (2) Normal
Generate purchase order | iew - Mot Started (2) Mormal
Actions :
Netify Receiving abe| | View ltem Mot Startad (2) Normal
B Alert me :
A Edit Item
B Export to
spreadshest K| Delete tem —
® Modify settings Alert Me
and ralnmns ]
&) Dane %J Local intranst

In the menu, click Edit Item to display the Common Buyer Tasks: Generate purchase
order page.

Change the Priority drop-down list from (2) Normal to (1) High, and then click Save
and Close.

Mike also suggests that creating the vendor SharePoint list is done only when a new
vendor is established rather than for each buying cycle. So, he wants it removed.

To implement Mike's suggestion and remove the list item, move your mouse over
the Create vendor SharePoint list list item, click the down arrow that appears,
and then click Delete Item.

SMew Itemn | VgFilter | .EEdit in Datash

0 Title
|Create vendor SharePoint list ! HEW -
Ensure vendor acces Wiew Itern

Identify seedlings to| 3 Edit Itemn

Generate purchase q @ Delete Item

Motify Receiving abol alert Me

You will be prompted to confirm the deletion.

Microsoft Internet Explorer,

\?/ Are you sure you want to delete this ibem?

[ ok |[ Cancel ]

Tip Once alist item is deleted it cannot be undeleted.

Click OK to confirm the deletion.
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To add a recurring Public Workshop to the Events list, you need to navigate to the
Events list.

On the top link bar, click Document and Lists.

In the Lists section, click Events to display the Events list.

Click New Item to display the Events: New Item page.

In the Title text box, type Public Workshops.

Leave the default value for the Begin date but change the time to 5 PM.

A U1 A WIN M

Leave the End date blank but change the time to 6 PM.
The monthly meeting is set to last one hour.

7  Inthe Description text box, type Each month we will present another topic
to the public.

8  Inthe Location text box, type Home Office.
9  Inthe Recurrence section, select the Monthly option.

Many user interface changes occur when Recurrence is changed from the default
of None to Monthly. Note that the dates for Begin and End are removed leaving
just the time fields. The Begin date is also moved to the Start Date of the Date
Range section.

10 In the Pattern section, select The first Tuesday of every 1 month(s).

11 Leave the default values for all other fields.

A Events - New ltem - Microsoft Internet Explorer |Z|rg|
ﬂr

File Edt Wew Favorktes Tools Help

Qu-Q X &@ & ) search 5 Favertes {Z) - :\; o - o, §

Address | (€] httpsfjgardencafLists/EventsiNewForm aspx?Source=http%367%2F % 2F gardencath2FLists%2FEventsw2Falltems%ozEaspy v | [£9 Go  Links

;% Home Documents and Lists Create Site Settings Help

Team Web Site
Events: New ltem

|l Save and Clase | ([ Attach File | Go Back to List

Title * [Public workshaps

Description [Eash manth we will present another topic ta the public.

Location [Home Office

Recurrence () none Pattern

© Daily C pay of every monthis)
Owerty @ Mo ot every [ meniots

) Manthly
&] Dane %J Local intranet

|E3

69




4 Working with Lists

12 Click Save and Close to save the list item and redisplay the Events page.

CLOSE the browser.

Using the Datasheet View

If you have Microsoft Office 2003 installed, you can use an optional Datasheet view of
the list that can be a huge productivity boost. Creating one item at a time requires several
clicks and can get tedious. The Datasheet view presents all the list items of a list in a grid
and facilitates editing across the entire table. Yet, drop-down lists, checkboxes, and
column edits are all still maintained. Using the Datasheet view is a lot like editing a table
in Microsoft Access. You can use your cursor keys or your mouse to move from cell to cell
to make changes to any row in the list. When you move off of a row, changes are saved
automatically. The last row in the datasheet view is used to add additional list items to
the list.

An entire task pane on the right edge of the Datasheet view enables powerful integration
between Microsoft Windows SharePoint Services, Microsoft Excel 2003, and Microsoft
Access 2003.

See Also For more information about the Datasheet view, refer to Chapter 11. For more infor-
mation about SharePoint integration with Microsoft Office, refer to both Chapters 10 and 11.

Attaching Files to List Items

Sometimes, you might have one or more documents that you want to attach to a list item.
By default, all SharePoint lists allow attachments. However, if every list item has one
and only one document, reconsider the use of a list and opt for a document library.

Tip Itis possible to disable attachments to list items. To do this, on the “Change gen-
eral settings” page for your list, click “"Modify settings and columns,” click Change general
settings, and then click the Disabled option in the Attachments section.

In the following exercise, you will create a simple Microsoft Word document to simulate
a purchase order and attach it to an existing list item in the Common Buyer Tasks list.

OPEN the SharePoint site where you previously created the Common Buyer Tasks list, for example
http://gardenco. If prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to alter list items. If in doubt, see the Appendix
on page 260.

1  Open Microsoft Word, and then in the blank document, type Purchase Order.

2 On the File menu, click Save As. Save the document in the My Documents folder
on your hard drive and name it GardenCoPurchaseOrder.doc.
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3 Close Microsoft Word.
4  In the browser on the Quick Launch bar, click Common Buyer Tasks.
The Common Buyer Tasks default list view page is displayed.

5  Move your mouse over the Generate purchase order list item, click the down arrow
that appears, and then click Edit Item to display the Common Buyer Tasks: Generate
purchase order page.

[ attach File 6  Click Attach File to display the page to add attachments.

2 Common Buyer Tasks - Generate purchase order - Microsoft Internet Explorer,

File  Edt Wew Favortes Tools  Help "

(Dmack - () @ @ ‘_;j pSearch ‘?‘::(Favnrites & D?{- ; w - )i 3B

fddress | ] hitp: f{gardencofListsiBuyer Tasks/EditForm, asp=7ID=4&S0urce=http%s 34 %2F% 2F gardenco%2FLists% 2FBuyer Tasks%aF ¥ Go  Links >

I ;% Home Documents and Lists Create Site Settings Help

Team Weh Site
Common Buyer Tasks: Generate purchase order

Uss this page to add attachmants to an item.

Mame [ | (Browse )

[ 0K ] [ Cancel

53

&) %J Lacal intranet

7  Click Browse to display the Choose File dialog box.

Choose file [

Look jr: | @ My Documents j I‘j‘ '
@My TMusic
[(Z My Pictures
My Recent il enCoPurch
Documents
=
Desklop

My Documents

@

My Computer

@

My Nebwork File name: |GardenEoPurchaseDrder.doc j Open |
Flaces
Files of ype: — [All Files %) =l Cancel

Tip If you use the Choose File dialog box, you might need to navigate to My
Documents to find the GardenCoPurchaseOrder.doc that you created earlier in
this chapter. Alternatively, type the location of the document to attach in the
Name text box.
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10

Attachment

CLOSE the browser.

72

Select GardenCoPurchaseOrder.doc, and then click the Open button, or double-
click the document to open it.

Once selected, the location of the selected document is displayed in the Name
text box.

Click OK to attach the document to the list item.

The Common Buyer Tasks: Generate purchase order edit page is displayed. The
attachment is listed at the bottom of the page. A Delete link also appears that can
be used to remove the attachment anytime this page is displayed.

) Common Buyer Tasks - Generate purchase order - Microsoft Internet Explorer

fle Edt Wew Favortes Tools  Help 5

Qe - © |ﬂ @ _jj /._U Search \f‘\}*Favuntes o [-“v ; ] - i 3

Address |@j http:ifgardencofListsiBuyer Tasks/EditForm, aspr?ID=4aS0urce=http% 34 % 2F Y 2Fgardenco%. 2FLists % 2FBUyer Tasks Wb 2FAl V‘ a Go Links **

~
|l Save and Close | ([ Attach File | 3 Delste Itern | Go Back to List =

Title * |Generate purchase order

Priority 1) High
% Complete [y
Assigned o [{uane) ¥

Description I

Use Microsoft Word mail merge to generate a purchase order
[fram the filkered list,

Enter date in M/DAYTTY format

Enter date in M/DAYYY farmat,
Attachrents Ci\Documents and Settingsh\catherinet\My Documents\GardenCoPurchaseOrder.dac =

* indicates & required fisld

[E3

&] %J Local intranet

Important At this point, the document is just associated with the list item.
Closing the browser or clicking Go Back to List will abandon the attachment.

Tip Multiple attachments are supported on each list item. You may click Attach
File repeatedly and attach as many documents as you want. However, the interface
only supports attaching a single document at a time.

Click Save and Close to complete the process of attaching the document to the
list item.

The Common Buyer Tasks page is displayed.

Each list item in the list that has one or more attachments will be displayed with
an attachment icon in the leftmost column.
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Adding, Editing, and Deleting List Columns

The list templates provided by Windows SharePoint Services are a great start to generate
a list with very little effort. However, should you need to customize them, Windows
SharePoint Services enables you to add, edit, and delete the columns in any list.

A plethora of column types exist when you want to extend a list with an additional
column. Once you name your new column, you need to select one of the column types
displayed in the following table.

Tip Most, but not all, column types have both Required and Default value options.
If Required is set to true, the user must enter a value into the column when creating or
editing a list item. If the user doesn't enter a value, the Default value will be used.

Note Because every column type has a Description option and an Add to default view
option, these options are not explicitly listed in the table.

Column Type Used To Options Edit Using
Single line of  Enter a few words Required Single-line text box
text Maximum number of

characters

Default value

Multiple lines  Enter one or more Required Multiple-line text
of text sentences Number of lines to display box with a toolbar
Allow rich HTML text to edit text
Choice Select one or more  Required Drop-down list,
choices from a static  List of choices option buttons,
list Display options or a group of
Allow fill-in" choices checkboxes

Default value

Number Enter a number Required Single-line text box
Minimum and Maximum
values
Number of decimal places
Default value
Show as percentage

Currency Enter a monetary Required Single-line text box
value Minimum and Maximum
values

Number of decimal places
Default value
Currency format
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Column Type Used To Options Edit Using
Date and Enter date and/or Required Date text box with
Time time-of-day Date format a pop-up calendar
Default value and drop-down
lists for hours and
minutes
Lookup Select one member  Required Drop-down list
of the site or list Get information from
item from a list in In this column
the site Include presence
information
Yes/No Enter true or false Default value A single check box
Hyperlink or ~ Enter a link to a Required Single-line text box
Picture page or picture Format URL as
Calculated Calculate Formula Single-line text box
information from The data type returned
columns on this from this formula is

list, columns on
another list, dates,
or numbers using
standard
mathematical
operators

After you've added a column, you can make some changes to it. You can change the
display name but the internal name cannot be changed. Most other column options can
be changed even after data has already been entered into the list. If changing an option
will potentially result in the loss of information, Windows SharePoint Services will prompt
you to confirm the change before proceeding.

Tip You can also change a field from not required to required after data has already
been entered. The underlying data is not affected unless someone attempts to edit an
existing record. The new required rule is enforced and the list item cannot be saved
without providing a value in the required column.

Most columns in the list can be deleted. However, all lists have at least one column that
cannot be removed, typically the Title column. Certain lists also prevent the deletion
of columns so that the list can display properly or so that they integrate with the Microsoft
Office System properly. For example, the Assigned To, Status, and Category columns
of any list based on the Issues list template cannot be deleted, and all of the default
columns in any list based on the Event list template cannot be deleted.
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Five columns are automatically created and cannot be changed: ID, Created, Created
By, Modified, and Modified By. The ID column ensures that the list item is unique in the
list. It contains a sequential number beginning with 1 and increments by 1 for each new
list item. Windows SharePoint Services automatically captures when the list item was
created, who it was created by, when it was modified, and who it was modified by. Initially,
the Created and the Modified columns are equal, as are the Created By and Modified
By columns.

In the following exercise, you will enhance the Common Buyer Tasks list by adding a
Sequence column, by editing the Priority column to include an additional option, and
by deleting the % Complete column. Finally, you will change the order of the columns
on the New, Display, and Edit pages to show the Description column immediately after
the Title column.

OPEN the SharePoint site where you previously created the Common Buyer Tasks list, for example,
http://gardenco. If prompted, type your user name and password, and then click OK.
BE SURE TO verify that you have sufficient rights to manage the list. If in doubt, see the Appendix

on page 260.
1 On the Quick Launch bar, click Common Buyer Tasks.
2 Onthe left side of the page in the Actions section, click Modify settings and columns.

The Customize Common Buyer Tasks page appears.

2 Customization - Microsoft Internet Explorer El
o

Fle Edt Wew Favorkes Tools  Help 4

Q- O (¢ @& ) search 5 Favories 2 K- ; o] - i 3

Address |2j http:figardence)_layouts 1033 listedit. aspyeList={2609014B-DASO-4480-A139-1 AGBESE1 9962} v‘ a Go  Links ™
Attschments enablsd: Tes ~
Content Approval Required: No
B Change general settings
o save list as template
® Change permissions for this list
& Delete this list
Columns

E & column stores information about each item in the list, Colurmns currently in this list:

Colurnn {click to edit) Type Required

Title Single line of text v

Priority Chaice

Status Choice

% Complete Hurnber

Assigned To Lookup -
Description Multiple lines of text

Start Date Date and Time

Due Date Date and Time

B Add a new column

B Change the order of the fields

&3

&) %J Lacal intranet

3 In the Columns section, click Add a new column to display the Common Buyer
Tasks: Add Column page.

4  In the Column name text box, type Sequence.
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5  Inthe list of column types, click Number.
6  Inthe Description text box, type Used to order tasks..

7  Leave the default values for the rest of the column'’s settings.

2 Create New Column - Microsoft Internet Explorer

File Edt Wew Favorktes Tools Help

(Dmack ~ () |ﬂ @ _h f'i\i Search 7 Favarites &) [7;- :_\; M - o, §

adivess [{€] httpsjjgardencel_layouts/1033/fdbiew. aspx7List=%7526020 196%2DDASI% 2044809 2DAL39% 2D L A6SE9519982%7DeF v | (£ Go  Links

Team Weh Site 2
\j) Common Buyer Tasks: Add Column

Use this page to add a column to this list,

Name and Type

Column name:

Type a name for this colurmnn, and select the \Sequen:e
type of information you want to stare in the
column.

The type of information in this column is:

© single line of text

© Multiple lines of text

© choice (menu to choose from)

@ Mumber (1, 1.0, 100)

() Curreney (§, ¥, £) 3
© Date and Time

() Lookup (information already on this site)

© es/o (check box)

© Hyperlink or Picture

() Calculated (calculation based on other columns)

Optional Settings for Column

Sperify detailed aptions for the type of
infarmation you selected. Show me mors

Description:

Used to order tasks. ‘

[£3

&] Dane %J Local intranet

8  Scroll to the bottom of the page, and click OK to finish adding the Sequence column
to the list.

The Customize Common Buyer Tasks page is displayed.

The buyers commonly have some tasks that are very low on the task list and would like
to add an option to the Priority column to reflect this. They typically use Medium rather
than Normal to rank their tasks and they would like to allow people to enter priorities
other than High, Medium, Low, or Very Low.

1  To edit the settings for the existing column, in the Columns section, click Priority.

2 Inthe Type each choice on a separate line text box, type (4) Very Low as the last
line to add an additional option to the drop-down list.

3 In the Type each choice on a separate line text box, replace (2) Normal with (2)
Medium in the second line to alter the existing option in the drop-down list.

Tip Any list items that previously had the option (2) Normal chosen will need
to be manually changed to the new option, (2) Medium. Also, if you don't change
the Type each choice on a separate line text box, the Default value will change to the
first choice on the list, (1) High in this case. If you want the Default value to remain

as the second option, you need to type (2) Medium into the Default value text box.
For this exercise, you can use the default (1) High.
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4 In the Allow ‘Fill-in" choices column, click Yes to allow values that are not included
in the column’s list of choices to be entered.

Tip Optionally, choose to display the choices using the Radio Buttons option
or "Checkboxes (allow multiple selections)” option. Selecting the Checkboxes option
will allow multiple values to be selected.

2 Edit Column - Microsoft Internet Explorer

File Edt Wew Favorktes Tools Help

Qu-Q X @& ) search 5 Favertes {2) - :\; o - o, §
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Type each choice on a separate line:
(1) High

(2) Medium
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|
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@ Drop-Down Manu

3 Radio Buttons
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@ ves O Mo

Default value:

@ Chaice (O Caloulated Value

[ Delete ] [ Ok ] [ Cancel v
€] Done %J Local intranst

5  Click OK to save changes to the Priority column.
The Customize Common Buyer Tasks page is displayed.

The buyers don’t plan on using the % Complete column, so it can be deleted. In the next
part of the exercise, you will delete this column from the list.

1  In the Columns section, click % Complete to delete the existing column.

2  Atthe bottom of the page, click Delete to initiate deletion of the % Complete column
from the list and display the deletion confirmation dialog.

A dialog box appears, asking you if you're sure you want to delete the column.

Microsoft Internet Explorer,

. P 3 This column will be removed and all the data stored in that column will be permanently
\:/ deleted, Are you sure you want to delete this column?

R |[ Cancel ]

3 Click OK to delete the % Complete column.

The Customize Common Buyer Tasks page is displayed.
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When creating or editing list items, the buyers would like to show the Description column
immediately after the Title column. In the next part of the exercise, you will change the
order of the columns displayed on the New, Display, and Edit pages.

1 In the Columns section, click Change the order of the fields.

2 To the right of the Description column, select 2 from the drop-down list to change
the sequence of the fields so that the Description column comes immediately
after the Title column.

3 Click OK to save the sequence change.
The Customize Common Buyer Tasks page is displayed.

4  Atthe top of the page, click Go Back to “Common Buyer Tasks” to return to the
default list view page.

5  Click New Item to display the Common Buyer Tasks: New Item page.

6  On the modified Common Buyer Tasks: New Item page, verify that the order of
the columns has changed and the Description column comes immediately after the
Title column.

) Common Buyer Tasks - New Item - Microsoft Internet Explorer, |Z”E‘E|
lf'r

fle Edt Wew Favortes Tools  Help

Qe - © |1l] @ _jj /._U Search \;";}'Favuntes o [:;‘v ; ] - i 3

fidress | (€] httpsijgardencofListsjBuyerTasks/NewForm, aspx?Source=—https3A%2F 42F gardencat2FLists % 2FBuyer TaskswozFalltems | £ Go  Links

' Home Documents and Lists Create Site Settings Help

Team Web Site
Common Buyer Tasks: New ltem

| save and Close | ([ Attach File | Go Back to List

Title * ”

Description

A

oy @ -

) Specify your own value

status Mot Started v
Assigned To [(Nane) v

startDate [13/30/2004 | [12 aM v
Enter date in M/DATYYY farmat,
s Dt T e [l
&) Dane %J Local intranet

[E3

CLOSE the browser.
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Sorting and Filtering a List

As the list grows, it eventually becomes difficult to see the entire list on a single page.
To this end, Windows SharePoint Services provides built-in sorting and filtering capa-
bilities. On any standard list view page, individual column headers can be used to alpha-
betically sort the entire list, first ascending and then descending.

Filtering on the list view page works similar to the way Microsoft Excel auto-filter works.
Once the filter is enabled, a unique list of the values for each column is generated and
presented as a drop-down list above each column. The filters are cumulative.

Tip In the Datasheet view, sorting and filtering are available from the drop-down arrow
on the top right corner of every column.

In this exercise, you will sort and filter the Common Buyer Tasks list.

OPEN the SharePoint site where you previously created the Common Buyer Tasks list, for example,
http://gardenco. If prompted, type your user name and password, and then click OK.
BE SURE TO verify that you have sufficient rights to view the list. If in doubt, see the Appendix

on page 260.

4

Ascending Sort

.T\.

Descending
Sort

1 On the Quick Launch bar, click Common Buyer Tasks.

2 Edit each list item as indicated in the following table:

Title Sequence

Ensure vendor access 1

Notify Receiving about purchase

2
Identify seedlings to purchase 3
4

Generate purchase order

3 Move the mouse over the Sequence column and wait for about a second.

The column will be immediately underlined and a ToolTip will appear that reads
Sort by Sequence.

4  Click on the Sequence column.

A down arrow icon is displayed to the right of the column name, and the list items
are displayed in ascending numerical order.

5  Click on the Sequence column again.

An up arrow icon appears to the right of the column name, and the list items are
displayed in descending numerical order.
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A Filter 6

W

Filtered

2 Common Buyer Tasks - Microsoft Internet Explorer

Fle Edt View Favorites Tooks Help

Q- Q HEAG ) ssarch 'z Favortes {£2) - ; 3-8 3

¥ Home Documents and Lists Create Site Settings Help

Team Web Site
Common Buyer Tasks

2

1dentify seedlings to purchass ! rew
By Assigned To - .
Notify Receiving about purchase ! rew

Ensure vendor sccess | HEw
Actions

@ Alert me

Select a view List for tracking buyer process
6l Verle SMew Item | VaFilter | A Editin Datasheet
My Tasks
@ Titls A Assigned To  Status
Due Today .
@ Generats purchase order ! new
Active Tasks

address €] httpfgardencolLists/BuyerTasks Allltems. aspx?Sort Field=SequencetSortDir=Descivisw="7b79F40900%2d4272%2d4¢ | [£] Go

Friority
Mot Startsd (1) High

Mot Startsd (2) Normal
Mot Started (2) Normal
Mot Startsd (2) Normal

Due Date | Sequencet

4

3
z
1

£

% Local intranet

Tip Clicking on another column will abandon the sort on the current column.
You must use a list view to get more than one column sorted.

Click Filter.

Drop-down menus above each column are displayed.

In the drop-down above Priority, click (1) High.

The page immediately redisplays the filtered list with only those list items that are

set to a high priority.

The Filtered icon appears to the right of each column that has an auto-filter applied.

2 Common Buyer Tasks - Microsoft Internet Explorer

Fle Edt View Favorites Tooks Help

Gﬂack - Q @ @ ‘;j pSearch ‘?‘:‘\?Favnrites &) D/:?- :,\; [ - _J ﬁ 3

e
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Team Weh Site
Common Buyer Tasks

Selsct & Visw List for tracking buyer process
llmacics] SHew ttern | P Chanae Filtsr | CAEdit in Datashset
My Tasks :
@ Title A Assigned To
Dus Taday ,
B Generate purchase arder ! nen
Aetive Tasks

By Assigned To

High Priority
Tasks

Actions
o alert me

® Export to
spreadsheet

@ Modify settings
and columns

Address | 2] hitp ! fgardencofLists/BuyerT asks Al lkems, aspx?SortFiekl=SequencegSontDir=Descaiew="7h7oF40908 % 2d42readec ¥ | (£ G0

Status Priority ¥ | Du
Not Started | (1) High

Links >

e Date  Seguencet

4

E3

% Local intranet

Click Change Filter.

Change Filter
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The list is redisplayed with drop-down menus above each column so that additional
columns can be filtered.

Tip Toreturn to a full list, either click on one of the list views to the left of the page
or return all filter to (All).

CLOSE the browser.

Adding and Modifying a List View

Sorting and filtering directly on a list view page’s columns is only temporal. However,
you can use the list views to provide permanent definition of how the information in the
list is displayed. List views define which columns to show in a list and in what sequence
these columns are displayed. The sequence is defined from left to right. They may also
define the order of rows to be presented, which rows to reveal, and how the list items
will be grouped, totaled, styled, and paginated. List views can be created using one of
the three starter views defined in the following table.

Starter View  Description

Standard View View data in a standard table and easily switch to Datasheet View.

Datasheet View View data in an editable spreadsheet and easily switch to Standard View.

Calendar View  View data in a calendar format and easily switch from day view,
to week view, and to month view.

Every time a new list view is created for a specific list, it begins as one of these starter
views. Once created, it is placed to the left of the page with the other list views.

There are two kinds of list views: Public and Personal. Public list views can be seen by
everyone that can view the list, whereas, Personal list views can be viewed only by the
creator. Readers and contributors cannot create Public list views. Everyone can create
their own personal list views on a list.

In this exercise, you will create a Public list view called High Priority Tasks for the buyers
to see only the tasks that are currently set to a (1) High priority along with their current
status. You will use the Datasheet view starter so that all the list items can be easily
updated simultaneously.

OPEN the SharePoint site where you previously created the Common Buyer Tasks list, for example,
http://gardenco. If prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to manage the list. If in doubt, see the Appendix
on page 260.

1  Onthe Quick Launch bar, click Common Buyer Tasks to display the Common Buyer
Tasks page in standard view.
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82

2

(-}

On the left side of the page in the Actions section, click Modify settings and columns
to display the Customize Buyer Tasks page.

At the bottom of the page in the Views section, click Create a new view.

The Common Buyer Tasks: Create View page appears.

-2 Create View - Microsoft Internet Explorer |Z”E‘E|
lf'r

Ele Edt Wew Favories Took el

- = Y 5 W - ‘

Q-0 ¢ [A& S seach S cRavaries {F) (- i ] - i 3

Address [{€] http:jigardencol_layouts{1033j¥ienType.aspaList=:762609D145%2DDAS0 72044809201 35%.2D1 4686381996271 ¥ (£ Go  Links ™

I 7§ Home Documents and Lists Create Site Settings Help

Team Web Site
\j) Common Buyer Tasks: Create View

Use this page to select the type of visw you want to creats for your data,
;‘ Standard View
L iew data on & Weh page. You can choose from a list of display styles,

= Datashest View
- view data in an editable spreadsheet format that is convenient for bulk editing and quick customization,
al

Calendar Wiew
Display your data in & calendar format,

53

&) Dane %J Lacal intranet

Click Datasheet View so that the new list view has an editable spreadsheet as its
default view and displays the Common Buyer Tasks: Create Datasheet View page.

In the View Name text box, type HighPriorityTasks.
In the Audience section, verify that Create a Public View is selected.

Uncheck all check boxes in the Display column except the Title (linked to item with
edit menu) column and the Status column.

A Create View - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help "
p A | @ 0 >3 W
- ) 7 4 - ¥ - 38
Q- O (¢ @& SO seach G cFavaries B) (- i @ i@ 3
address [ {€] http:jigardencol_layouts{1033/Viewhiew spxPList=%762609D1 45%20DAGIY: 20448092001 35%.2D1 4686381996270 v | (£ Go  Links »
7 E
Name view Name: =
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click this link, Show me mere o o I s i)
infarmation. PP P i
Audience view Audisnce: -
Selact the aption that represents the O Creats a Personal View
intended audience for this view. Show Personal Views are intended for your use only. Howsver, if
me more infarmatien, given the carrect URL, athers may use, medify or delete your
personal view.
& Create a Public View
Public views can be wisited by anyone using the site.
= Columns
Selact or clear the check box nextts  Display  Column Name Pasition from Le
each calurin you want to show or hide
in this view. To specify the order ofthe L] Aftachments
columns, select & number in the
e T Title (linked to itsm with edit menu)
O Assigned To
Status
[ Orinvite - ¥
< | =
&) Dane %J Lacal intranet
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The Title column is currently set to 2 and the Status column is currently set to 4.
Therefore, the Title column will be displayed before the Status column.

Tip There are three Title columns listed in the Columns section. They all represent
the same value, but each one is displayed in a special way. The selected "Title column:
Title (linked to item with edit menu)” not only shows the text value of the Title
column but also includes a drop-down menu that can be accessed by moving your
mouse over the text and clicking on the down arrow. “Title (linked to item)”, currently
unselected and at the bottom of the Columns section, simply presents the text value
in the Title column as a link to the View page for each list item. And finally, the actual
Title column, also currently unselected, is just like any other column; it shows only
the text captured for the Title column for each list item.

8 Inthe Sort section in the First sort by the column drop-down list, click Sequence
to order the list using the value in the Sequence column.

By default, it appears in ascending order.

9 In the Filter section in the Show the items when column drop-down list, click Priority
to set up a row filter.

10 Leave is equal to as the selected option for the filter condition.

11 |In the text box just below the filter condition, type (1) High.

A Create View - Microsoft Internet Explorer

Fle Edt Wew Favorktes Tools Help

p A A n 5 R
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e e it
-~
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fla | Show items in descending order
() (C, B, A, or 3, 2, 1)

Then sort by the column:

[Mane v

Show items in ascending order
ta, B, C,orl, 2,3

Show items in descending order
(C,B, A, 0r3,2,1)

= Filter

Show all of the iterns in this view, or

display a subset of the items by using (@] [m] Shaow all itemns in this view

filters. To filter on a column based on

the current date or the currsnt user of ==

the site, type [Todayl or [Melasthe () == Show items only when the following is true:

column value, Show me more

information. show the items when column

[ Priority ~

[¢1) High | 2
3 I
€] Done: &J Local intranet

12 Click OK to save the list view and redisplay the Customize Common Buyer
Tasks page.
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Now that the list view has been created you can go back and change the display name.

1 At the bottom of the page in the Views section, click HighPriorityTasks to display
the Common Buyer Tasks: Edit Datasheet View page.

2 Inthe View Name text box, replace HighPriorityTasks with High Priority Tasks
(including spaces) to change the name that is displayed at the left of the list
view page.

3 Scroll to the bottom of the page, and then click OK to redisplay the Customize
Common Buyer Tasks page.

4  Near the top of the page, click Go Back to “Common Buyer Tasks” to return to the
default list view page for the list.

5  On the left side of the page, click on High Priority Tasks to display the list using
the rules that we established in this exercise.

-2 Common Buyer Tasks - Microsoft Internet Explorer |Z”E‘E|
lf'r

Fle Edt Wew Favortes Iooks Help
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' Home Documents and Lists Create Site Settings Help
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2

Common Buyer Tasks
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B Alert me
B Export to F
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&) %J Lacal intranet

CLOSE the browser.

Setting Up Alerts

Windows SharePoint Services includes a handy feature that sends an e-mail notification
whenever changes are made to site content, including changes made to list items in a list.
The setup for an e-mail notification is called an alert. No alerts are set up automatically,
so you must sign up for the alerts you want.

Alerts are quite easy to set up. Every list in a SharePoint site displays an Alert Me link in
the Actions section at the left of the page. By clicking on this link, you can subscribe to a
list level alert. A similar Alert Me option is available when viewing any list item in the list.
As you might suspect, with this link you can subscribe to a list item level alert.
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Alerts specify to whom the alert is sent and the kind of changes and frequency for which
the alert is sent. By default, the alert is sent to the e-mail address of the user setting up the
alert. If no e-mail address has been established for the authenticated user, the Send Alerts
To section prompts for one. Once provided, the e-mail address will be remembered for
subsequent subscriptions. Should the e-mail address provided need to be changed later,
a link called “Change my e-mail address” is included in the Send Alerts To section.

You have some choices when setting up alerts as to the type of change that you want to be
alerted about. List level alerts allow subscriptions for All Changes to any list item changes
or alternatively for Added items only, Changed items only, or Deleted items only. If you
want to see added items and changed items but not deleted items, you need to set up two
alerts. List item level alerts, on the other hand, allow alerts only for Changed items.
This is logical because you can only set up this alert once the list item already exists;

a deletion is considered a change to the list item.

Tip Document libraries support the additional ability to set up alerts when Web
discussion updates occur. For more information about document libraries, refer to Chap-
ters 5 and 6.

You must also specify the alert frequency. You have three choices for any type of alert:
Send e-mail immediately, Send a daily summary, or Send a weekly summary. Choosing
to receive an alert immediately queues the notice to be sent as soon as the next job runs
or whenever the alert is triggered. By default, the alert job runs every five minutes but
could be configured by your administrator to wait as long as 59 minutes. The daily and
weekly summary stores all changes made to the list or the list item and sends a summary
at the end of the period chosen. By default, daily summary alerts are generated at mid-
night each night and weekly summary alerts are generated at midnight on Sunday night
each week.

Lists created using the Issues list template have an additional, special alert that can be
enabled at the bottom of the general list settings for the list. When enabled, a supplemen-
tary notice is sent to the user in the Assigned To column of the issue whenever the list
item is changed.

Tip Administrators of the SharePoint environment can establish quotas for the total
number of alerts that any user can subscribe to. By default, this quota is set to 50. This
number can be changed or even set to unlimited. Alerts can also be turned off entirely.

You can view and manage all of the alerts that you have previously set up using the “View
my existing alerts on this site” link in the Alert Frequency section instructions. To add
or delete alerts, you can use the Add Alerts or Delete Selected Alerts links.

Important Alerts must be manually deleted when users are removed from a site,
otherwise the alerts are orphaned. Also, if a user has set up alerts for themselves, they
will continue to receive them even if they are removed from access to the list. It is important
to delete these alerts to prevent unauthorized users from having access to site and user
information.
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In this exercise, you will create a new alert that notifies you of all changes to the Common
Buyer Tasks list. After testing the alert, you will delete it.

OPEN the SharePoint site where you previously created the Common Buyer Tasks list, for example,
http://gardenco. If prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to manage the list. If in doubt, see the Appendix
on page 260.

1  On the Quick Launch bar, click Common Buyer Tasks.

2  On the left side of the page in the Actions section, click Alert me to display the New
Alert: Common Buyer Tasks: All items page.

3 Leave the default settings of All changes and Send e-mail immediately.

2 New Alert - Microsoft Internet Explorer

File Edt Wew Favorktes Tools Help
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v
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4  Click OK to create the e-mail alert and return to the Common Buyer Tasks page.

Important |If your server is not configured to send e-mail, an Error page
appears. If this page appears, you will not be able to complete the rest of the steps
in this exercise.

5 Edit the Notify Receiving about purchase item, and then change the Priority
to (1) High. Be sure to click Save and Close after making the change.

6  After a few minutes, you should receive an e-mail message that looks like
the following:
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CLOSE the browser.
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I Flle Edit Wew Insert Format Took  Actions  Hslp

i 3 Reply | EReply toall | 5 Forward | (o 1o |3 | ¥ [0 |5 X | & - & ~A°I@!

From:  Team Web Site [SPAdmin@gardencodom.local] Sent:  Tue 11/30/2004 1:11 AM
To: Catherine Turner
Ce:

Subject: NotiFy Receiving about purchase has been modified by Catherine Turner

Alert result
hittp:/foardenco - Team Web Site

Common Buyer Tasks Summary
Notify Recsiving shout purchase was modified by Cathering Turner at 11/30/2004 1:10 AM,

Goto My Alerts to edit, delste, or view your alsrts,

Now you will delete the alert.

On the Common Buyer Tasks page on the left side of the page in the Actions section,
click Alert me to display the New Alert: Common Buyer Tasks: All items page.

In the Alert Frequency section, click View my existing alerts on this site to display
the My Alerts on this Site page.

Add a check mark next to Common Buyer Tasks: All items.

2 My Alerts on this Site - Microsoft Internet Explorer, |ZHE‘
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Use this page to manage the list of libraries, files, lists, and items far which you recsive alsrts. Click the
name of an alert to edit its settings, More information on alerts.

S]Add Alert | X Delete Selzcted Alerts

Mame of List: Itemn Send Alerts About
Frequency: Immediate
ornman Buyer Tasks: Al iterns changes
c Buyer Tasks: All it Al ch
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Click Delete Selected Alerts.

W Delete Selected Alerts

The “Are you sure you want to delete this alert?” dialog box is displayed.

Click OK to confirm the deletion.
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Delete a List

It is important to know how to get rid of an obsolescing list or perhaps one created in
error. But be forewarned, deleting a list permanently removes the list and all the list
items contained within it. Once it’s gone, it’s gone. There is no recycle bin.

That said, The Garden Company buyers are happy with their new Common Buyer
Tasks task list and no longer need the Tasks task list that was created when the site
was originally provisioned. In this exercise, you will delete the surplus list.

OPEN the SharePoint site where you previously created the Common Buyer Tasks list, for example,
http://gardenco. If prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to delete the list. If in doubt, see the Appendix
on page 260.

1  On the Quick Launch bar, click Tasks.

2 Ontheleftside of the page in the Actions section, click Modify settings and columns
to display the Customize Tasks page.

3 In the General Settings section, click Delete this list.

The “Are you sure you want to delete this list?" dialog box is displayed.

Microsoft Internet Explorer, rz|

\‘\.’/ Are you sure you wank o delete this list?

[ ok |[ Cancel ]

4  Click OK to confirm the deletion.

The Documents and Lists page appears. The Tasks list is no longer shown
on the Documents and Lists page.

CLOSE the browser.



Key Points
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Lists are like editable, Web-based tables.

List templates can be used to generate a new list with a static set of default columns.
There are 14 built-in, default list templates: Agenda, Announcements, Contacts,
Custom List, Custom List in a Datasheet, Decisions, Events, Import Spreadsheet,
Issues, Links, Objectives, Tasks, Text Box, and Things To Bring.

You can create SharePoint lists using descriptive, easy to remember, consistent
names.

One or more documents can be optionally attached to a list item.

With Windows SharePoint Services, you can add, edit, and delete the columns
in any list.

List views define how the list items in the list are displayed. Lists can be sorted
and filtered manually or through the use of named list views.

Public list views can be seen by everyone, whereas Personal list views can only
be seen by their creator.

You can create alerts for a list when you want to know that an item in a list has
been changed.

Deleting a list permanently removes the list and all the list items from the site.
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Creating and
Managing Libraries

In this chapter you will learn to:

v/ Create libraries.

Add documents.

Add pictures.

Create a new folder in a library.

Check documents in and out from the document library.
Check documents in and out from Office 2003.

Work with version history.

Delete documents.

Use alerts.

AN N N U N N NI N

One of the most compelling features Microsoft Windows SharePoint Services provides
is libraries. Libraries are a great place to store documents or forms. In a business, being
able to quickly and effectively find and access information in documents is of paramount
importance. You learned in the previous chapters that lists are a great way to work with
structured data; libraries function similarly for unstructured data like Word documents.
With SharePoint document libraries, you can filter and group documents, as well as see
metadata for documents stored in the library.

In this chapter and the next, you will learn how to work with documents in SharePoint
Services. This chapter focuses on creating libraries, adding documents and pictures to
them, and working with documents in document libraries. In Chapter 6, “Managing
Libraries,” we will focus on modifying and configuring document libraries; you will use
the libraries and views created in this chapter’s exercises for the exercises in Chapter 6.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xxi—xxiv.

Important Before you can use the practice files provided for this chapter, you need
to install them from the book’s companion CD to their default locations. See “Using the
Book's CD-ROM" on page vii for more information.

Important Remember to use your SharePoint site location in place of http://gardenco
in the exercises.
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Creating Libraries

You can use libraries to store your documents on a SharePoint site rather than on your
local computer’s hard drive so that other employees can more easily find and work
with them. Libraries are similar to lists, but they are used instead to store files. Like lists,
libraries have metadata, which lets you easily filter, sort, and group items in the libraries.

Creating Document Libraries

When you create a new SharePoint site, a generic document library called Shared Documents
is created for you. You might not want to use this library because it lacks a descriptive
name. Instead, you should create new libraries for a particular category or subject of your
business. For instance, in the examples used in this book, Catherine Turner of The
Garden Company could create a document library for documents describing the different
plant types that the company carries, or one for company newsletters. You want to make
sure that the name of a document library is descriptive and that each library has a specific
topic to make it easier to find the documents. Storing all documents together in the
Shared Documents document library defeats the purpose of using SharePoint sites to
make information easier to find.

In this exercise, you will open your SharePoint site and create a new document library
called Plant Descriptions.

OPEN the SharePoint site in which you'd like to create a document library. If prompted, type your user
name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to create a document library. If in doubt, see the
Appendix on page 260.
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1 On the top link bar, click Create.
The Create Page page appears.

2 In the Document Libraries section, click Document Library.
The New Document Library page is displayed.

3 Inthe Name box, type the name that you want to give the document library,
for example Plant Descriptions.

4  In the Description box, type the description of the document library, for example
Contains 1-page descriptions of each plant we carry.

5  Inthe Create a version each time you edit a file in this document library? section,
select Yes.

Leave all other areas of the page on their default settings. You have entered all the
information necessary to create a document library.
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| New - Microsoft Internet Explorer
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Document Versions : : " :
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6  Click the Create button.

The new Plant Descriptions document library appears.

2 Plant Descriptions - Microsoft Internet Explorer
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There are no items to show in this view of the "Plant Descriptions" document library. To create a new item,

Actions click "New Document” or "Upload Dacument” abave.

@ Alert me

8 Export to
spreadsheet

B Modify settings
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CLOSE Internet Explorer.

Creating Form Libraries

Form libraries function similarly to document libraries, but store specific types of
4@ documents—forms—and have enhanced integration with Microsoft InfoPath, such as
allowing you to create form libraries from InfoPath. On the companion CD, see the
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“Using Windows SharePoint Services with InfoPath 2003” document, which discusses in
detail how Windows SharePoint Services and InfoPath work together.

Forms are a more structured type of information. They have a set of fields that are filled
out in a uniform manner. Form libraries are excellent for structured documents, such
as Purchase Orders or Vacation Requests. To get the full benefit from form libraries, you
need to use InfoPath for designing and filling out forms. The following exercise walks

you through creating a new form library by using Windows SharePoint Services. On
the companion CD, see the “Using Windows SharePoint Services with InfoPath 2003”
document to see how to create a new form library from within InfoPath.

In this exercise, you will open the SharePoint site and create a new form library called
Purchase Orders. You will then associate a Purchase Order form template with that
library so when someone fills out the form, they will be presented with the standard
Purchase Order form.

USE the practice file Purchase Order Template.xsn in the practice file folder for this chapter. The practice
file folder is located in the My Documents\Microsoft Press\SharePoint Services SBS\Chapter 05 folder.
OPEN the SharePoint site in which you'd like to create a form library. If prompted, type your user
name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to create a form library. If in doubt, see the Appendix
on page 260.

1 On the top link bar, click Create.
The Create Page page appears.

2 In the Document Libraries section, click Form Library.
The New Form Library page appears.

3 In the Name box, type Purchase Orders.

4  In the Description box, type Contains purchase orders..

You have entered all the information necessary to create a form library.

5  Click the Create button.

The form library is created and you are taken to the new Purchase Orders form
library. However, at this point, if you click Fill Out This Form, you will be presented
with a blank form. You still need to associate a necessary form template with the
newly created library.

6  Inthe Select a View: section on the left side of the page, click Explorer View.
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| Purchase Orders Explorer, View - Microsoft Internet Explorer
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Done 0 bytes

Double-click the Forms folder.

Copy Purchase Order Template.xsn from the practice file folder to the Forms folder
by dragging the file into the Purchase Orders window.

Purchase Orders Explorer View - Microsoft Internet Explorer
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Done 58,1 KB

In the Actions section on the left side of the page, click Modify Settings and
Columns.

The Customize Purchase Orders page appears.
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A Customization - Microsoft Internet Explorer,
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53

Done %J Local intranst

10 In the General Settings section, click the Change General Settings link.

11 In the Form Template section at the bottom of the page, replace Purchase Orders
/Forms/template.xml with Purchase Orders/Forms/Purchase Order Template.xsn.

12 Click OK, and then click Go Back to “Purchase Orders”.

You are taken back to the Purchase Orders library. The form library is now ready to
be used. If you click on Fill Out This Form and have InfoPath installed, you can fill
out a new Purchase Order.

CLOSE Internet Explorer.

4@
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Tip If you have InfoPath, you can also create a new Forms Library directly from InfoPath
by going to the File menu and selecting Publish. From there, follow the wizard. Refer to
the “"Using Windows SharePoint Services with InfoPath 2003” document on the com-
panion CD for detailed instructions.

Creating Picture Libraries

Picture libraries work the same way as document libraries, except they are optimized
for storing the picture file type. The picture library provides special views for looking at
all of the pictures in the library as a slideshow. It also provides enhanced features for edit-
ing and downloading pictures using integration with Microsoft Office Picture Manager.

In this exercise, you will open the SharePoint site and create a Picture Library for storing
photographs of each employee.
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OPEN the SharePoint site in which you'd like to create a Picture Library. If prompted, type your user
name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to create a Picture Library. If in doubt, see the
Appendix on page 260.

1  On the top link bar, click Create.
The Create Page page appears.

2 Inthe Picture Libraries section, click Picture Library.
The New Picture Library page appears.

3 Inthe Name box, type Employee Photos.

4  Inthe Description box, type Contains photographs of each employee.
You have entered all the information necessary to create a picture library.

5  Click the Create button.

The picture library is created and you are taken to the new Employee Photos picture
library.

A Employee Photos - Microsoft Internet Explorer |;”E‘E|
File Edt Wew Favortes Tools Help o
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Actions
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B Modify settings and
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CLOSE Internet Explorer.

Adding Documents

Document libraries without any content in them are not very useful. After a library has
been created, you can populate it with content. Once documents are in the library, you can
search for and filter them to make it easier to find what you are looking for. Document
libraries also give you the ability to track changes that happen in a document and revert
to older versions if necessary. These topics will be covered in the next chapter, but first,
you need to make sure your documents are available in the SharePoint library.
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In this exercise you will make two new plant descriptions available to employees by
uploading them to the Plant Descriptions library.

USE the practice files WaterOak.doc and NeedlepointHolly.doc in the practice file folder for this chapter.
The practice file folder is located in the My Documents\Microsoft Press\SharePoint Services SBS
\Chapter 05 folder.

OPEN the SharePoint site to which you'd like to upload a file to a document library. If prompted, type
your user name and password and click OK.

1  Onthe top link bar, click Documents and Lists.

2 Inthe Document Libraries section, click the name of the document library you
would like to upload a document to, for example Plant Descriptions.

The Plant Descriptions document library appears.

3 Click Upload Document.

| % Uplaad Docurnent

The Plant Descriptions: Upload Document page appears.
4  Click the Browse button.

5 Inthe Choose File dialog box, browse to the file you would like to upload,
for example WaterOak.doc, and then click Open.

6 Click Save and Close.

|al Save and Close

You are taken back to the Plant Descriptions library.

3 Plant Descriptions - Microsoft Internet Explorer, |;”E‘E|
o
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7  Repeat Steps 3-6 for the NeedlepointHolly.doc file.
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CLOSE Internet Explorer.

Tip You can also upload a document by copying and pasting using Windows Explorer
and using the Explorer View in Windows SharePoint Services (on the left side of the
document library page).

Adding Pictures

Adding pictures to a picture library is much like adding documents to a document library.
In this exercise, you will add an employee picture to the Employee Photos document
library.

USE the practice file pjcov,jpg in the practice file folder for this chapter. The practice file folder is located
in the My Documents\Microsoft Press\SharePoint Services SBS\Chapter 05 folder.

OPEN the SharePoint site that you'd like to use to upload a picture to a picture library. If prompted,
type your user name and password, and then click OK.

1
2

w

|} Add Picture

On the top link bar, click Documents and Lists.

In the Picture Libraries section, click the picture library you would like to store
a photo in, for example Employee Photos.

The Employee Photos document library appears.
Click Add Picture.

The Employee Photos: Add Picture page appears.
Click the Browse button.

In the Choose File dialog box, browse to the file you would like to upload,
for example pjcov,jpg, and then click Open.

Click Save and Close.

You are taken back to the Employee Photos library.

CLOSE Internet Explorer.

Creating a New Folder in a Library

When there are numerous documents in a library, you might want to create a new folder
for documents to help organize the documents in a better way.

Tip

SharePoint Services provides other mechanisms for organization as well, such as

Views and Filters, but people are often familiar with folders and it is easiest to create a
folder structure. These will be discussed in Chapter 6, “Managing Libraries.”

In this exercise, you will create a folder for documents that are classified as In-Progress
so they can be differentiated from complete documents.
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OPEN the SharePoint site that you'd like to use to add a folder to a document library. If prompted,
type your user name and password, and then click OK.

1
2

[CyMew Folder 3

On the top link bar, click Documents and Lists.

In the Document Libraries section, click Plant Descriptions.
The Plant Descriptions document library appears.

Click New Folder.

The Plant Descriptions: New Folder page appears.

In the Name Box, type the name of the folder you would like to create, for example
In Progress.

Click Save and Close.

The updated Plant Descriptions page appears with the In Progress folder added
to the page.

3 Plant Descriptions - Microsoft Internet Explorer, |;”E‘E|
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CLOSE Internet Explorer.

Checking Documents In and
Out from the Document Library

One of the features that Windows SharePoint Services provides is basic document
management. Checking out and checking in documents lets others know what documents
you are working on so they don’t work on them at the same time. Check-in also enables
you to enter comments about what you've changed, which others can then view.

In this exercise, you will change the comments of a document to reflect that this is the
final version of the document.
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OPEN the SharePoint site from which you'd like to check a document in or out. If prompted, type your
user name and password, and then click OK.

1 On the top link bar, click Documents and Lists.
2 In the Document Libraries section, click Plant Descriptions.
The Plant Descriptions document library appears.

3 Move your mouse over the document you would like to check out, for example
WaterOak.doc.

An arrow appears to the right of the document name.

3 Plant Descriptions - Microsoft Internet Explorer,
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4  Click on the arrow.

A menu of options for working with the document appears.

2 Plant Descriptions - Microsoft Internet Explorer
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5  Click Check Out.

Note Notice that under the Checked Out To column, your name (Catherine
Turner in the example) will appear. The document is now checked out to you and,
if you want, you can make changes to the document. For this exercise you are just
going to check it back in and add the comments.

6  Move your mouse over WaterOak.doc and, when the arrow appears to the right
of it, click on the arrow.

7  Click Check In.
The Check In page appears.

8 Select Check In Document, and then in the Check In comments box, type This
is the final version of this document.

2 Check In - Microsoft Internet Explorer,
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9 ClickOK.

You are taken back to the Plant Description document library. Notice that under the
Checked Out To column, your name (Catherine Turner in this exercise) is no longer
listed.

CLOSE Internet Explorer.

Checking Documents In and Out from Office 2003

Checking documents in or out using the browser is a nice feature, but not nearly as
useful as checking documents in and out using the Microsoft Office System. Office 2003
has built-in SharePoint integration and you can easily check documents in and out using
any of the Microsoft Office applications.
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In this exercise, you will open a document from a SharePoint library in Word and check
it out. You will make minor modifications to the document, save it, and then check it
back in to the document library.

OPEN the SharePoint site from which you'd like to check a document in or out. If prompted, type your
user name and password, and then click OK.

Bold

1
2

On the top link bar, click Documents and Lists.
In the Document Libraries section, click Plant Descriptions.
The Plant Descriptions document library appears.

Move your mouse over the document that you would like to edit, for example
WaterOak.doc, and when the arrow appears to the right of the document name,
click the arrow.

Select Edit in Microsoft Office Word.
To open the file, in the dialog box that displays a warning, click OK.

The file opens in Microsoft Office Word. You might be presented with a User Name
dialog box to enter your name and initials. If so, enter your name and initials.

Click File, and then click Check Out.

Select the first instance of Water Oak and then by using the Bold button on the
Formatting toolbar, change it to bold.

L WaterQak. doc - Microsoft Word EH’E”X\
I Flle Edt Wew Insert Format Took Tshle  Window  Help Type a question for help '+ X
NS H RS RV 3983 Bimmetemroen 112 2| B 2 U E|E]5E

—

EE“‘\“‘1‘“\“‘2“‘\“‘3“‘\“‘4‘
The Water Qak is a deciduous tree with brown and dark grey bark. Its leaves are dar ®|®| A
green spoon-shaped. The leaves turn yellow in the fall. As an average growing Oal,
can reach up to 80 feet tall and 55 feet across. The Water Oak, as its name implies
requires much more water than the average Oak, but can withstand miner flooding. j\ & dﬂ j % @

T

5 1 & i chared Workspace - x

¢ Team Web Site
Open site in browser

Water Oale needs full sun exposure and cannot tolerate allkaline in the soil

Status

5] Document checked ot to;
& Catherine Turner
checkin...

Get Updates | options. .

Last updated: 11/21/2004 4:23 AM
Eleo=ug >

4o ow(L

Page 1 Sec 1 11 AL 17" Ln5 Col 22

&

Click File, and then click Save.
Click File, and then click Check In.
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10 In the Check In Comments dialog box, type This is the copy edited with Microsoft
Office Word..

Check In, Comments le

Comments on version:
This is the copy edited with Microsoft Office Word,

11 Click OK, and then close Microsoft Office Word.

CLOSE Internet Explorer.

Working with Version History

When versioning is enabled, Windows SharePoint Services creates a separate copy of the
document each time it is edited. While this takes up extra space on the server, it makes
it easy to go back to an older version of the document if necessary. A more in-depth
discussion of versioning will be covered in Chapter 6, “Managing Libraries.”

When you view a document’s Version History, you will see a list of times this document
was edited and saved as well as the author’s comments on those changes. In this exercise,
you will see what changes have been made to the WaterOak.doc document, and then
revert back to the final copy of the document.

OPEN the SharePoint site for which you'd like to see the version history for a document. If prompted,
type your user name and password, and then click OK.
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1 On the top link bar, click Documents and Lists.
2 In the Document Libraries section, click Plant Descriptions.
The Plant Descriptions document library appears.

3 Move your mouse over the document for which you want to see the version history,
for example WaterOak.doc, and when an arrow appears to the right of the document
name, click the arrow.

A drop-down menu appears.
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3 Plant Descriptions - Microsoft Internet Explorer,
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Click Version History.

You are taken to the Versions saved for WaterOak.doc page. Each version of the
document you saved, the date and time that version was created, and any comments
for it appears.

2 Versions - Microsoft Internet Explorer
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Move the mouse over the date of the document where the comments read
This is the final version of this document., and then click the arrow that appears.

On the drop-down menu, click Restore.
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A Versions - Microsoft Internet Explorer
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Qﬁack -© @ @ ‘_;j pSearch ‘?‘::(Favnrites & D::{- ; W - _J a3

fdldress | &] hitp: f{gardencef_layouts{1033/ersions, aspilist={PD0Y3EEE-4592 40BE-85C6- DIFDZASDTC33) BFileName=2FPlantsz v | [£9 Go  Links >

I ;% Home Documents and Lists Create Site Settings Help

Team Web Site
Versions saved for WaterOak.doc

Actions Versions are currently enabled for this document library.
B Modify X Delete Previous Wersions | Go Back to Docurnent Library
warsioning
settings No. Modified T Madified By Size  Comments
3 11/21/2004 4:30 GARDENCODOM\catherinet 19.5 KB This is the copy edited with Microsoft Office
AM ord.
2 [11/21/2004 4:23  _ | GARDENCODOMcatherinet 19.5 KB This is the final version of this document.
AM
1 11721 wiew GARDENCODOMysatherinet 19.5 KB
aM
[ Restore
Delete
&) Dane

%J Lacal intranet

7  In the dialog box indicating that you are about to replace the current version with
the selected version, click OK.

You will see that there is now an additional version. Windows SharePoint Services
actually copies the version you want to restore and makes it the newest version.

2 Versions - Microsoft Internet Explorer

fle Edt Wew Favortes Tools  Help

oBack -9 @ @ :jj psearch \ii(Favuntes &) ﬁ%- ;. [ - QJ ol §

address | €] http:jjgardenco]_layouts{1033{versions. aspx?FilsMame="2FPlant¥-20Descriptions s 2F water k¥ 2Edacalist={7D093E6 | £ G0 Links **

' Home Documents and Lists Create Site Settings Help

Team Web Site
Versions saved for WaterOak.doc

. Versions ars currently snabled for this document library.
o PGl ¥ Delete Pravious Versions | Go Back to Document Library
wersioning
SEEmEE Ho. Modified Mudified By Size  Comments
4 11/21/2004 4:36 GARDENCODOM\catherinet 19.5 KB
AM
3 11/21/2004 4:30 GARDENCODOM catherinet 19.5 KB This is the copy edited with Microsoft Office
AW Word.
2 11/21/2004 4:23 GARDENCODOM catherinet 19.5 KB This is the final version of this document.
AM
1 1i/21/2004 4:17 GARDENCODOM\catherinet 19.5 KB
AM
&] Dane

%J Local intranst

CLOSE Internet Explorer.

Deleting Documents

Over time, documents accumulate and you eventually need to delete those that are no
longer needed.

In this exercise, you will delete a document that is no longer in use.

OPEN the SharePoint site from which you'd like to delete a document. If prompted, type your user
name and password, and then click OK.

1 On the top link bar, click Documents and Lists.
106



Creating and Managing Libraries 5

2  Inthe Document Libraries section, click Plant Descriptions.
The Plant Descriptions document library appears.

3 Move your mouse over the document you would like to delete, for example
WaterOak.doc, and when an arrow appears to the right of the document name, click
the arrow.

4 On the drop-down menu, click Delete.

2 Plant Descriptions - Microsoft Internet Explorer

Ele Edt Wew Fovortes ook telp
Qe - © B @ -Jj pSearch \;t(Favuntes o &2- ;, -l B3
address | &] http: ipti

Home Documents and

Team Web Site r‘“““““““‘“““““‘““‘” B
(BEE) Plant Descriptions P a
=]

Select a View Contains 1-page descriptions of each plant we carry.

bl [ New Document | 3 Upload Document | [ Mew Folder | YFilter | GAEdit in Datasheet

Explorer View

Type Mame Madified A modified By Checked out T
X B needlepointHolly [iew 11/21/2004 4:02 AM Catherine Turner
Actions
B [wateroak new ~ | 11/21/2004 4:36 AM Catherine Turner
B Alert me -
wiew Properties 11/21/2004 4:08 AM Catherins Turner
8 Export to ;
el 4 Edit Properties

® Modify settings | 9| Editin Microsoft Office Word
and columns X

Delete

] Cheek out

] wersion History
Alert Me
Discuss

Create Document Workspace

&) Dane %J Lacal intranet

5 Inthe dialog box that asks if you are sure, click OK.

The document is deleted from the Plant Descriptions document library.

3 Plant Descriptions - Microsoft Internet Explorer,

Fle Edt Wew Favorktes Tools Help

(Dmack ~ () @ @ \_;j pSearch ‘?‘:t(Favnrites &) D:’é' ; RN« B 3

Team Weh Site pr“‘_‘—"_‘_‘

=) Plant Descriptions
=]

Select a View Contains 1-pags descriptions of sach plant we carry.

llFor ments ] Mew Document | _% Upload Document | [4Mew Folder | ¥gFitter | (B|Edit in Datasheet

Explorer View
Type Mame Modified A rodified By Checked Out T

B weedlepointHolly e 11/21/2004 4:02 AM Catherine Turner

Actions
L3 In Progress 11/21/2004 4:08 AM Catherins Turner

B Alert me

® Export to
spreadshest

& Madify settings
and columns

&) Dane %J Lacal intranet

CLOSE Internet Explorer.
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Using Alerts

One of the most difficult things in business is knowing when information changes.
Windows SharePoint Services helps with this problem by enabling you to subscribe

to an alert. When a document you subscribe to changes, you will get an e-mail message
stating that the document has changed.

For example, you (Catherine Turner in the example) may want to know when the docu-
ment NeedlepointHolly.doc is updated. In this exercise, you will set up an alert for this
document, and then receive an alert that it has been changed.

OPEN the SharePoint site on which you'd like to have an alert on a document set up. If prompted, type
your user name and password, and then click OK.

1
2
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On the top link bar, click Documents and Lists.
In the Document Libraries section, click Plant Descriptions.
The Plant Descriptions document library appears.

Move your mouse over the document for which you would like an alert, for example
NeedlepointHolly.doc, and when an arrow appears to the right of the document
name, click the arrow.

Click Alert Me.

-2 Plant Descriptions - Microsoft Internet Explorer

File Edit Wiew Favorites Tooks  Help "

Qe - © |1l] @ ;j f._"Search \;"'\?Favuntes o E‘;- ; [ - i 3

address | &] http:ffgardenca/Plant%20Descriptions|Forms Alltems, aspx v aau Links *
¥ Home Documents and Lists Create Gite Settings Help
- Team Web S\te_ . ,O ’7
(3 Plant Descriptions
=]

Select a View Contains 1-page descriptions of each plant we carry.

Gl [ New Document | 3 Upload Document | [ Mew Folder | YFilter | GAEdit in Datasheet

Explorer Wiew

Type Mame Modified A rodified By Checked Out T
B [ueedlepaintHolly Trew ~| 11/21/2004 4:02 AM Catherine Turner

Actions -

wiew Properties 11/21/2004 4:08 AM Catherine Turner

B Alert me N
4 Edit Properties

B Export to . N

spreadshest B edit in Microsoft Office Word

B Madify settings ¥ Delete
and columnns 2| cheokom
] wersion History

[ Alertme

Discuss

Create Document Workspace

&] Dane %J Local intranst

The New Alert: Plant Descriptions: NeedlepointHolly.doc page appears. You are given
several options on the frequency of alerts as well as when to be alerted. The default
values are fine for this exercise. If the "My e-mail address is” box is blank, type in an
e-mail address.



10

11
12
13
14

Creating and Managing Libraries 5

A New Alert - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help "

Q- (¢ @& ) search ¢ Favories 2 K- ; o] - i 3

Address (€] httpsjjgardence]_layouts1033/5ubNew. asparList={549D0793-08F 3- 441 F-8960-67A 158631 978} dD=28S0urce=http 309 v | £ o  Links

% Home Documents and Lists Create Site Settings Help

Team Web Site
New Alert: Plant Descriptions: NeedlepointHolly.doc

Use this page to create an e-mail alert notifying you when there are changes to this item. More information on
alerts,

Send Alerts To My e-mail address is:
All of your alerts will be sent to this e-mail address. Change my e- ot egiehgioidencedaptozal
mail address.

Change Type Alert me ahout:
Specify the type of changes that you want to be alsrted to. @ all changes
O changed Iterns

O Web discussion updates

Alert Frequency Alert me how often:
Specify whether you want to be alerted immediately when there is a ® send e-mail immediately.
change, or if you would rather receive a daily or weekly summary J
message. O send a daily summary.
View my existing alerts on this site, O send a waekly summary.
r E s = y
&] Dane %J Local intranst

Click OK.

Important |If your server is not configured to send e-mail message, an Error
page will appear. If this page appears, you will not be able to complete the rest of
the steps in this section.

You are taken back to the Plant Descriptions document library.

Move your mouse over NeedlepointHolly.doc, and when an arrow appears to the
right of the document name, click the arrow.

Select Edit in Microsoft Office Word.

In the dialog box that appears displaying a warning, click OK to open the file.
The file will open in Microsoft Office Word.

Click File, and then click Check Out.

Select the first instance of Needlepoint Holly, and then by using the Bold button
on the Formatting toolbar, change it to bold.

Click File, and then click Save.

Click File, and then click Check In.

In the Check In Comments dialog box, click OK.
Close Microsoft Office Word.
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After a few minutes, you should receive two e-mail messages. The first message
indicates that an alert was successfully created and looks like the following:

You have successfully created an alert for ‘NeedlepointHolly.

P Fle Edt Wew Insert Format Tools  Actions  Help

§ ety | CaRetyto Al | Sy Fonward | 4 | d ¥ S 3 X [+ v & @

From:  Team Web Site [SPAdmin@gardencodom.local] Sent:  Sun 117212004 4:44 AM
To: Catherine Turner
o

Subject: Vou have successfully created an alert for MeediepointHolly.doc

an alert has successfully been added on Team Web Site' for the item, list, or library
'NeedlepointHolly.doc',

You will receive alerts in e-mail. The timing and criteria for the alerts depend on the settings
entered when the alert was added.

You can change this alert or any of your other alerts on the My Alerts on this Site page.

The second message indicates that NeedlepointHolly.doc has been modified and
looks like the following:

B NeedlepointHolly.doc has been modified by Catherine Turner - Mes:

I Flle Edit Wew Insert Format Took  Actions  Hslp

§ Gy | CReplytol | Cyrorward | | ¥ S 3 X |+ a0

From:  Team Web Site [SPAdmin@gardencodom.local] Sent: Sun 11/21/2004 4:51 AM
To: Catherine Turner
e

Subject:  NesdiepointHally doc has been madified by Catherine Turner

Alert result
hittp:/foardenco - Team Web Site

Plant Descriptions Summary
MeedlepointHolly.doc was modified by Catherine Turner st 11/21/2004 4:48 AM,

Goto My Alerts to edit, delste, or view your alsrts,

CLOSE Internet Explorer.

110



Key Points

Creating and Managing Libraries 5

Libraries provide a central location to store documents, forms, and pictures
so they can be easily shared.

You can create Document Libraries for very specific topics and give them
a descriptive name.

Remember to check out a document before you edit it.
You can check documents in and out using Microsoft Office applications.

Set up alerts on the documents when you want to know that a document has been
changed.
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A Plant Descriptions - Microsoft Internet Exploren

File  Edit

Om- O BB

View Favortes Tools  Hslp

~ N
lj f Search 7 Favorites  {4)

Creating a view of
a document library,

Home Documents and Lists

<)

Select a View

Team Web Site

Plant Descriptions

Ca

Contains 1-page descriptions of sach plant we
&0l BaEmmeh(s | ] Mew Document | |3 Upload Document |
Explorer tiew

—— Type Name Modified
DR ATIERIN = Plant Type : (1}
L3 InProgress 11/21/20
Actions
8 Alsrt me = Plant Type : Evergreen (1)
@ Export to B MeedlspointHally ! vew 11721420
spreadshest

@ Modify settings
and colurnns

Address | 42] hitp ! fgardencofPlant%s20Deseriptions{Forms|Ey % 20Plank % 20Type. aspx Go

Links *

page 120

a Change Permissions - Microsoft Internet Explorer,

Fle Edt View Favortes Tools Help
(D seck - H E n D seareh 57 Favores @ ¢ 2 om -
) 7~ =

Address | 4] hitp/fgardencof_Jayouts/1033{shropt. aspx7obj={53924FBA-BCE1 -4854-0896- C57F27D1 25CE}, doclib ~| B

Links >

Hom

@ Manage request

sts

Team Web Site
Change Permissions: Purchase Orders
AeiEns Use this page to see who has access to this list or document library,
@ Changs This document library has unique permissions that are not inherited from the parent Web sits, Inherit
anonymous permissions from the parent web site.
acoess

SAdd Users | ¥ Remove Selected Users | CAEdit Permissions of Selected Users | Go Back to Form Library

&l CESeS [1 select an
Sits Groups Permissions
[ web Desianer View, insert, edit, delete items; change list settings
[0 centributor View, insert, edit, delets itsms
Securing a document library,=r— O Resder Visw iterns
page 122 Users Permissions
[0 mike Galos View, insert, edit, delets itsms

2 Garden Company SharePoint Site
File  Edit

View Favortes  Tools

Q © - | Psearan

Help

Folders

Address

4 Vlgardenca

£

% Local intranet

k3

Network Tasks

o Add 3 network place

& view network.
connections

Set up 3 wireless

netwark for a home or

smal offics

Search Active Directory

]
<a

| Show icons For
networked UPRP
devices

&
L]

Other Places

-.J My Network Places
i Entire Network.

o L

D,
—nj _catalogs

-

;1) Emplayes Photas
o=

5N

‘"J‘ Lists

=i

~/ Purchase Orders

@
’HJ _private

=i === Accessing a document library
) e though Windows Explorer,
= page 125

Plant Descriptions

pardenco/Plant%20Descriptions/MeedlepointHolly. doc - Microsoft Internet Explorer

File Edit View Insert Format Took Table Help

OEaEk - \ﬂ @ lj /_ISearch 5 /Favuntes &) 6
address | (€] hitpe fgardencofPlsnt-20DescriptionsjesdiepointHoly. doc D= L=

i Final showing Markup = Show~ | ¥ 93 «3 ~ ﬂ-ljaj'\élgl

GoTo  Favorites

SoELE s

Discussing a document =
in a document library,

page 127

EE""""""“‘2“““‘3 S B

The Needlepoint Holly can easily reach 10 feet tall and 12 feet wide. Know as flex
cornufe in Latin, the Needlepoint' 1s very similar in looks similar to other Hollys but
grows slightly taller. It has glossy dark green leaves with prickly points on the end of
those leaves. Like other Hollies, it produces red berries and locks wery festive around t
helidays. The Needlepoint Helly requires partial sun exposure and moderate watering

] g : Ghared Workspace

& Team Web Site
Open site in browser

N A

‘anaryy

B

Links **

> x

Members
- A Catherine Turmer
~| Online e
2 Mone of the members are online,
@ Not Online ™
# A Addnew members...
Elzs = =w< 3 > 1
X | [B) Discussions about http://gardenco/Plant Descriptions/NeedlepointHolly.doc
Subject: Document Looks Good
from: Catherine Twrner 11/21/2004 10:15 PM
The dacument looks goad and it is ready to be made available ta customers. [J_
Discussions ~ | 73] [y b s (|1 )

€] Done %J Unknown Zone
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Working with
Library Settings

In this chapter you will learn to:

v Configure a library.

Work with library columns.

Work with document metadata.

Create a view of a document library.

Secure a library.

Use Web folders to access a Document Library.
Use the document discussions functionality.
Delete a library.

SR SSXXSXSKXN

As we discussed in the last chapter, document libraries are one of the most powerful
features of Microsoft Windows SharePoint Services. The additional features available
in Windows SharePoint Services—such as versioning, approval, and navigation settings—
are what make SharePoint document libraries more compelling than using networked
shared folders. You can use SharePoint libraries to store multiple versions of your docu-
ments, require approval for documents to be published, and sort and filter content easily.

In this chapter, you will learn how to manage document libraries and enable additional
library features. You will learn how to work with a library’s columns and document
metadata. You will also learn how to create a view of a document library, secure the
library, use Web folders to access it, use the document discussions functionality, and
delete a library. You will use the document library Plant Descriptions and the form library
Purchase Orders created in Chapter 5, “Creating and Managing Libraries,” for the exer-
cises in this chapter.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xxiv—xxvi.

Important Before you can use the practice files and sites provided for this chapter,
you need to install them from the book’s companion CD to their default locations. See
“Using the Book's CD-ROM" on page vii for more information.

Important Remember to use your SharePoint site location in place of http.//gardenco
in the exercises.
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6 Working with Library Settings

Configuring a Library

114

Each document library has settings you can change from the General Settings page.
You can change the library’s name and description along with navigation, versioning,
and approval settings.

] Change General Settings - Microsoft Internet Explorer

File Edt Wew Favorktes Tools  Help

T R S
- ) = v d i = - [ ey
JBack () ﬁl] @ ()| O ssarch pFavortes @B (3- L @] i3
F\le’ess|®_1http:#garden:o;’_\ayuuts!lUSSJ’LstSetng‘aspx?L\sl=%?BSSZEABIQ%ZDDDM%2D4U44%ZD9C77%2D1A4U7FE4CSEU%7D V‘ﬂsn Links >

| | .

Navigation
g ] Display this docurment library on the Quick Launch
Specify whether a link to this document ar?
library appears in the Quick Launch bar an
the home page. @ ves O no

Content Approval

>
Require that all items submitted to this list or < o0Ue content approval for submitted items
library be approved by a user with the
Manage Lists right, More information on O ves @ na
content approval.

Document Versions : ; ; .
Create a version each time you edit a file in this document

Specify whether a backup copy, or version,  library?
is creatsd sach time you edit a fils in this
document library. More information on ®ves Ono

versions,

Document Template
Template URL:

Type the sddress of & templats to uss as the
basis for all new files created in this Plant Descriptions/Forms/tsmplate.doc
document library. Show me mors
information.

&) Dane %J Local intranst

With the Navigation settings, you can specify whether to show a link to your library on
the Quick Launch bar on the left side of the home page of the site. Libraries that are not
shown on the Quick Launch bar can be accessed using the Documents and Lists link at
the top of the home page, but using the Quick Launch bar makes it easier to find your
libraries.

With the Document Versions settings, you can turn on or turn off versioning of docu-
ments that are stored in the library. If you turn on versioning, each time a document is
changed, Windows SharePoint Services saves a copy of each edited version of the docu-
ment. This enables you to have multiple versions of the same document, so that you
can easily see what the document contained before modifications were made and revert
to any previous version if need be.

With the Content Approval settings, you can specify whether documents require approval
in the library. If you enable Content Approval, you must approve new and modified
documents before they appear for other users. The Content Approval setting is useful
in situations in which you don’t want content showing up for everyone right away. For
example, you might want to review vacation requests and approve them before they show
up in the library on your site for all employees to see.
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In General Settings, you also have the option to specify a default template for the library.
If you apply a template, when a user clicks New Document in the library, Windows
SharePoint Services opens a document based on this document template for the user.

In this exercise you will make changes to the settings of the Purchase Orders form library
you created in Chapter 5, “Creating and Managing Libraries.” You have heard from your
employees that they have a hard time finding the Purchase Orders library on the site, so
you want the link to the library to show up in the Quick Launch bar on the front page
of the site. Also, because you are making changes to the library, you decide that you want
to approve purchase orders in this library before they appear in the library for other
employees to see them.

OPEN the SharePoint site in which you'd like to edit library settings. If prompted, type your user name
and password, and then click OK.
BE SURE TO verify that you have sufficient rights to configure a library. If in doubt, see the Appendix

on page 260.

BE SURE TO complete the form library creation exercise in Chapter 5 on page 94.

Alternatively, you can create a practice site for this chapter based on site template Chapter 6 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 06 folder. See “Using the Book's CD-ROM" on page
vii for instructions on how to create a practice site.

1
2

On the top link bar, click Documents and Lists.

In the Document Libraries section, click Purchase Orders.

You are taken to the Purchase Orders form library.

Under Actions, click Modify Settings and Columns.

You are taken to the Customize Purchase Orders page.

In the General Settings section, click the Change General Settings link

In the Navigation section, select Yes to the question Display this form library on the
Quick Launch bar?.

In the Content Approval section, select Yes to the question Require content
approval for submitted items?.

Click OK, and then in the top link bar, click Home.

Purchase Orders now is displayed on the Quick Launch bar.
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A Home - Team Web Site - Microsoft Internet Explorer

Fle Edt View Favortes Tools Help I
- 8-x€ A& O =7, D Q- B W - 3
Qe - © \ﬂ @ {0 PO seach Gpravories &) (- e (v LJE 3
Address | ] hitp: {Jaardencofdefault. aspx v BYeo ks ™
I % Home Documents and Lists Create Site Settings Help
B
@ Team Weh Site pe
\ ) Home )
Modify Shared Page »
Documents Announcements -
Sharsd Docurnents  There are currently no active announcements. To add a new "J‘
Plant Descriptions _ @nneuneement, dlick *Add new announcement” below. 7
Werosott J
Purchass Ordersemm @ Add new announcement Windows
Pictures SharePoint Services
Employes Photos Events 4
s There are currently no upcoming events. To add & new svent, click .
"add new event” below. Links X
Contacts
There are currently no
Tasks @ Add new event favorite links to display. To
. . add 5 new link, dlick "Add
Discussions o ik belom:
General Discussion
= Add new link
Surveys L
v
&) % Local intranet

Purchase orders

CLOSE Internet Explorer.

Working with Library Columns

Like lists, library columns enable you to enter metadata for documents. This metadata
can then be used by Document Library views to filter and sort documents. Metadata can
also make it easier to find documents and know what type of information a document
contains without having to open the document. You need to make sure you have a suffi-
cient number of columns to effectively describe the documents you are working with.
For instance, in the Plant Descriptions document library you might want columns for Plant
Color, Plant Family, and Plant Type. That way, you could quickly find, for example,

all Red plants in order to narrow down the plants you are looking for.

In this exercise, you will add a column to the Plant Descriptions document library for
Plant Type (Deciduous and Evergreen).

OPEN the SharePoint site in which you'd like to add columns to a document library. If prompted,
type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to edit document library columns. If in doubt, see the
Appendix on page 260.

BE SURE TO complete the document library creation exercise in Chapter 5 on page 92.

Alternatively, you can create a practice site for this chapter based on site template Chapter 6 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 06 folder. See “Using the Book's CD-ROM" on page
vii for instructions on how to create a practice site.

1 On the top link bar, click Documents and Lists.
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2 In the Document Libraries section, click Plant Descriptions.
The Plant Descriptions document library appears.
3 Under Actions, click Modify Settings and Columns.
The Customize Plant Descriptions page appears.
4  Under Columns, click Add a New Column.
The Plant Description: Add Column page appears.
In the Column Name box, type the name of the new column, for example Plant Type.
In The type of information in this column is: list, select Choice.
Under Require that this column contains information:, select Yes.

In the Type each choice on a separate line: box, delete the text shown.

© 0 N & U

In the Type each choice on a separate line: box, type the name for your column,
such as Deciduous, and then press [emer],

10 On the next line, type Evergreen.

A Create New Column - Microsoft Internet Explorer El@‘gl

File Edit Wew Favorites Tools Help It

Q- O (= @& SO seach lpranes ) (- if o] - ‘3

auddress (] Pttp:figardenco]_layouts/1033{Hdhaw. aspicList=%7B832E A1 9% 2DDDA1 % 2DA044%2D0CTT 42D LADTTBACSE0%TDEF ¥ [Ed Go  Links

infarmation, ! I

Require that this column cantains information:
@ ves O No

Type each choics on a separate line:

Deciduous
Evergreen

Display choices using:
@ Drop-Down Manu

3 Radio Buttons

€ Checkboxes (allaw multiple sslections)
allow Fill-in' choices:

O Yes @ No

Default value:

@ Chaice (O Caloulated Value

Deciduous

Add to default view

Ok ] [ Cancel

] Dane %J Local intranst

11 Click OK, and then click Go Back to “Plant Description”.

The new column named Plant Type is displayed on the far right.
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A Plant Descriptions - Microsoft Internet Explorer

File Edt View Favorites Toolks Help o
; - 6 A @ o A B R - a5
Qe - @ \ﬂ @ D O ssarch Slpravortes &) (2- L #] LJE 23
Address | &] http:jgardencofPlant%20Descriptions|Farms/Alltems, aspx v| B ks ?

I ;% Home Documents and Lists Create Site Settings Help

Team Web Site o B
=R Plant Descriptions ’ a
=]

Select a View Contains 1-page descriptions of each plant we carry.

— Plant type
|_] Mew Document | |3 Upload Document | [jMNew Folder | ¥dFiltsr | CEdit in Datashest

Explorer Wiew
Type Wame Muodified A rodified By Checked Out To  Plant Type

B MeedlepointHolly e 11/21/2004 4:48 AM Catherine Turner

Actions
3 InProgress 11/21/2004 4:08 AM  Catherine Turner

@ Alert me
@ Export to
spreadshest

&) % Local intranet

£3

CLOSE Internet Explorer.

Working with Document Metadata

When viewing documents in a SharePoint document library, often just seeing the title is
not enough to know exactly what the document is about. With SharePoint libraries you
can use metadata, which is data that describes the document. Using metadata, you can
more easily find a specific document or a document about a specific topic. You can filter
and sort documents based on specific metadata.

In this exercise, you will add metadata to the NeedlepointHolly.doc document.
OPEN the SharePoint site in which you'd like to apply metadata to a document. If prompted, type your
user name and password, and then click OK.
BE SURE TO complete the adding documents exercise in Chapter 5 on page 98.
Alternatively, you can create a practice site for this chapter based on site template Chapter 6 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 06 folder. See “Using the Book's CD-ROM" on page
vii for instructions on how to create a practice site.

1 On the top link bar, click Documents and Lists.

2  Inthe Document Libraries section, click Plant Descriptions.

The Plant Descriptions document library appears.

3 Move your mouse over NeedlepointHolly.doc, and then when an arrow appears to
the right of the document name, click the arrow.

4  Click Edit Properties.
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3 Plant Descriptions - Microsoft Internet Explorer,

File  Edt Wew Favortes Tools  Help o
3 | A . A B =

Qﬁack - @ @ ) pSearch 57 Favorites {£2) DB- o M - _J i3

Address | &] http:jgardenco/Plant%20Descriptions Farms/Alltems. aspx v EdGo links

Home Documents and Lists Create Site Settings Help

Team Weh Site pl—

Plant Descriptions
=]

Select a View Contains 1-page descriptions of each plant we carry.

L [ New Document | 3 Upload Document | [ Mew Folder | YFilter | GAEdit in Datasheet

Explorer View

Type Mame Madified A modified By Checked Out To  Plant Type
X B |nesdlepointHolly Tnew | 11/21/2004 4:48 AM Catherine Turner
Actions
‘ Wiew Properties 11/21/2004 4:08 AM  Catherine Turner
B Alert me
=3 Edit Fraperties
8 Export to
spreadsheet | ] Editin Microsoft Office Word
= Modify settings| 2 Delsts
and columns
&) Check out
&) wersion History
Alert Me
Discuss
Create Document Workspace
& Dane % Local intranst

The Plant Descriptions: NeedlepointHolly Page appears.
5 Inthe Plant Type field, select Evergreen.
6  Click Save and Close.

|@l Save and Close

The Plant Descriptions document library appears. Evergreen now shows up under
Plant Type for NeedlepointHolly.doc.

3 Plant Descriptions - Microsoft Internet Explorer,

File Edt Wew Favorktes Tools Help

(Dmack ~ () @ @ ¥b pSearch ‘?‘:‘\?Favnrites &) ﬁ/:%- :‘\; -l S

Address | &] http:jgardenco/Plant%20Descriptions Farms/Alltems. aspx v EJGo ks >

;% Home Documents and Lists Create Site Settings Help

Team Weh Site /Ol—

Plant Descriptions
=]

Select a View Contains 1-pags descriptions of sach plant we carry.

lllFoR ments ] Mew Document | _% Upload Document | [4Mew Folder | ¥gFitter | (H|Edit in Datashset

Explorer View

Type Mame Modified A rodified By Checked Out To  Plant Type

B weedlepointHolly e 11/21/2004 9:30 PM Catherine Turner Evergreen
Actions

L3 In Progress 11/21/2004 4:08 AM  Catherine Turner
B Alert me =
B Export to

spreadsheet
v
&) Dane %J Lacal intranet

CLOSE Internet Explorer
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Creating a View of a Document Library

Document Library views are very similar to the list views you learned about in the previous
chapter. Views use the metadata on documents to filter, sort, or group documents
together, thus making them easier to find. For example, the Plant Descriptions library
could have two different views: one that shows only documents pertaining to plants

in a particular family, and another that shows the documents sorted by how long the
Garden Company has been carrying a specific type of plant. If you are familiar with
Microsoft Office Excel, you may think of views like PivotTables that enable you to see
different sets of data pivoting on document metadata. Numerous possibilities exist for
the views you can have. Bear in mind though these views are based on the document
metadata, so make sure you have all the columns you would like to filter, sort, and group
documents by.

In this exercise, you will open the SharePoint site and create a view of the Plant
Description document library. This view will group plants by their Plant Type field
(Evergreen or Deciduous).

OPEN the SharePoint site in which you'd like to create a view of a document library. If prompted, type
your user name and password, and then click OK.

BE SURE TO complete the adding documents exercise in Chapter 5 on page 98.

Alternatively, you can create a practice site for this chapter based on site template Chapter 6 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 06 folder. See "Using the Book's CD-ROM" on page
vii for instructions on how to create a practice site.

1  Onthe top link bar, click Documents and Lists.

2 In the Document Libraries section, click Plant Descriptions.
The Plant Descriptions document library appears.

3 Under Actions, click Modify Settings and Columns.
The Customize Plant Descriptions page appears.

4 Under Views, click Create a New View.
The Plant Description: Create View page appears.

5 Click Standard View, and then in the View Name box, type a name for the view,
such as By Plant Type.

6  Scroll down and expand Group By.
A list of options is displayed to the left of Group By.
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A Create View - Microsoft Internet Explorer

Ele Edt Wew Favories Iools Help
Qe - © |ﬂ @ \jj ;7 Search \;“t(Favuntes fio) E/:{- :_; -8 S

address (€] Pitp:ffgardencal_layouts/1033{Viewhiew, aspi?List=%7B7D093ESE% 204592 2040BE %2DBS 6% 2DDIFDZABDTCI3% 70 v | (£ Go

Links >

Py

Show Mare Calum

= Group By
Select up to two columns to determine  First group by the column:
what type of group and subgraup the

itemns in the view will be displayed in.
Show me more infarmation.

Show groups in ascending order
(O] (a,B,C,orl, 2,3

Show groups in descending order

O E (C,B, &, 0r3,2,1)

Then group by the column:

[Mane

Show groups in ascending order
(A, B,C,or1,2,3)

Shaw groups in descending arder
(C, B, A, 0r3,2,1)

By default, show groupings:
@ Expanded ) Collapsed

= Totals

[£3

= Shila
< | &
%J Local intranst

€l
From the First group by the column: box, select the column you would like to group
by, for example Plant Type.

Click the OK button.

The Customize Plant Description page appears.

Click Go Back to “Plant Descriptions”.

The Plant Descriptions document library appears and in the left pane, a new view
called By Plant Type is displayed.

3 Plant Descriptions - Microsoft Internet Explorer, |L|rg|
Filz  Edt Yew Favortes Tools  Help o
(Drack ~ () |ﬂ @ {0 O search oravortes &) - iy 0] L 3
Address | &] http:figardenca/Plant%:20Descriptions{Forms/Alltems, aspx v B ks *
I % Home Documents and Lists Create Site Settings Help ]
Team Weh Site p ’7
=) Plant Descriptions
=]
Select » View Contains 1-page descriptions of each plant we carry.
A BrRUmERES | Wew Docurnsnt | |3 Upload Docurnsnt | [ Mew Foldsr | ¥ Filtsr | CAEdit in Datashest
Explarer View
Type Mame Modified A rodified By Checked Out To  Plant Type
By Flant Type
W) needlepointHolly | vew 11/21/2004 9:30 PM Catherine Turner Evergreen
. 3 InProgress 11/21/2004 4:08 AM  Catherine Turner =
Actions
B Alert me
B Export to v
&) Dane %J Lacal intranet

Under Select a View, click By Plant Type.

The Plant Descriptions document library appears, but the view is different. Docu-
ments are grouped by the Plant Type property.
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3 Plant Descriptions - Microsoft Internet Explorer, |;H§H'X|
File  Edt Wew Favortes Tools  Help 2
OBack ) |ﬂ @ ;j pSearch ‘?‘::(Favnrites &) ﬁ:{- ; w - i 3
address | &] http:figardencafPlant%:20Descriptions|Forms/By%20Plant %20Type  aspx v Gn Links >
;% Home Documents and Lists Create Site Settings Help

Team Web Site ,O ’7

EE) Plant Descriptions
=]

Select a View Contains 1-page descriptions of each plant we carry.

LEEE L [ New Document | 3 Upload Document | [ Mew Felder | YFilter | EAEdit in Datasheet
Explorer View

_ Type Mame Madified A Madified By Checked Out Ta Plant Type
By (Pl 1,2 Sl Plant Type : (1)

L3 In Progress 11/21/2004 4:08 AM  Catherine Turnsr
Actions

B Alert me = Plant Type : Evergreen (1)

B Export to B needlepointHolly e 11/21/2004 9:30 PM Catherine Turner Evergreen
spreadsheet

& Madify settings
and columns

&) % Local intranst

CLOSE Internet Explorer.

Securing a Library

After you have created a library, you might want to grant people more privileges or
restrict their privileges. More often than not, you will want to give some people more
access rights to a particular library. For instance, Catherine Turner might have given
Mike Galos reader permission to the overall site when it was created. However, later
she might decide that she wants him to be able to create purchase orders in the Purchase
Orders library. Mike currently has only Reader access to this library because that is his
overall permissions level on the site. Catherine Turner can give Mike additional access
to the Purchase Orders library so that Mike can add new documents. However, Mike
isn’t required to create documents on the rest of the site, only to read documents.

In this exercise, you will open the SharePoint site, navigate to the Purchase Orders form
library, and grant a user, such as Mike, access to add and modify Purchase Orders.

OPEN the SharePoint site in which you'd like to secure a document library. If prompted, type your user
name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to change document library security. If in doubt, see
the Appendix on page 260.

BE SURE TO complete the form library creation exercise in Chapter 5 on page 92.

Alternatively, you can create a practice site for this chapter based on site template Chapter 6 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 06 folder. See “Using the Book's CD-ROM" on page
vii for instructions on how to create a practice site.

1 On the top link bar, click Documents and Lists.
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2 In the Document Libraries section, click Purchase Orders.
The Purchase Orders document library appears.

3 Under Actions, click Modify Settings and Columns.
The Customize Purchase Orders page appears.

4  Under General Settings, click Change permissions for this Form Library.
The Change Permissions: Purchase Orders page appears.

Click Add Users.

The Add Users: Purchase Orders page appears.

6  Inthe Users: box, type the user name or email address of the user you'd like to grant

permissions to, for example, mikeg.

7 Under Permissions, select View, insert, edit, delete items.

A Add Users - Microsoft Internet Explorer
File Edt Wiew Favortes Tools  Help

Q- Q X & & S sesrch 57 Favartes @ | o, §
Address | &] http:figardencaf_layauts/1033 Ay, aspx v B ks *

{§ Home Documents and Lists Create Site Settings Help

- Team \Web Site
.sz) Add Users: Purchase Orders

Use this pags to add users to this site, list, or document library.

Step 1: Choose
Users

You can snter e-mail Ussrs: rmikea
addresses, user names
(e.0., DOMAIN\name),
cross-site group names,
and site group names.
Separate them with

semicalons.
Address Book
Step 2: Choose
Permissions
Choose the permissions Permissions: () yview items
you want these users to )
have. (@) view, insert, edit, delete items

(O Wiew, insert, edit, delete items; change list settings

wiew, insert, edit, delete items; change list settings; change list
security

Advanced permissions

[£3

&] Done %J Local intranst

8  Click the Next button.
The contents of the Add Users: Purchase Orders page changes.
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A Add Users - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help

Qe - © |ﬂ @ ;j /'._U Search \;E/Favuntes o f:{- :; JE 3
Adress (@] httpiijgardencol _layoutsf1033fAdver aspx v B ks ?

.-ﬁw) Add Users: Purchase Orders =

Use this pags to confirm which users will be added to this site, list, or document library, If thers's a mistake,
you can click Back and correct t.

Step 3: Confirm Users

Thesel uljeFrs wr\‘” be added when E-mail Address User Name Display Name
you eliek Finish. mikeg@gardencodom local GARDENCODOMmikeg Mike Galos

Step 4: Send E-mail

Use this option to send the e-mail  [F]gand the following a-mail to let these users know they've been
that's displayed on this pags.,

added,

Fram:  catherinet@gardencadam local

To: mikeg@gardencadam local

Subject:

You can choose to enter 3 Body:  [add a personslized message here
personalized message here,

This text is automatically added to Catherine Turner (GARDENCODOM\catherinet) has granted
the e-mail. you access to http //nardenco/Purchase

Orders/Forms/allltems.aspx,
Click the link to wisw the list.

&] Dane %J Local intranet

53

9  Click Finish.

Mike is now added as a user and can create and modify Purchase Orders. You are
then taken back to the Change Permissions: Purchase Orders page where you can
see Mike listed.

a Change Permissions - Microsoft Internet Exploren

Filz  Edt Yew Favorites Tools  Help o
Qe - © |ﬂ m N | D search 5 Favorites o Q- 2w -
</ & | - P s = Lo
Address | &] v Links *
Home Documents and Lists Settings Help
Team Web Site
J Change Permissions: Purchase Orders

Actions Use this page to see who has access to this list or document library,
= Change This decument library has unigue permissions that are nat inherited from the parent Web site. Inherit

Anonyrmous permissions from the parent Web site.

arress

O TR et Zadd Users | 3 Remove Selected Users | 2Edit Permissions of Selected Users | Go Back ta Form Library

et [ select all
Site Groups Permissions
[] web Designer Wiew, insert, edit, delete items; chanae list settings
[ contributar View, insert, sdit, delste items
[ Reader View itsms
Users Permissions
O Mike Galos View, insert, sdit, delste items
v
< H
€] Dane %J Lacal intranet

Windows SharePoint Services also sends an e-mail message to Mike to let him know
he has been granted the permissions.
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B SharePoint Site: http://gardenco/ - Message (HTML)

P Ele Edt Wew Insert Format Tools  Actions  Help
§Cugenty | CaRenlyto Al | Sy Fonward | o | d ¥ S 3 X (4w a0 @

From:  catherinet@gardencodom.local Sent: Sun 11/21/2004 9:45 FM
To: Mk Galos

o

Subject: SharePoint Site: http:/fgardencol

Catherine Turner (GARDENCODOM\cathennet) has granted you access to
httofgardenco/Purchase OrdersiForms/Alltemns aspx

Click the link to wiew the list

You have been granted access to the list with the following permissions: View, insert, edit,
delete ttems.

CLOSE Internet Explorer

Using Web Folders to Access a Document Library

¢4 start

Long-time computer users are often more comfortable accessing files and folders in the
standard Windows Explorer interface rather than using a Web-based interface. In addition
to the Web-based interface, SharePoint document libraries can be connected to using Web
folders, which are a feature of Windows 2003, Windows XP, and Windows 2000.

In this exercise, you will use Windows Explorer to create a Web folder that points to
your SharePoint site. You can then use that Web folder to open a library on the site in
the familiar Windows Explorer interface environment.

1 Click Start, click My Computer, and then on the left side of the screen click
My Network Places.

The My Network Places window appears.

" - My Network Places
File Edit Wiew Favorites Tools  Help -",'

OBack @ -J lﬁ pSearch 0= Folders v

Address \J Iy Metwork Places b | e

#| The Internet

MNetwork Tasks

o Add anetwark place v My Web Sites on MSN
& view network 4

connections

<2 Set up a wireless
network for a home or
small office

@ Search Active Directory

@. Show icons For
networked LPRP b
devices

Other Places

@ Deskiop v
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2 If the Network Tasks pane appears on the left, click Add a network place; otherwise,
double-click the Add Network Place icon.

The Add Network Place Wizard appears.
3 Click Next.

4 Click Choose another network location, and then click Next.

Add Network Place Wizard x
Where do you want to create this network place?

Select a servics provider. If you da ot haws a membership with the provider yau select, the wizard wil help
you creale an account, To just ereate a shorteut, ick "Chaose anather network location.”

Service prowiders,

@

[ <Back [ bWet> | [ Cancel |

5 Inthe Internet or Network Address box, type the name of your SharePoint site,
for example http://gardenco, and then click Next.

Add Network Place Wizard

‘What is the addiess of this network place?

3

Tupe the addiess of the Web site, FTP site. or network location that this shartcut wil open.

Itemet or network addess:
http:/gardenco v [ Browse

Wit S0 Bramples

[ <Back J[_Mew> ] [ cancel |

6 In the Type a name for this network place box, type the name of your SharePoint
site, for example Garden Company SharePoint Site, and then click Next.
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Add Network Place Wizard x
What do you want to name this place?

Create & name for this shortout that will help you easily identify this network place:

hitp:/gardenca

Type a name for this network place:

Giarden Company SharePoint Site

<Back |[_ New> | [ Cancel

7  Click Finish.

The SharePoint site that includes your document libraries appears.

® Garden Company SharePoint Site

Ele Edt YWew Favortes Iooks Help I

(€] © & pSearch [ Folders [T~

address | ' Woardenco

D= L=

{3

e Ry e Ry

Metwork Tasks _catalogs _private

,g Add a network place

g WYiews network.

connections Employes Photos images

< Sekup a wireless
network For a home or
small offics

&3y Search Active Directory

(@ Show icons For
networked LPRP
devices

Lists Plant Descriptions

Purchase Orders Shared Documents

e RS e Ry

Other Places

&3 My Network Places
i@ Entire Network
L ks

8  Anytime you open My Network Places, you will see the link to Garden Company
SharePoint Site.

CLOSE the Garden Company SharePoint Site window.

Tip If you are having a problem accessing the document library using Web folder,
make sure the WebClient service is started. If you do not know how to do this, ask your
System Administrator.

Using the Document Discussions Functionality

With Windows SharePoint Services, along will Microsoft Office 2003, you can store com-
ments from a document or about a document on your SharePoint server. This is an expan-
sion of Office Server Extensions from previous Office releases, so if you have used Office
Server Extensions, you already will be familiar with SharePoint document discussions.
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Document discussions functionality enables you to leave comments in a document, or
about a document, much like the Comment command in Microsoft Office Word, but
stores the discussions on the server rather than in the document itself. This enables
multiple users to comment on a document at the same time.

In this exercise, you will add a comment on document, NeedlepointHolly.doc, stating that
the document is ready for customers.

OPEN the SharePoint site in which you'd like to discuss a document. If prompted, type your user name
and password, and then click OK.

BE SURE TO complete the document addition exercise in Chapter 5 on page 98.

Alternatively, you can create a practice site for this chapter based on site template Chapter 6 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 06 folder. See "Using the Book's CD-ROM" on page
vii for instructions on how to create a practice site.

1  Onthe top link bar, click Documents and Lists.
2  Inthe Document Libraries section, click Plant Descriptions.
The Plant Descriptions document library appears.

3 Move your mouse over NeedlepointHolly.doc and when an arrow appears
to the right of the document name, click the arrow.

4 Click Discuss, and then in the File Download dialog box, click Open.

The file opens in Word inside the Internet Explorer shell and the Discussions
bar appears at the bottom of the window.

A http:/igardenco/Plant%20Descriptions/MNeedlepointHolly.doc - Microsoft Internet Explorer
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those leaves. Like other Hollies, it produces red berries and looks wery festive around t =’ | B
holidays. The Meedlepoint Holly requires partial sun exposure and moderate watering & % ﬂ ﬁ & a
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x| porusions~ | B BB 99 = .
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5 In the lower-left corner, click Discussions, and then select Insert about the
Document.

Discussions ™

6 In the Discussion subject: box, type a subject for the discussion, for example
Document Looks Good.

7  Inthe Discussion text: box, type the body of the discussion, for example The docu-
ment looks good and it is ready to be made available to customers.

Enter Discussion Text

Discussion subject:

Document Looks Good |

Discussion bext:

The docurnent looks good and it is ready to be made avalable to
customers,

Ok ] [ Cancel

8 Click oK.

The text appears in the Discussions pane.

2 | http:/igardenco/Plant%20Descriptions/NeedlepointHolly. doc - Microsoft Internet Explorer

File Edt Wew Insert Formst Tools Table GoTo Fawortes Help "
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From: Catherine Turner 11/21/2004 10:15 M
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Tip The next time you open Internet Explorer, the Discussions bar will appear
at the bottom of the window. To turn the Discussions bar on or off, click the View
menu, click Explorer Bar, and then click Discuss.

CLOSE Internet Explorer.

Deleting a Library

Over time, you might accumulate libraries that are no longer needed. You might want
to delete them to create space or because corporate policy dictates that communications
are only kept for a set period of time.

In this exercise you will delete a library that is no longer in use.

OPEN the SharePoint site in which you'd like to delete a library. If prompted, type your user name and
password, and then click OK.

BE SURE TO verify that you have sufficient rights to delete a library. If in doubt, see the Appendix on
page 260.

BE SURE TO complete the form library creation exercise in Chapter 5 on page 94.

Alternatively, you can create a practice site for this chapter based on site template Chapter 6 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 06 folder. See "Using the Book's CD-ROM" on page
vii for instructions on how to create a practice site.

1  Onthe top link bar, click Documents and Lists.

2  Inthe Document Libraries section, click the library you would like to delete,
for example Purchase Orders.

The Purchase Orders form library appears.

3 Under Actions, click Modify Settings and Columns.
The Customize Purchase Orders page appears.

4  Under General Settings, click Delete this form library.

5  When the warning that the library will be permanently deleted appears, click the
OK button.

You are taken back to the Documents and Lists page.

CLOSE Internet Explorer
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You can use General Settings to make libraries appear on the Quick Launch bar.

You can configure a library to save all versions of a document when changes are
made.

You can require approval before documents in the library appear to other users.

Views use document metadata to sort, filter, or group, so make sure you have the
right columns on your library to sort, filter, and group effectively.

You can secure a document library by giving people additional permissions or
restricting permissions.

Web folders can be used to access files in a document library instead of using a
Web interface.

Document discussions are stored on the server and enable multiple users to com-
ment on a document at the same time.
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Are you sure you want to publish this document to its source location?

Ok l [ Cancel n

[£3

&) %J Lacal intranet

Chapter 7 at a Glance




Working with
Document Workspaces

In this chapter you will learn to:

v Create a Document Workspace.

Create a Document Workspace within Microsoft Office 2003.
Access an existing Document Workspace.

Work with the Office 2003 Shared Workspace task pane.
Publish a document back to a document library.

Delete a Document Workspace.

SRS~

Document Workspaces have many features that enable you to work on a particular docu-
ment more easily. You can collaborate with others on a single document in a convenient
environment where you can create or store a document, and associate links with that
document. Additionally, Microsoft Office 2003 has tight integration between the products
in the Office System and Document Workspaces.

You can think of a Document Workspace as a temporary SharePoint site. It is a collabo-
rative environment for discussing, editing, and writing a single document, and enhances
content creation. The Document Workspace usually has a short life—several months at
most—because its main purpose is to help with content creation. Once the document is
finished, it should be stored in a regular document library, as discussed in the previous
chapters, for other people to find and read. Then the Document Workspace for that
document can be deleted. Because the lifecycle for a Document Workspace is short,
you can expect to be creating and deleting Document Workspaces fairly often.

In this chapter, you will learn how to efficiently work with Document Workspaces. You
will learn how to create them and access existing ones. You will also learn how to work
with the Office 2003 Shared Workspace task pane, publish a document back to a docu-
ment library, and delete a Document Workspace.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xxvi—xxix.

Important Before you can use the practice files and sites provided for this chapter,
you need to install them from the book’s companion CD to their default locations. See
“Using the Book's CD-ROM" on page vii for more information.
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7 Working with Document Workspaces

Important Remember to use your SharePoint site location in place of http://gardenco
in the exercises.

Creating a Document Workspace

There are two ways to create a document library. The first way is to create it through the
SharePoint Web interface, and the second way is to create it using a Microsoft Office 2003
application. Both methods will be covered in this chapter. With either method, the
resulting Document Workspace will be the same, only the procedure you use to create
it will be different.

A Document Workspace centers around one particular document. It is important to stress
that fact. You only want one document per Document Workspace because Document
Workspaces are linked back to their original document—enabling you to easily copy
the document from the Document Workspace back to its original source location. This
is a unique feature of Document Workspaces, which are not found in any other type of
SharePoint site. This way, you and your team members can work on the document
without interfering with the main site or having people read the document before it is
complete.

In this exercise, you will create a Document Workspace from an existing document
using the SharePoint Web interface.

OPEN the SharePoint site where you'd like to create a Document Workspace. If prompted, type your
user name and password, and then click OK.

BE SURE TO complete the “Adding Documents” exercise in Chapter 5 on page 98.

Alternatively, you can create a practice site for this chapter based on site template Chapter 7 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 07 folder. See “Using the Book's CD-ROM" on page
vii for instructions on how to create a practice site.
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1 On the top link bar, click Documents and Lists.
2 In the Document Libraries section, click Plant Descriptions.
You are taken to the Plant Descriptions document library.

3 Move your mouse over NeedlepointHolly.doc, and when an arrow appears to the
right of the document name, click the arrow.
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A Plant Descriptions - Microsoft Internet Explorer

File Edt Wew Favortes Tools Help

Q- O (¢ @& ) search ¢ Favories 2) K- ; -8 S

aspx v B ks *

Address | (@] http:iigardenco/Plant % 20Descriptians/F

Home Documents and Lists Create Site Settings Help

Team Web Site p"‘“““‘—_‘—“"

Plant Descriptions
=]

Selsct 5 View Contsins 1-page dsscriptions of sach plant we carry.

) BERUEHES | ] Mew Document | |3 Upload Documnent | [ Mew Folder | VEFilter | BAEdit in Datashest

Explarer View

Type Mame Madified A modified By Checked Out To
X B [MeedlspointHally ! vew + | 11/15/2004 6:07 FM Catherine Turner
Actions
View Propertiss 11/15/2004 5:58 PM Catherine Turner
B Alert me
[ Edit Properties
8 Export to
spreadsheet B Edit in Microsoft Office Ward
® Modify setings | K Delste
and columns e R s e |
&) Check out
] Wersion History
Alert Me
Discuss

[ Create Document workspace

&] Dane %J Local intranet

Click Create Document Workspace.

The Create Document Workspace page appears.

Create Document Workspace. rosoft Internet Explorer

Filz  Edt Yew Favortes Tools  Help W

(Dmack ~ () @ @ \_;j pSearch ‘?‘:‘\?Favnrites &) D:Q- ; |-l S

fdldress | ] http: f{gardencef_layouts/ 1033/ createws. aspicis

S9ES125-0888-4904-B1C9-525F58A01 286  Gitem=23RootFolder="% ¥ | ] Go Links >

Home Documents and Lists Create Site Sel &

Team Weh Site
Create Document Workspace

4 new Document Workspace will be created. A copy of this decument will be stored in the new workspace.
From the new workspace, you can publish the document back to its original lacation.

Name: NeedlepointHolly
Location: http://gardenco

Do you want ta create this Document Workspace?

Ok l [ Cancel 1

[E3

&) Dane %J Local intranst

Click OK.

A new Document Workspace is created for you and populates with information
from the NeedlepointHolly.doc document.
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A Home - NeedlepointHolly - Microsoft Internet Explorer;

Ele Edt Wew Favortes Iods Help L
OBack ) |ﬂ @ \jj ;7 Search \;“t(Favuntes &) ﬁ:{- :; [ - gl i3
address | @] http: ffgardencofNesdiepaintHollyfdefaul. aspx v Ese  unks *

% Home Documents and Lists Create Site Settings Help Up to Team Web Site [

: "
a NeedlepointHally /O
\S}) Home
Modify Shared Page v
Decuments Announcements -
Pictures welcome to the NeedlepointHolly Document Workspace ! iew 11/15/2004 11:30 PM
i by Catherine Turner
You can use this Document Workspace to work on documents with other members of the site. Use the
Contacts Tasks list to assign and manage tasks. Upload files to the Shared Docurnents library to share therm
Events with others. Use the Links list to create shortcuts to files or Web sites related to your work.

Discussions
@ Add new announcement

General Discussion

SIS Shared Documents - Members -
Type Mame A Maodified By Catherine Turner
B nesdlepaintHolly Iiew Catherine Turnar

= Add new member
@ Add new document

Links -
Tasks ™ Thers are currently no
Title A assigned To Status favorite links to display. To
M o — 5dd a new link, dlick *add
There are no items to show in this view of the *Tasks" list. To create new fink" below.
5 new item, click "Add new task” belaw.
@ Add new task 8 Add new link L
v
& %J Local intranet

CLOSE Internet Explorer.

Tip You can also create a Document Workspace manually by using the Create link on
the home page of the site. However, this will not provide the same integration with an
existing document as the above process does. To get the full benefits of a Document
Workspace, you should create it from an existing document as described above or create
it from an Office 2003 application, which is explained in the next section.

Creating a Document
Workspace within Microsoft Office 2003
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Office 2003 provides tools that enable you to work with a Document Workspace through
a task pane. In this section you will use the Microsoft Office 2003 task pane to create a
Document Workspace. The Document Workspace that is created is very similar to the
one you created in the last exercise; the only difference is that the Document Workspace
is created from within a Microsoft Office 2003 application.

In this exercise, you will create a new document and use Microsoft Office Word 2003
to generate a new Document Workspace for that document.
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OPEN the SharePoint site where you'd like to create a Document Workspace for a document in Office
2003. If prompted, type your user name and password, and then click OK.

BE SURE TO complete the “Working with Library Columns” exercise in Chapter 6 on page 116.
Alternatively, you can create a practice site for this chapter based on site template Chapter 7 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 07 folder. See “Using the Book's CD-ROM" on page
vii for instructions on how to create a practice site.

1 On the top link bar, click Documents and Lists.
2 In the Document Libraries section, click Plant Descriptions.
The Plant Descriptions document library appears.

3 Click New Document, and then when a dialog box appears indicating that some
files can harm your computer, click OK.

|_] Mew Docurnent

A new document is opened in Microsoft Office Word.

4  Type some information into the document, for example, This is the placeholder
document for a new document workspace which will contain the new
WaterOak.doc.

&l Document?| - Microsoft Word

P Fle Edt Wew Insert Format Tools  Tgble  window  Help Type a question for help = X
EJEHJ\d|_J|§3|q-EET\mEsNewRumanlev|BIH\E\ = B
—
R e as
This 15 the placeholder document for a new document workspace which will contain the =
newWaterOak.docl
v
:
e
[
BEEEL R 2
Page 1 Sec 1 11 At 11" nz  Col 18 o

5  Click File, and then click Save.

6 In the File name box, type the name of the document, for example WaterOak.doc.
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138

Save in: |[E;| Flant Descriptions on gardenco V| @ ®] | Q X L 1

Team Web Site

My Recent g
beamets || Plant Descriptions
—_ Type Mame Modified By Modified Checked Out To
@ B MeedlepointHolly Catherine Turner 11/15/2004 11:59 PM
Deskkop 3 InProgress Catherine Turner 11/15/2004 5:58 PM

My Documents

My Computer

q File name:  |waterOak.dac v [ ]
Iy Metwork. >

Places Save as bype: |Word Dacument v | Cancel |

7  Click the Save button.

8  Inthe Web File Properties Dialog box, select Deciduous.

Web File Properties |X|

Team Web Site
Plant Descriptions

Flant Type *

* indicates a required field

[ Ok ] [ Cancel

9 Click OK.
The file is saved to the Plant Descriptions Document Library.
10 Click View, and then click Task Pane.
The Microsoft Office task pane appears on the right side of the application.
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11 At the top part of the task pane, click Getting Started.
A drop-down list of selections appears.

12 Select Shared Workspace.

13 Click the Documents tab.

E§ waterOak - Microsoft Word

PFle Edt Wew Inset Format Tools Table Window Help Type & question for help = | X

Documents tab : _
V=T DV ey N - = E;mmesmewman -2 - B 7 U E|E

LR s ' 4 ' 51 7A ishared Warkspace - x
This is the placeholder document for a new document workspace which will contain £ Jal Mo i)
new WaterOak. doc | Team Web Site

Open site in browser

Ml [3

Dacuments Sortby ~

] NeedlepointHolly.doc | HEw

3 InProgress

| Addnew document...
[ Add new folder. .

¥4 Alett me about documents...

Get Updates | Options...

Last updated: 11/16/2004 12:28 AM

[}

El= o = w0 2>

Page 1 Sec 1 i1 A 11" nz  col1s ||rec] TR Ext| love|| GA

14 Move your mouse over WaterOak.doc, and when an arrow appears to the right
of the document name, click the arrow.

5 ) 5
ar M (=) '1,
+ | 0 el o

Documents Sortby *

Check Status
Document Updates, ..
Save Updatable Copy...

|3s_‘$ Create Document Workspace |

| Publish Back to Source Location
|

15 Click Create Document Workspace.

A dialog box appears asking if you are sure you want to create the Document
Workspace.
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Microsoft Office Word le

A new Document. Workspace will be created, A copy of this document will be stored in
the new workspace, You can automatically publish the document back to its original
location,

P
\-..‘/ Mame: WaterOak
Location: http:/fgardencof

Do you wank to create this Document Workspace?

16 Click Yes.

Microsoft Office Word displays the progress and creates a Document Workspace for
this document.

17 Close Microsoft Office Word.

A dialog box appears asking you if you would like to save a local copy of the
document.

18 Click Skip.

You can choose to save a local copy if you want, but it is not necessary.

CLOSE Internet Explorer.

Accessing an Existing Document Workspace

After you create a Document Workspace, you have to access it in order to work on the
document. Unless you know where to look, it can be difficult finding the Document
Workspace again after you first create it.

In this exercise, you will browse to the Document Workspace for NeedlepointHolly.doc,
which you created in the first exercise.

OPEN the SharePoint site where you'd like to access an existing Document Workspace. If prompted,
type your user name and password, and then click OK.

1 On the top link bar, click Documents and Lists.
2  Under See Also on the left-hand side of the screen, click Document Workspaces.

The Sites And Workspaces page appears.
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2} Manage Sites and Workspaces - Micrasoft Internet Explorer

fle Edt Wew Favortes Tools  Help [

Qe - © - ¥ [B] G POsowtr Soromnes @ -2 @ - [JFH 3

Home Documents and Lists Creal

Team Web Site
Sites and Workspaces

This page shows all the Document Warkspaces you have access to below this Web site, Click the name of a

Select a View
o workspace to view its contents. To create a nsw warkspace, click Create below.
Sites Tcreats

Document Document Workspaces Description Last Madified Delete
Workspacss
65 minutes ago ¥

- NeedlepaintHall
Meeting sl ? i
wiorkspaces gl WaterOak 2 minutes ago X

Actions

= Configure Site
and Workspace
Creation

&] Done %J Local intranst

3 Under Document Workspaces, click the Document Workspace you would like
to access, for example NeedlepointHolly.

The NeedlepointHolly Document Workspace appears, which you can work with
as you would any SharePoint site.

A Home - NeedlepointHolly - Microsoft Internet Explorer;

Fle Edt Wew Favortes Tools Help e
: N i AR

OBack - Q B @ ) pSEarEh SopFavores £2) (- & - QI ﬂ

address | (€] httpfigardencofhieediepointHolly defaul. aspx v B ks *

o4

® Home Documents and Lists Create Site Settings Help Up to Team Web Site
. B
NeedlepointHolly P
Home
Modify Shared Page ~
Documents Announcements z
Pictures Welcome to the NeedlepointHolly Document Workspace ! rew 11/15/2004 11:30 PM

by Catherine Turner
ou can use this Document Waorkspace to work on documents with other members of the site. Use the
Contacts Tasks list to assign and manage tasks. Upload files to the Shared Docurnents library to share therm
with others, Use the Links list to create shortcuts to files or web sites related to your work,

Lists

Events

Discussions
@ Add new announcement

General Discussion

SIS Shared Documents - Members -

Type Mame A Maodified By Catherine Turner
] needlepointHally ! rew Catherine Turner

@ Add new member
@ Add new document

Links -
Tasks T Thers are currently no
Title A fssioned To tatue favarite links to display. To

M . R N add a new link, click "Add

There are no items to show in this view of the "Tasks" list. To create new link” belaw.

& new itern, click "Add new task" below,

@ Add new task © Add new link L

|E3

£&] %J Local intranet

CLOSE Internet Explorer.
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Working with the
Office 2003 Shared Workspace Task Pane

The Office 2003 Shared Workspace task pane has six tabs that present different infor-
mation. Following is a description of each tab:

4 N
Sta.tus tab
A "
Member tab
Tas.ks tab

= m

Documents tab

- .

Lin'.ks tab
a [ |

Info tab

The Status tab. This is the first tab from the left on the task pane and is used to
give you information about the status of the document, such as who the document
is checked out to.

The Member tab. This is the second tab from the left on the task pane and is
used to show you a list of people who have access to the Document Workspace.
It also shows you who is online if you have a presence client installed, such as
Windows Messenger.

The Tasks tab. This is the third tab from the left on the task pane and shows
the list of tasks from the Task list of the Document Workspace.

The Documents tab This is the fourth tab from the left on the task pane and
shows a list of documents in the SharePoint site.

The Links tab  This is the fifth tab from the left on the task pane and shows links
from the Links list of the Document Workspace.

The Info tab  This is the last tab from the left on the task pane and shows general
information about the document, such as who created the document, who last
modified the document and when the document was last modified.

In this exercise, you will work with some of the features of the Shared Workspace task
pane in Microsoft Office Word 2003. You will add a task to the Document Workspace,
add a user to the Document Workspace, and check the document information all from
within Word.

OPEN the SharePoint site in which you'd like to work with a document in a Document Workspace.
If prompted, type your user name and password, and then click OK.

1
2
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On the top link bar, click Documents and Lists.

In the See Also section on the left-hand side of the page, click Documents
Workspaces.

The Sites And Workspaces page appears.
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Click WaterOak.
The Water Oak Document Workspace appears.

Move your mouse over WaterOak.doc and when an arrow appears to the right
of the document name, click the arrow.

Click Edit in Microsoft Office Word.

A dialog box appears indicating that some files can harm your computer.
Click OK.

The document is opened in Word.

If the Shared Workspace task pane does not show up on the right side of the screen,
click View, and then click Task Pane.

Click the Members tab.

Your name appears (Catherine Turner in this example) listed as the only member
of this Document Workspace.

E§ waterOak - Microsoft Word

! fle Edt Wew Insert Format Inols  Table Window Help Type a question for help [+ X
NS E LRGSR T B a9 8 5 Tresnewronen 112 2| B 2 U E]= ===
—

EE“‘j“‘}“‘:"'2."':"'3.‘“j“‘?“‘j“'%"':'»ssharedvmrkspace - x

This is the placeholder document for a new document workspace which will contain t ®|®|a

new WaterOak. docl %5 WaterDak

- Open site in browser

aw N F Bl S (5
N

Members

& Catherine Turner

A& Addnew members...

= 5end e-mail to all members. ..

+
© | GetUpdates | Options...

¥ Last updated: 11/16/2004 12:49 AM
[Ele @ =m ¢ >

~

Fage | sec 1 1j1 A1l lnz Coll8 03

Toward the bottom of the task pane, click the Add New Members link.
The Add New Members dialog box displays.

In the Enter e-mail addresses or user names, separated by semicolons box, type
the e-mail address or user name of a user you want to add, for example mikeg.
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Add New Members

X

Choose members
Enter e-mail addresses or user names, separated by semicolons:
mikeg

Example: userl; DOMAINIname; someone@example,com

Choose site group
Assign a site group to the members above:

Contribukor “

Can add content to existing document libraries and lists,

(oo ] N

11 Click the Next, and then click Finish.

If your server is configured for e-mail, the Add New Members dialog box will
appear.

12 Clear the check box to send an e-mail invitation to the new members, and then
click OK.

Add New Members

The members were added successfully to the workspace,

O iSend an e-mail invitation to the new members, You can |
isee and edit the message before sending it

The user (Mike Galos in this example) is listed as one of the members of the Shared
Workspace and he now has permissions to edit the document.

: Shared Workspace - x

@|®|aA

% WaterDak
Open site in browser

s EICEO

Members

A Catherine Turner

Online
Mone of the members are online.

Not Online
A Mike Galos

13 Click on the Tasks tab.
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14 In the bottom section of the pane, click the Add New Task link.
The Task dialog box appears.

15 |Inthe Title box, type a name for the task, for example Write description of the Water
Oak in the Water Oak document.

Leave the Status and Priority boxes set to their defaults.
16 In the Assigned To box, select a user to assign the task to, for example Mike Galos.

17 In the Description box, type a description for the task, for example, Right now,
the Water Oak document is just a placeholder and we need to add actual content
to the document.

18 In the Due Date box, select the due date for the task, for example 12/15/2005.

Leave the hours and minutes boxes set to their default settings.

- 8
Title: |Write description of the Water Oak in the Water Oak document, |
Status: |t Started ~|

Priarity: |(2) Mormal . |

Assigned to: |Mike Galos h

Description: | Right now, the Water Oak document is just a placeholder and
we need to add actual content to the document.

Duedste:  [12/15/2005 v [1zam v [0 v

Enter date in format: M{dfyyeyy

19 Click OK.

The new task you just entered appears in the task pane.

% WaterDak
& Open site in browser

A P E =5

Tasks Sortby *

[] write description of the ... ! rew
Mike Galas 12/15/2005

20 Click on the Info tab.
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The date and time the document was modified as well as the user who created
the document and the user who most recently modified it is displayed.

: Shared Workspace - x

®|D| A

% WaterDak
# Open site in browser

NECKEEe

Document Information

Created By

A Catherine Turner
Modified By

& Catherine Turner
Modified
[1171612004 12:33 A

CLOSE Microsoft Word and Internet Explorer.

Publishing a Document Back to a Document Library

The ability to publish a document back to its original source document library is one
of the unique features of Document Workspaces. Essentially, what this feature does is
copy the document back into the source library. It keeps you from having to remember
where the document originally came from, while still being able to keep it up to date.

In this exercise, you will publish a document from the Document Workspace back
to the document library.

OPEN the SharePoint site in which you'd like to publish a document from a document library back
to the main site. If prompted, type your user name and password, and then click OK.

1 On the top link bar, click Documents and Lists.

2 Inthe See Also section on the left-hand side of the page, click Document
Workspaces.

The Sites And Workspaces page appears.
3 Click NeedlepointHolly.
The NeedlepointHolly Document Workspace is displayed.

4  Move your mouse over NeedlepointHolly.doc and when an arrow appears to the
right of the document name, click the arrow.
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A Home - NeedlepointHolly - Microsoft Internet Explorer;

Fle Edt Wew Favortes Iools Help

¢ Y Al S =

OBack - Q |ﬂ @ ) /.jSEar:h 7 Favories {2) K-z @ - gl ﬂ 3

address | &] http:figardencoNeedepointHalydeFaul aspx v B ks *

RIS
0

NeedlepointHolly P

Home
Modify Shared Pags
Documents Announcements b4
Pictures Welcome to the NeedlepointHolly Document Workspace ! rew 11/15/2004 11:30 PM

by Catherine Turner

Contact “fou can use this Docurnent Workspace to work on documents with other members of the site. Use the
DIEaES Tasks list to assign and manage tasks. Upload files to the Shared Documnents library to share them

with others. Use the Links list to create shortouts to filss or Web sites related ta your work.

Lists

Events
Discussions
o Add new announcement
General Discussion

Surveys Shared Documents - Members >
Type Mame A Modified By Catherine Turner
] [needlepaintHolly [rew -] catherine Turner
@ Add new member
View Propertiss
@ Ad
[CA Edit Properties Links =
TasH ®] Edit in Microsoft Office Word - There are currently no
Title Delet Status favorite links ta display, Ta
x| Delete . . add a new link, click "Add
Therl 13| Cheok out the "Tasks" list. To create new link” below,
ane
Y L] Wersion History ® Add new link
Alert Me
Discuss =
| v
Fublish to Source Lacation | - =
%J Local intranst

&] Done

5 Click Publish to Source Location.

The Publish To Source Location page appears.

2 Publish to Source Location - Microsoft Internet Explorer

File Edt Wew Favortes Tools Help W

Up to Team Web

MeedlepointHolly
Publish to Source Location

This will replace the source document with your latest changes.,

Current docurnent: http://qardence, dlepointHolly/Shared Dacument: dlepointHolly.doc

Source document: hittp://gardenco/Plant Descriptions/MNeedlepointHolly dog

Are you surs you want to publish this document to its source location?

[ Q< ] [ Cancel A

53

&) %J Lacal intranet

6 Click OK.

This copies the latest version of NeedlepointHolly.doc from the Document Workspace
to the original document library NeedlepointHolly.doc came from (in this case, Plant
Descriptions) and a confirmation that the operation completed successfully appears.

CLOSE Internet Explorer.
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Deleting a Document Workspace

When you are finished with a Document Workspace, you will want to delete it in order

to save space on your SharePoint server. Deleting it also reduces the clutter when people
are trying to find other Document Workspaces.

In this exercise, you will delete the NeedlepointHolly.doc Document Workspace.

OPEN the SharePoint site from which you'd like to delete a Document Workspace. If prompted, type
your user name and password, and then click OK.

1  Onthe top link bar, click Documents and Lists.

2 Inthe See Also section on the left side of the page, click Document Workspaces.

The Sites And Workspaces page appears.

2l Manage Sites and Workspaces - Microsoft Internet Explorer |ZHE‘E|
Fle Edt Wew Favortes Tooks Help e

Qe - © |ﬂ @ ;j ;]Search \‘;fi(Favuntes o f:{- :'_ w - 3

address | @] hetp:jigardenco;_layouts1033(mngsubmehs, aspx?visw—rdws v Go Links
% Home Documents and Lists Create Site Settings Help
j Team Web Site
Sites and Workspaces
Select a View This page shows all the Document Workspaces you have access to below this web site. Click the name of &
i workspace to view its contents. To create a new workspace, click Create below.
Sites Create
Document Document Workspaces Description Last Madified Dslete
Wiorkspaces
7 needlepaintHall 2 hours ago
Meeting sl P v E x
Waorkspacss gl WaterOak 10 minutes aga X

Actions

= Configure Site
and Workspace
Creation

€l

% Local intranst

* 3 Under the Delete column, click the X that corresponds to NeedlepointHolly.

Delete The Delete Web Site page appears and warns you that all the information contained

in the site will be destroyed.
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2 Delete Web Site - Microsoft Internet Explorer
File Edit Yiew Favortes Tools  Help w

p 5 Al & N . 7 f
Oaa‘k -9 |ﬂ @ p) ) search 5 7 Favares {(Z) @ M - _J i 3
address | &] http:figardence/_layouts/1033/deleteweb. aspx?Subweb=nieedk foll d v Go | Links

i Home Documents and Lists Create Site Settings Help

i Team ‘Weh Site
&) Delete Web Site

Warning
You are abaut to delets the fallowing Web site: http://gardsnco/MeedlspaintHally

Deleting the web site will permanently destroy all content and user infarmation, including:

+ Documents and documsnt libraries

® Lists and list data, including surveys, discussions, announcements, events
+ Web site settings and configurations

« Site groups and security information relating to the Web site

To continue, click Delete.

Delete ] [ Cancel

&) Dane % Lacal intranet

4  Click the Delete button.

The Sites And Workspaces page appears. Notice that the NeedlepointHolly Docu-
ment Workspace is no longer listed.

CLOSE Internet Explorer.

Key Points

B You can create Document Workspaces for documents that are in progress.

B Using Document Workspaces, you can more easily communicate and collaborate
about a particular document.

B With the Microsoft Office 2003 Shared Workspace task pane, you have access
to information directly from a SharePoint site and you are able to update that
information directly within Office.

B You can create a document library from an existing document in a document
library so you can use the Publish To Source Location feature to update the original
document with the latest version.
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-2 Home - Public Workshops - Microsoft Internet Explorer;

File  Edt

Public Workshops

Date: 12/7/2004 Time: 5:00 PM - 6:00 FM ==
Location: Home Office

@ Goto Events

Miew Favorites  Tools  Help /s
Q- © - [x] B & ) search ¢ Favorites (4] W - g 3
address | @] hetp:jjgardsncafPublic .20 orkshops def Ul aspic v B ks *

Up to Team Weh

oS

- Create a Meeting Workspace,

page 152

&l

Home Help

Public Workshops

Date: 1/4/2005 Time: 5:00 PM - 6:00 PM > >
Location: Home Office

@ Goto Events

Home Modify This Workspacs +
Select a date from  Objectives ~ Agenda -
the list below: Thers are no items to show in this view of the Subject Owner Time
b 1z/7/2004 O‘JJE““’?Sh ‘I'St- To create a new item, click "Add There are no items to shaw in this view of the
new item” below. "agenda" list, To create a new itemn, click "add
1/4/2008 @ add new iterm new itemn” below.
2L @ Add new itemn
3/1/2005 pre—— =
4/5/2005 Marme Edit Response Document Library b2
5/3/2005 Catherine Turner [ Mone Type Hame Amadified By
6/7/2005 o m tend
2/5/2005 anage atendees Public Workshops - Microsoft Internet Explorer
/272005 File  Edt View Favorites Toolks Help o
9/6/2005 F \J \j 5 = a =
) Back - x| 2] & ) Search 5 7 Favorites  45<) s [ - ij X
10/4/2005 o/ | /- P & & 3
11/1/2008 Links >
12/6/2005

Up to Team Web

- —

te

Modify This Workspace v

Owiner Tirme
Mike Galos  5:00 FM -
5:15 PM
Cathering 5:15 FM -
Turner 5:30 PM
Mike Galos  5:30 FM -
5:45 PM
Catherine 5:45 FM -
Turner 6:00 PM
Amadified By b

There are no items to show in this view of the "Document
Library" document library. To create a new itemn, click "add

% Local intranet

Home
. Select a date from  Objectives ~  Agenda
—— .
Add agenda items to a e ISEDEION: o b oficenty get rd of weeds Suvject
. from your garden. | HEw
Meetlng Workspace, 12/7/2004 lntr?jduct\z;\wtn
b 1/4/2005 B Add new item weeding
page 158 ap— Using chernicals ta kill
[ — pes weeds | HEW
3/1/2005 Tools to help remave
Py — Name Edit Response 0o 3o ewr
i — Catherine Turner [ Mone Ouestions and
HEW
6/7/2005 ® Manage attendees Answers
7/5/2005 B Add new item
Home - Public Workshops - Microsoft Internet Explorer PO T
Fle Edt Wew Favortes Tooks Help I Type Harme
Q- O [« @ & ) search ¢ Favortes {4} W - i@ 3
new document” below.
Address [ €] http: jgsrdencofPublic: kshopsjdefault. sspx?InstanceID=2005010: d=Nextip_StartTimeUTC=z0041208T010C @ | £ G0 ks ™| _ ., .
Date: 1/4/2005 Time: 5:00 PV - 600 FM 5% =
Location: Home Office =
@ Go to Events
(T Modify This Workspace v
Select a date from sl « Add Web Part:
the list below: Objectives v x || Agenda Create Lists -
LR How to efficiently gzt rid of e Subject 9% Drag the partta a zane an the pags,
b Lfa/z008 your g . Introduction Mlk‘ and a new list or library will be
i G .
21172005 @ Add new itern waeding Liew ol | created
3/1/2005 2l Decisions el
4/5/2005 Attendees T Using Cat
. Marne Edit Response | | chemicals to Tur | -2l Decument Library
5/3/2005 - Kill &
Catherine Turner 5 None €] General Discussion
ds I new B .
87772005 " weeds == Customize a Meeting
ke Galos Accepted Toals ta hel wik| || = Links
7/5/2005 on s o nElp ! Work
remove Gal | 4] objectives Oorkspace,
RS @ Manage attendess wends | Hew
G| Picture Librar
9/6/2005 -~ — j v page 163
uestions an at | [@] Tasks
10/4/2005 AnswersivEw  Tur
11/1/2005 Gl TextBox
12/6/2005 3 | Things To Bring
1/3/2008 @ hdd new item Show All Lists
BT Document Library
-« Previous Hexts ¢ i IS
&l % Local intranet
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Working with
Meeting Workspaces

In this chapter you will learn to:

v/ Create a Meeting Workspace.

Understand the home page of a Meeting Workspace.
Add items to a Meeting Workspace.

Customize a Meeting Workspace.

RSN

Every company holds meetings. Usually those meetings have a specific agenda. Some-
times participants need to prepare for the meeting by completing some task prior to it,
whether it is reading a document, putting together a list of questions, or perhaps bringing
a prototype with them. Often, a meeting becomes inefficient because the preparation
tasks that participants are expected to do are not communicated effectively. In addition,
after the meeting is over, sometimes meeting notes or follow-up steps are not given to
the participants.

Microsoft Windows SharePoint Services provides a feature called Meeting Workspace,
which helps to improve communication before and after a meeting by supplying a
common place to store information that is relevant for the meeting. By providing a single
point of communication, Meeting Workspaces can help make meetings more efficient—
something every organization, large and small, can use.

In this chapter, you will learn to create a Meeting Workspace by using a template
for a SharePoint event. After the Meeting Workspace is created, you will learn to add
items to it, such as objectives, agendas, and attendees. You will also learn to customize
the Meeting Workspace by adding a Web Part and then adding items to the Web Part.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xxix—xxx.

Important Before you can use the practice files provided for this chapter, you need
to install them from the book’s companion CD to their default locations. See “Using the
Book's CD-ROM" on page vii for more information.

Important Remember to use your SharePoint site location in place of http://gardenco
in the exercises.
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8 Working with Meeting Workspaces

Creating a Meeting Workspace

There are two different ways to create a Meeting Workspace. The first is to create a new
SharePoint subsite manually and then apply the Basic Meeting Workspace template to
it. The second way is to use one of the default SharePoint events to generate the Meeting
Workspace associated with this event. Both will be covered in this section.

Creating a Meeting Workspace Using a Template

When you create a Meeting Workspace by using the Basic Meeting Workspace template,
some default content is added automatically. Three lists—Objectives, Agenda, and
Attendees—and a document library are created, which function just like any list or
library, as discussed in Chapters 4 and 6, respectively. Each of these lists has a Web
Part on the front page of the Meeting Workspace, making it easy to convey information
in any of them. Additionally, the Attendees list displays the name of the user who created
the Meeting Workspace as the meeting organizer.

In this exercise, you will create a Meeting Workspace by using the Basic Meeting
Workspace template to use for storing notes from the weekly status meeting.

OPEN the SharePoint site in which you'd like to create a Meeting Workspace. If prompted, type your
user name and password, and then click OK.
BE SURE TO verify that you have sufficient rights to create a site. If in doubt, see the Appendix

on page 260.
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1  Onthe top link bar, click Create.
The Create Page page appears.

2  Under the Web Pages section, click Sites and Workspaces.
You are taken to the New SharePoint Site page.

3 IntheTitle box, type the name of the workspace you would like to create, for example
Weekly Status Meeting.

4  Inthe Description box, type a description for the Meeting Workspaces, for example
This site contains information about the weekly status meeting.

5 Inthe URL Name: box, type the URL for the Meeting Workspace, for example
weeklystatus.



Working with Meeting Workspaces 8

Leave the default settings for the Permissions section. You have now entered every-
thing you need to create the new site.

A New SharePoint Site - Microsoft Internet Explorer

Filz  Edt Wew Favortes Tools  Help w

(Drack ~ () |ﬂ @ _h frj Search \_:n:(Favnrites &) E/:{ :_\; -8 S

Address | (€] httpsfigardencol_layouts/1033/newsbweb.aspx v B ks *

;% Home Documents and Lists Create Site Settings Help

X Team Web Site
.ﬁ*) New SharePoint Site

Use this page to create a new site or workspace under this SharePaint site. You can specify a titls, Web site
address, and access permissions,

Title and Description Title:

Type atitle and description for your new site. The title |Weeklv Status Meeting |
will be displayed on each page in the site.

Description:

This site contains information about the
weekly status meeting.

Web Site Address URL names:

Users can navigate to your site by typing the Weh site http:/fqardeﬂcnf
address {URL} into their browser. You can enter the last

part of the address. You should keep it shart and sasy ta

remember,

For example, http://gardenco/ mysite

Permissions User Permissions:

“fou can give permission to access your new site to the (@ Use same permissions as parent site
same Users who have access to this parent site, or you
can give permission to a unigue set of users,

£&] %J Local intranet

© Use uniqus permissions

|E3

Click the Create button.

A new site is created at http://gardenco/weeklystatus and you are taken to the
Template Selection page.

In the Template box, select Basic Meeting Workspace.
Note You can also create a Multipage Meeting Workspace by selecting the
Multipage Meeting Workspace template. A multipage Meeting Workspace is very

similar to a basic Meeting Workspace, except the multipage one creates additional
blank pages so that you can add your own content.
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| Template Selection - Microsoft Internet Explorer;

fle Edt Wew Favortes Tools Help

Q- O [« @& ) search 5 Favories 2 K- ; -8 S

address | @] http: f{gardencafweehlystatus]_layouts{ 1033 templatepick aspx &

Go  Links *

Weekly Status Meeting

J Template Selection
Select a template to apply to this web site. Each ternplate includes Web pages, web Parts, lists, libraries, and
other items. Chaose the template that most closely matches the type of site you want to creats or click here

for information an how to migrate an existing site.

Select a Template Template:

Team Site

Blark Site

Document Workspace
Biazi 1o Y

Blank Meeting Workspace
Decision Mesting Workspacs
Social Meeting Workspace
Multipage Meeting Workspace

all the basics ta plan, organize and track your meeting. This
Meeting Workspace contains the following lists: Objectives,
attendess, Agenda, and Docurnent Library.

QK bd

&] Dane %J Local intranet

8 Click oK.

You are taken to the newly created Weekly Status Meeting page.

Home - Weekly Status Meeting - Microsoft Internet Explorer

Fle Edt Wew Favortes Iooks Help I3
OBack - Q B @ ;;j pSearch \;\?Favuntes o &2- ; [ - J i 3
address | @] hetp:jjgardencojwesklystatus def Ul aspic v B ks *

Home Help Up to Team Web

) P
ﬂ Weekly Status Meeting

Home Modify This workspace =
Objectives v Agenda -
There are no itsms to show in this view of the "Objectives”  Subject Owner Time

list. To create @ new item, click "Add new item" below. There are no itsms to show in this view of the "Agenda” list. To

@ Add new item create a new itemn, click "Add new item” below,

o Add new item

Attendees v
Mame Edit  Response Comment Document Library -
There are na items ta shaw in this view of the "Attendees’  Type Name Amodified By
fist. There are no itams to show in this view of the "Dosurnent Library”
@ Manage attendees document library, To create a new item, click "Add new document”
Belaw,
B Add new document
& &J Local intranet

CLOSE Internet Explorer.

Creating a Meeting Workspace for a SharePoint Event

You might want to create a Meeting Workspace for an event that is already in a SharePoint
events list, which is even easier to create because Windows SharePoint Services performs
most of the work for you.
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In this exercise, you will create a Meeting Workspace for recurring Public Workshops
events. There are many people involved with the Public Workshops and having details
in a Meeting Workspace on the SharePoint site makes it much easier to communicate
information, including changes, to everyone involved. You will be adding information
to this workspace in the next several sections.

OPEN the SharePoint site in which you'd like to create a Meeting Workspace. If prompted, type your
user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to create a site. If in doubt, see the Appendix

on page 260.

BE SURE TO complete the steps to create recurring Public Workshops events in the “Add, Edit,

and Delete List Items” exercise in Chapter 4 on page 65.

Alternatively, you can create a practice site for this chapter based on site template Chapter 8 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 08 folder. See ‘Using the Book's CD-ROM’ on page vii
for instructions on how to create a practice site.

1 Under the Events Web Part, click one of the Public Workshops events.

The Events: Public Workshops page appears.

2 Events - Public Workshops - Micrasoft Internet Explorer,

Fle Edt ¥ew Favorites Tools Help e

oBack -9 |ﬂ @ :jj ;Tsﬁrch \ii(Favuntes &) ﬁ:{- :; [ - QJ i 3

address | €] http:jjgardenco/Lists{Events/DispForm, aspx?ID=1.0.2004-12-D8T01:00:0028Source=http¥s3A%:2F% 2F gardencoss2Fdef | £ G0 Links ™

¥ Home Documents and Lists Create Site Settings Help

Team Web Site
Events: Public Workshops

SNew Itern | T2Edit Item | 4DvEdit Series | [F Export Event | Go Back to List

Title: Public Workshops
Begin: 12/7/2004 5:00 PM

End: 12/7/2004 6:00 PM

Description: Each month we will present another topic to the public,
Location: Home Office

Recurrence: Every 1 manth(s) on the first Tussday

Warkspacs:

Created at 11/23/2004 3:03 AM by Catherine Turner
Last modified at 11/23/2004 3:07 AM by Catherine Turner

&) %J Lacal intranet

CAEdit Item Click Edit Item.

Click Edit Series.

4 Select the Use a Meeting Workspace to organize attendees, agendas, documents,
minutes, and other details for this event. checkbox.

5  Click Save and Close.

4_¥Edit Series

|ml 5ave and Close
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8 Working with Meeting Workspaces

You will be taken to the New or Existing Meeting Workspace page. Because a Meeting
Workspace was not created for this event yet, you will create one. All of the informa-
tion is already filled out for you.

2 New or Existing Meeting Workspace - Microsoft Internet Explorer,

File Edt Wew Favortes Tools Help

Qaa(k A > ) B @ ‘;j pEEarth ;:(Favnntes & D::'{- ; wl - _] i 3

/L

Team Web Site
New or Existing Meeting Workspace

Use this page to create a new Meeting Workspace site or to link to an existing Meeting Workspace site for this

event,
Create or Link Choices:
Choose whether to create a new site for this event or to (2 Create a new Meeting Workspace

link this event to an existing site. () Link to an existing Meeting Workspace

Title and Description Title:

Type atitle and description for your new site. The title |Puhh: warkshops |

will be displayed on each page in the sits. b |

Description:

Web Site Address URL name:

Users can navigats to your site by typing the Wab site http://gardenco/ Public Workshops

address {URL} into their browser. You can enter the last

part of the address. You should keep it shart and sasy ta

remsmbsr,

- e R b
&] Dane %J Local intranst

6 Click OK.

A new site is created at http://gardenco/Public%20Workshops and you are taken
to the Template Selection page.

7  Inthe Template box, select Basic Meeting Workspace.

Template Selection - Microsoft Internet Explorer

File Edt Wew Favortes Tools Help

Q-0 ¢ A& ) search ¢ Favories 2 K- :’_ -8 S

keeCPLinkSources

Public Workshops
Template Selection

Select a template to apply to this web site. Each ternplate includes Web pages, web Parts, lists, libraries, and
other items. Chaose the template that most closely matches the type of site you want to creats or click here
for information on how to migrate an existing site.

Selecta Template Template:

P
Decision Meeting Workspace
Social Mesting Workspacs

Multipage Meeting Workspace

all the basics ta plan, organize and track your meeting. This
Meeting Workspace contains the following lists: Objectives,
attendess, Agenda, and Docurnent Library.

QK )

€] Dane %J Lacal intranet
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8 C(Click oK.

You are taken to the newly created Public Workshops page. In the left pane, notice
the links for each recurrence of the event.

A Home - Public Workshops - Microsoft Internet Explorer

Fle Edt ¥ew Favortes Tooks Help
- - Al & n 5 R
- 6y - ) o Eavori D | - 2 o g4 A
Desk - ) |j @ ()| O ssarch §lpFavortss @B (- @] o, §
Address | &] hetp:figardenco/Public 20workshops/def ault. aspx v B ks *
M Home Help Up to Team Web Site [
. Public Workshops Pl 5]
ﬂ Date: 12/7/2004 Time: 5:00 PM - 6:00 PM >
Location: Home Office
@ Go to Events
Home Modify This Warkspacs =
Selsct & date from Objectives v  Agenda -
the list below: There are no items to show in this view of the Subject Guwner Time
»  12/7/2004 Ohlw"‘fsb "‘“‘ To create a new item, click "Add There are na items ta show in this view of the
new itern” below, “agenda’ list, To create a new item, dick "Add
s  add new item new item"” below.
27172008 @ Add new item
3142008 attendees -
47542005 Name Edit Responss Dacument Library -
5/3/2005 Catherine Turner T2 Mone Type Hame Amadified By
6742005 There are no items ta show in this view of the
B Manage attendees “Document Library” document library. To create
/542005 a new item, click "Add new document” below.
8/2/2005 @ Add new document
9/6/2005
10/4/2005
11/1/2005 =
12/6/2005 B
£&] %J Local intranet

CLOSE Internet Explorer.

Understanding the Home Page of a Meeting Workspace

Once you have created a Meeting Workspace, you should familiarize yourself with the
home page layout. On the home page of a generic workspace are Web Parts for Objectives,
Attendees, Agenda, and document library. These are the items that apply to every meeting.
A meeting should always have at least one objective as well as an agenda, to let people
know what the meeting is about. The meeting workspace is organized in a way that makes
it easy for the organizer to communicate why they are holding the meeting. Also, there
must always be a list of meeting attendees. The document library does not necessarily
have to be used, but it is convenient to have one created as a place to store documents
that attendees might need to read before the meeting, a Microsoft PowerPoint file con-
taining the presentations, or meeting minutes after the meeting concludes.

If you create a Meeting Workspace from a recurring event, additional information is
provided on the Meeting Workspace page. At the top of the page is the Date and Time
of the meeting as well as the Location of the meeting, if specified. This is useful informa-
tion to have in case someone needs it. Additionally, on the left side of the page is a list
of dates that represent each instance of a recurring meeting. Each of these dates has its
own Meeting Workspace page associated with it, enabling you to have different objec-
tives, agendas, attendees, and documents for each specific instance of the meeting. For
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8 Working with Meeting Workspaces

example, the Public Workshops meeting presents a different topic each month, so it
makes sense to have different objectives, agendas, attendees, and documents for every
monthly event.

Adding Items to a Meeting Workspace

To get the most use out of a Meeting Workspace, you need to add information and rele-
vant details to it so people are motivated to visit your Meeting Workspace. In this section
you will add information to each of the default Web Parts in the Public Workshops
Meeting Workspace.

Adding an Objective to a Meeting Workspace

First, the topic for the next Public Workshop focuses on dealing with weeds in the
garden. Catherine Turner wants to communicate this focus to anyone who visits the
Meeting Workspace page.

In this exercise you will add this topic as an objective to the Meeting Workspace.

OPEN the Meeting Workspace that you created in the previous exercise (http://gardenco
/Public%20Workshops in the example). If prompted, type your user name and password, and then
click OK.

You can also get to the Meeting Workspace by opening the base SharePoint site (http://gardenco),
clicking one of the Public Workshops under the Events Web Part, and then clicking the Workspace link.

1  On the left side of the page under Select a date from the list below:, click the date
of the next meeting (1/4/2005 in this example; your date will vary based on the
date you perform this exercise.).

A Home - Public Workshops - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help r
- 8 A | & n -
- ) ~T. i £ (Y - & w| - i 3
O Back - () |ﬂ @ (1) | jOsearch g pFavartes 2) (- i [ _] T, 3
Address | ] hitp: f{gardencofPublicy20workshops/default aspx7InstancelD=200501045Paged=Next&p_StartTimeUTC=200412087010C ¥ | [£9 Go  Links >
M Home Help Up to Team Web Site [
. Public Workshops P
E‘i Date: 1/4/2005 Time: 5:00 PM - 6:00 PM >
Location: Home Office
@ Go to Events
Home Modify This Warkspacs =
Selsct & date fram  Objectives v Agenda -
the list below: There are no items to show in this view of the Subject Quner Time
12/7/2004 Ohlw"‘fsb "‘“‘ To create a new item, click "Add There are no items to show in this view of the
Iy Sp— new itern” below, "Agenda’ list, To create a new item, click "Add
1/4/2005 o dd new item new ftem” below.
HAED @ Add new item
3/1/2005 Attendees -
4/5/2005 Name Edit Responss Document Library -
5/3/2005 Catherine Turner [ none Type Name A modified By
6/7/2005 There are no items to show in this view of the
B Manage attendees “Document Library” document library. To create
7/5/2005 a new itemn, click "Add new document” below,
8/2/2005 @ Add new document
9/6/2005 L
10/4/2005
11/1/2005
1z/6/2005 @
&] Dane %J Local intranet
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2 Under the Objectives Web Part, click Add new item.
You are taken to the Objectives: New Item page.

3 Inthe Objective box, type the meeting objective, for example How to efficiently
get rid of weeds from your garden..

A Objectives - New Item - Microsoft Internet Explorer

Filz  Edt Yew Favortes Tools  Help o
\ A | e ] Ay B
OBack - @ @ f) pSearch g Faveitss &) (- L @ - _J i3
address | &] http:figardencofPublic kshopsiLists/Objectives/NewForm, aspx7Source=http%3A%2F% 2F gardenco® 2FPUblic? 25 ¥ Gn Links >

Home Help Up to Team Web Site [

Public Waorkshops
Objectives: New Item

| save and Close | [ Attach File | Go Back to List

Obiective * [How to efficiently get rid of weeds fram your garden.

* indicates a required field

[£3

&] Dane %J Local intranst

4  Click Save and Close.

You have created the objective for this Public Workshop and are taken back to the
home page of the Meeting Workspace. The new objective appears in the Objectives
Web Part.

A Home - Public Workshops - Microsoft Internet Explorer

File  Edt Yew Favortes Tools Help w
- O Al O N | . B - by
Q Back () @ @ Lp) | ) search 7 Favores 23] L’i S _] ﬁ 3
Address | €] httpsjjgardenca/Public20workshops/def ault aspx7Inst ancelD=200501048Paged=Next&p_StartTimeUTC=20041208T010c v | [£9 G Links >
M Home Help Up to Team Web Site [
) &
Public Workshops Pl
ﬂ Date: 1/4/2005 Time: 5:00 PM - 6:00 PM 3>
Location: Home Office
@ 6o to Events
- Madify This Warkspacs =
Selsct & date from _Objectives ~  Agenda -
(i 18 oclloncs How ta efficiently get rid of weeds from | Subject Qwner Time
12/7/2004 your gardsn. Lrew There are no items to show in this view of the "Agenda"
> e FETTr— list. To creats & new itern, click "Add new itern” below.
24142005 8 Add new item
By — Attendees - )
Marne Edit Response  .Decument Library, 4
4/5/2008 .
Catherine Turner 3 Mone Type Mame A modified By
BRI There are no items to show in this view of the "Document
6/7/2005 @ Manage attendees Library" document library, To creats & new item, click
p— "add new document” below,
v @ Add new docurnent
9/6/2005 U
10/4/2005
11/1/2005
12/5/2005 @
&) Dane %J Lacal intranet

CLOSE Internet Explorer.
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Adding an Agenda to a Meeting Workspace

Next, Catherine Turner wants to communicate the agenda for the next Public Workshop.
This includes assigning an owner to each agenda item and scheduling a time for the Public
Workshop. Catherine has decided that Mike Galos will present the Introduction session
and the Weeding Tools session. She will present the pros and cons of weeding with
chemicals as well as answer questions. Each session will last for 15 minutes.

In this exercise, you will create an agenda for the Meeting Workspace based on this
scenario.

OPEN the Meeting Workspace that you created in the previous exercise (http://gardenco
/Public%20Workshops in the example). If prompted, type your user name and password, and then
click OK.

1 On the left side of the page, under Select a date from the list below:, click the date
of the next meeting (1/2/2005 in this example; your date will vary based on the
date you perform this exercise.).

2 Under the Agenda Web Part, click Add new item.
The Agenda: New Item page appears.

3 In the Subject box, type a subject for the agenda, for example Introduction
to weeding.

4 Inthe Owner box, type the name of a person who is responsible for this agenda
item, for example Mike Galos.

5 Inthe Time box, type the time for this agenda item, for example 5:00 PM - 5:15 PM.

A Agenda - New Item - Microsoft Internet Explorer IZHE\EI
.lf'r

Fle Edt Wew Favortes Tools  Help

Qe - © |ﬂ @ ;j /'__‘ISearch \‘;ft./Favuntes o f:{- ; -l B

address | €] http:jjgardenco/Public?20WorkshopsjLists/AgendsjNewFarm, aspx?Source=https3A%:2F% 2F gardencat2FRublic2520 + | £ G0 Links **

I % Home Help Up to Team Web Gite [iad

Public Warkshops
Agenda: New Item

|l Save and Clase | (] Attach File | Go Back to List

Subect ™ [1ntroduction to weeding |

owner |ike Galos |

Time  [5:00 PM - 5:15 PM |

Motes

&) %J Lacal intranet

6 Click Save and Close.
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You have created the first agenda item for this Public Workshop and are taken
back to the home page of the Meeting Workspace. The new agenda appears in
the Agenda Web Part. Using steps 2—6 as a guide, create another three items for
the workshop agenda. The information for each agenda item is provided in the
following table:

Subject Owner Time

Using chemicals to kill weeds Catherine Turner 5:15 PM - 5:30 PM
Tools to help remove weeds Mike Galos 5:30 PM - 5:45 PM
Questions and Answers Catherine Turner 5:45 PM - 6:00 PM

You have created the final agenda item for this Public Workshop and are taken back
to the home page of the Meeting Workspace.

2 Home - Public Workshops - Microsoft Internet Explorer A EE
File Edit Wew Favorites Tools Help "
? o Al © < 3- & @ - 2
Yeack ~ ) |il] @ ()| ) search ¢ Faverites {7) da @ i 3
Addrecs | (€] httpsfjgardencafPublicw 20warkshops/default, aspx7InstancelD=200501048Paged=Nextep_StartTimelTC=20041208T010C v | (£ G Links
™ Home Help Up to Team Web Site [
- S E—
Public Workshops ’
8hg Date: 1/4/2005 Time: 5:00 PM - £:00 PM > >
Location: Home Office
@ 6o to Events
r— Modify This Workspace +
Selact & date from  Objectives v Agenda -
the list below: How to efficiently get rid of weeds Subject Owner Time
12/7/2004 fram your garden. L Introduction to Mike Galos  5:00 PH -
b 1/4/2005 © add new item weeding I new Sils PR
Using chernicals to kill Cathering  5i15 PM -
2AEINE weeds | HEw Turner 530 PH
3/1/2005 Attendees ht
. . Tools to help remove Mike Galos  5:30 PM -
4/5/2005 am= [FRESPONSE peeds |ew 545 PH
N
5/3/2005 Catherine Turner 3 ione Questions and Catherine 5:45 PM -
Answers |new Turner 5:00 PM
6/7/2005 @ Manage attendses
7/5/2005 ® Add new item
8/2/2005
By Document Library - -
T N Modified B
10/4/2005 e ame premee By
There are no items ta show in this view of the "Document
11/1/2005 Library" dacument library. To create s new iterm, click "Add
124602005 new document” below, .
&] Dane %J Local intranet

CLOSE Internet Explorer.

Adding an Attendee to a Meeting Workspace

Finally, since you specified that Mike Galos will be presenting two topics in the meeting,
you need to add him to the Attendees list. Listing Mike as an attendee ensures that the
visitors to the workspace know that Mike will attend the meeting and they’ll be able

to contact him by e-mail if necessary.

In this exercise, you will add a user, Mike Galos, to the attendees list.
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8 Working with Meeting Workspaces

OPEN the Meeting Workspace that you created in the previous exercise (http://gardenco
/Public%20Workshops in the example).
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1

On the left side of the page, under Select a date from the list below:, click the date
of the next meeting (1/4/2005 in this example; your date will vary based on the
date you perform this exercise.).

Under the Attendees Web Part, click Manage Attendees.
The Attendees page appears.
Click Add Attendee.

Sjadd Attendes

You are taken to the Attendees: New Item page.

In the Name box, type the e-mail address or user name of the attendee, for example
gardencodom\mikeg.

Note You can also use the Microsoft Outlook Address Book to import users
if you have Outlook 2003 installed.

In the Response drop-down list, select Accepted.

In the Attendance drop-down list, select Required.

2 Attendees - New Item - Microsoft Internet Explorer I;I@FXI
o

File Edt Wew Favorktes Tools Help 5

(Dmack ~ () |ﬂ @ ;j /35earch ‘{‘\}‘Favnrites &) Eﬁ\’- :_\; - S

Address | ] hitp: f{gardencofPublics20Workshaps Lists Attendees/NewForm, aspxPSource=hitp73A% 2F 2 gardenca2FPublicys2s ¥ Go  Links

I % Home Help Up to Team Web Site [

Public Waorkshops
Attendees: New Item

Ta sdd an attendes, type the e-mail address (for sxample, sameone@example.com) or ussr name
{DOMAINAname) for that persan. After adding attendees, you may need to assign them permission to use the
workspace. More infarmation

|l Save and Clase | Go Back to List

[aardencodamymikeg | [ Address Book

Mame *

Comment

Response * [ accepted (v
Attendance * v

* indicates a required field

&) Dane % Lacal intranet

Click Save and Close.

You have added Mike as an Attendee for this Public Workshop and are taken back
to the Attendees list. You may add additional attendees if you want by using the
same procedure.
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‘A Attendees - Microsoft Internet Explorer |ZHE‘E|
.lf'r

Fle Edt Wew Favortes Tools  Help

oBack -9 |ﬂ @ :jj /"__Tsﬂch \ii(Favuntes &) ﬁ:{- :; [ - QJ i 3

address | @] hetp:jjgardenco/Public B s ®
I % Home Help Up to Team Web Site
j Public Waorkshops /O
4 Attendees

Select a View Uss the Attendee list to track who is planning to attend the mesting.

Attendess Tadd attendee | VFilter | (Al Meetings

Narne Edit  Attendance Response Comment
Catherine Turner 2 oOrganizer Mane

Actions

@ Alert me

il =3 Reguired Accepted
B Modify settings Mike Galos = 9 "

and columns

&] Done %J Local intranst

CLOSE Internet Explorer.

Customizing a Meeting Workspace

Now that you have added all the information to the default Meeting Workspace, you
might want to customize the Meeting Workspace home page to present more information.
You can do this by adding Web Parts and lists.

Note If you add a Web Part to any page in a Meeting Workspace that has multiple
dates listed on the left-side of the page, the Web Part is added to all pages.

Adding a Web Part

In this exercise you will add a Web Part to the Meeting Workspace. Catherine wants to
ensure that all attendees know what they are expected to bring with them to the meeting;
therefore, the Web Part you will be adding is Things To Bring.

See Also We will look into customizing a SharePoint site using Web Parts in detail
in Chapter 12, "Working with Web Parts."

OPEN the Meeting Workspace to which you would like to add a Web Part. If prompted, type your user
name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to add Web Parts. If in doubt, see the Appendix

on page 260.

1  Onthe left side of the page, under Select a date from the list below:, click the date
of the next meeting (1/4/2005 in this example; your date will vary based on the
date you perform this exercise.).
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2  On the right side of the page, near the top, click Modify this Workspace and then
click Add Web Parts.

Up to Team Web o [ad

Al

Modify This Workspace =

Add web Parts
wng Add Pages
Mike Manage Pages
Design this Page
Cath . .
Turn Site Settings

Mike Galos 5:30 PM -
The Add Web Parts tool pane appears on the right side of the page.
3 Inthe Add Web Parts tool pane, click Things To Bring.

22 Home - Public Workshops - Microsoft Internet Explorer

Fle Edt Yew Favortes Tooks Help
() back ~ |ﬂ \j N D search < Favorites & 2 2 @ - R, 3
<) & | /- P D | - =2 &
ddress p:jigardencalPublic20warkshops/deFault aspxPlnstancelD= sqed=Nextip_StartTimeUTC= o Lin
address |&] bty denco/Public%20warkshops/deFault aspxPlnstancelD=200501 048R aged=Nextep_StartTimelTC=200412057010C v | [Ed G0 Links **
Date: 1/4/2005 Time: 5100 P - 6100 FH =5 =
Location: Home Offics =
@ Go to Events
Bome Modify This Warkspacs =
Select a date fram il « Add Web Parts x.
the list below: Objectives - x Agenda Create Lists -
12/7/2004 i i
Bk R R Py
b /42005 Introduction Mik | and a new list or library will be
. to Gal | created.
P — ® Add new item B eding I
-~
3/1/2005 2] Decisions 2
- Attendees v x Using Cat -
4452005 ) A
Harme Edit Response | | chemicals to Tur | -4l Decument Library
S Catherine Turner & Mons tvlgeds - &l General Discussion
6/7/2005
Mike Galos Accepted | ool wik| || (2 Links
7/5/2005 oo’ e help '
remove Gal 4] Objectives
- ® Manage attendees weods | HEw
[l Picturs Library
9/6/2005 . . =
Questions and  Cat— (] Tasks
10/4/2005 Answers vEs  Tur
11/1/2005 & Text Box
12/6/200% 4 | Things Ta Bring
o .
1732006 Add new ftem Show All Lists
2/7/2008 v
Document Library
= Previous Nextw ¢ | P ~dd to: ﬂ 7
&) %J Lacal intranet

4  Click the Add button.
The Things To Bring list is now added to the home page of the Meeting Workspace.

H 5 Inthe upper right corner of the Add Web Parts tool pane, click the Close button to
Close close the tool pane.
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2 Home - Public Workshops - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help "
p ; A | & A > T
- ) > < —3 w| ~ [ 3
Qe - © |ﬂ @ {0 | fOseach Sgravories )| (- i o] [ 3
Address ejhttp:ttgardEr\mfPuhIic%ZDWnrkshnpsfdefault‘aspx?lnstanceID:ZDDSD1D4&Paqed:NExt&pjtartTimeUTC:ZDmIZDETMDEV g Go  Links *
M Home Help Up to Team Web Gite [
Public Workshops A
ﬂ Date: 1/4/2005 Time: 5:00 PM - 6:00 PM =3
Location: Home Office
@ Go to Events
Home Madify This Workspacs ¥
Select a date from | Things To Bring - | Agenda -
the list below: Itern Qwner Comment Subject Cwner Tirne
12/7/2004 There are no items to show in this view of the Introduction ta Mike Galos  5:00 PM -
"Things To Bring” list. To create a new item, dlick | weeding ! new 5:15 PM
b 1/af2005 "Add new ftem” below.
T Using charmicals to kil Cathering  5:15 PM
@ Add new itern weeds | Hew Turner 5:30 PM
3142008 Tools to help remove Mike Galos  5:30 PM
4/5/2005 Objectives ~  wesds [HEw 5:45 PM
5/3/2005 Haow to efficiently get rid of weeds from your Questions and Catherine  5:45 PM
Thew Answsrs | Hew Turner 6:00 PM
6/7/2005 garden
7/5/2005 @ Add new item ® add new item
8/2/2005 -
Attendees - i -
S — Document Library :
Mame Edit Response Type Hame A Modified By b |
10/4/2005 . .
Catherine Turner [ Mone There are no items to show in this view of the
11/1/2005 o Gl accepted "Dacument Library” document library. To create a
Miks Galos ceepte new item, click "Add new docurnent” below.
12/6/2005 3
&) %J Lacal intranet

CLOSE Internet Explorer.

Adding Items to a Web Part

Now that there is a Things To Bring Web Part, you need to add items to this Web Part.
In our scenario, Catherine Turner wants to make sure the attendees bring chemical
weeding samples to the Public Workshop.

In this exercise, you will add that item to the Things To Bring Web Part.

OPEN the Meeting Workspace to which you added the Things To Bring Web Part in the previous
exercise. If prompted, type your user name and password, and then click OK.

1  Onthe left side of the page, under Select a date from the list below: click the date
of the next meeting (1/4/2005 in this example; your date will vary based on the
date you perform this exercise.).

2 Under the Things To Bring Web Part, click Add new item.
You are taken to the Things To Bring: New Item page.

3 In the Item box, type the name of the item, for example Weed removal chemical
samples.

4  Inthe Comment box, type a reason for bringing the item, for example Please bring
samples to aid our presentation as well as promote sales.

5 Inthe Owner box, type the name of the person responsible for bringing the item,
for example Catherine Turner.
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Filz  Edt Yew Favortes Tools  Help o

(Dmack - () @ @ ‘;j pSearch ‘?‘:‘\'(Favnrites &) D/Lé' ; - S

fdldress | &] hitp: f{gardencofPublics20Workshops Lists/ Things<20Ta% 20Bring/NewForm aspx7Source=http % 3A%2F%2Fgardenca®: ¥ | (59 6o Links >

" Home Help Up to Team Web Site [

Public Workshops
Things To Bring: New Item

|l Save and Clase | (] Attach File | Go Back to List

"
Ttern |weed removal chemical samples |

Comment [please bring samples to aid our presentation as well as promate sq

Swnercatherine Turner |

* indicates a required field

53

&) Dane %J Lacal intranet

6 Click Save and Close.

You have added an item to the Things To Bring list for this Public Workshop and
are taken back to the home page of the Meeting Workspace. You may add additional
items to the Things To Bring list using the same procedure.

2 Home - Public Workshops - Microsoft Internet Explorer

fle Edt Wew Favortes Tools  Help
N A | ¢ e . R
Q- O [A [& G| Pt frromm @ 3% - L B
Address @htt Jigardenca/Public%s20Workshops/default aspx?Instancell 004120870100 % | |54 Go Links ¥
| ¥ Home Help Up to Team Web Site (43
Public Workshops pel
Date: 1/4/2005 Time: 5:00 PM - 6:00 PM =
Location: Home Office
@ Go to Events
Home Madify This Warkspace ~
Select a date from  Things To Bring ~ Agenda -
6 (it Belonn Itermn Cwner Comment Subject Owner Tirne
12/7/2004 Weed remaval Catherine Plesse bring samples  Introduction to Mike Galos  5:00 FM -
boamas  Semed o T feadaw | weednaliee s
T o= promote sales Using chemicals to kil Catherine  5:15 FM -
! weeds | Turner 5:30 PM
3/1/2005 @ Add new itern Tools to help remave  Mike Galos  5:30 FM
4/5/2005 weeds | HEW 5:45 PM
5/3/2005 Objectives ~  Questions and Catherine  5:45 PM
Answers | NEW Turner 6:00 PM
6/7/2005 How to efficientiy get rid of waeds from your
7/5/z005 garden. Lnw m add new item
e — ® Add new item
I — Document Library -
Attendees Y. Tvpe Mame A modified By |
10/4/2005 L
Namme Edit Response There are no items to show in this view of the
11/1/2005 "Document Library” docurment library, To creats
Y Catherine Turner S tane 2 new item, dlick "Add new document” below,
Miks Galos Accepted L . . v
&) %J Lacal intranet

CLOSE Internet Explorer.
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Key Points

B Meeting Workspaces communicate key information about a meeting.

B You can create a Meeting Workspace from recurring events if you want to have
different information each time the meeting occurs.

B After the Meeting Workspace is created, add relevant information to the Objectives,
Agenda, and Attendees Web Parts.

B Use the Document Library in a Meeting Workspace to store presentations,
documents, pictures, meeting minutes, or other material relevant to the meeting.

B You can customize a Meeting Workspace by adding Web Parts.
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24 Documents and Lists - Microsoft Internat Explorer

File  Edt View Favorites Tools Help o
g N 5 ki
@ ) ='r 2 - & w - f
Q- Q XA G SO search Slprevoites @) - i @ - |
Address | (] heepJaardencof_layouts/1033}viewlsts, aspx7BaseTy v B ks *

Help

Home Documents and ts Create Site Settings

Team Web Site
Documents and Lists

Select a View This page shows all the surveys in this Web site. Click the name of the survey to view its contents. To create
i & new survey, click Creats Survey.
Document Dcreate survey === Create a survey,
Libraries .y 170
Surveys Description Iterns  Last Madifie
Picture Libraries Y ; page
There are no surveys, To create one, click Create Survey above. L
Lists
Discussion
Boards
2 Summary - Microsoft Internet Explorer
& File Edit View Favorites Took  Help /3
= = = =
- - ) < i D) | (- & W - f
(D) ook ) \ﬂ @ W O seach Flersess &) (- 1L @ LB 3
Address ] hitp: fgardencajListsiGardenv205urvey jsummary. aspx v| B | Links ?

Home Documents and Lists Create Site Settings Help

Team Weh Site
Respond to a survey,== - rden Survey
Page 177  |suectaven

OWErvian

SRespond to this Survey | GHExport Results to a spreadsheet

1. What is the size of your garden?

View the results of a survey,= Lzs(sgtahjr; 100 saft
°° ]
page 179 all Respanses

100 to 500 sq ft
asrn
More than 500 sq ft =

1(13%) | |

Total: &

Actions
o alert me

@ Modify survey
and guestions

2. To what extent do you agree or disagree with the following statements?
Strangly Agree Strongly Disagree
(%) 12 o 25 o 1z 1z 25 12 o o o

Ity to attract wildlife to my garden.

| ]
3

Bl |
s

10 WA
o0 1z 0

all
L}
o E

() 12 1z 25 1z 25

New - Microsoft Internet Explorer,

[£3

- = B - N -
% Local intranet

fle Edt Wew Favortes Tools  Help

OBack - Q |ﬂ @ ;j /'__‘ISearch \‘;ft./FavuntEs o [f{v ; o - gl ﬁ

Team Web Site
New Discussion Board

Use this page to define the general ssttings of this discussion board. You can set the name, description, and
whether a link to this discussion board appears on the Quick Launch bar on the home page.

Name and Description

Type a new name as you want it to appear in
headings and links throughaut the site. Type
descriptive text that will help site visitors use this

Mame:

|Garden survey Discussion

discussion board. Description:
Nawgatlon . Display this discussion board on the Quick
Specify whether a link to this discussion board Launch bar?
appears in the Quick Launch bar on the home pags. (&) ves () No
I Create and use a
| | = . .
[ Create [ Cancel discussion board,
page 183
&] Done: % Local intranet

Chapter 9 at a Glance



Working with Surveys
and Discussion Boards

In this chapter you will learn to:
v Create a survey.

Respond to a survey.

View the results of a survey.

RSN

Create and use a discussion board.

Chapter 4 introduced you to Microsoft Windows SharePoint Services lists. With two
specialized SharePoint lists, surveys and discussion boards, you can gather feedback and
information from users of your site.

By creating a survey, you can determine the format of the user’s feedback. You can
configure also whether respondents’ names appear in the survey results. If names are
configured to appear, you can see how each user responded; if names are configured
not to appear, the survey is anonymous. Windows SharePoint Services tallies the results
and can compile a graphical summary of the responses.

By creating a discussion board, you can allow users to determine the type of response
they give. A discussion board invites users to discuss issues with one another by starting
topics and posting replies.

Tip Discussion boards are also known as message boards, or on the Internet, as
Internet forums.

In this chapter you will learn how to create and respond to a survey, and then view the
survey results. You will also learn how to create and use a discussion board.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xxx—xxxii.

Important Before you can use the practice files provided for this chapter, you need
to install them from the book’s companion CD to their default locations. See “Using the
Book's CD-ROM" on page vii for more information.

Important Remember to use your SharePoint site location in place of http.//gardenco
in the exercises.
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Creating a Survey

170

Surveys are created for a number of reasons. For example, you might need to create

a survey to ask for a user’s opinions, or you might need to collect factual information
for marketing purposes. No matter what their purpose, all surveys involve the creation
of a survey “container,” and then the creation and administration of questions.

These questions can be one of two basic types:

B Open-ended questions have no definitive answer. Open-ended questions give
users the opportunity to answer in their own words, rather than just checking one
of a limited list of alternatives. An example of an open-ended question is, “Are
there any other comments you would like to add about the services or products
that The Garden Company supplies?” The advantage of open-ended questions is
that responses can be very useful, often yielding quotable material and an insight
into the issues that are of most concern to the respondents of the survey. The dis-
advantage is that the responses are more difficult to catalog and interpret.

B  Closed-ended questions have a finite set of answers from which the user chooses.
One of the choices might be “Other” or “N/A” to allow users to specify that their
answer is not one of those supplied or that the question is not applicable to them.
The advantage of closed-ended questions is that they are easy to gather data from
and that they lend themselves to statistical analysis. The disadvantage is that they
are more difficult to write than open-ended questions, because the choices must
include all the possible answers a user could give for each question.

Users can respond to a survey in a number of ways, such as by typing in text, by selecting
items from a menu, by clicking yes or no, or by entering a numeric or currency value.
When you use Windows SharePoint Services to create a question, you can specify the
type of answer, as summarized in the following table.

Answer Question Type Description

Single line of  Open Use this answer type when you want users to enter

text just a few words. You can specify the maximum
number of characters a user can type.

Multiple lines  Open Use this answer type when you want users to type

of text one or more sentences. You can specify the

maximum number of lines users can type and
whether users can format their responses, such as by
changing the font or text color.
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Answer

Question Type

Description

Choice

Closed and
Open

Use this answer type when you want users to choose
from a set of selections that you provide. You can
create a multiple-choice question, in which users
pick the best answer or answers from among the
possible choices, represented as a drop-down list, a
set of option buttons, or a set of check boxes. You
can make the question open-ended by allowing
users to type their own choice.

Rating Scale

Closed

This answer type is often called a Likert scale. Use this
answer type when you want users to choose their
preference on a numeric scale. Questions with this
type of answer are often used to obtain feedback on
the services you have provided. Users indicate how
closely their feelings match the question or
statement on a rating scale. The number at one end
of the scale represents most agreement, or “Strongly
Agree,” and the number at the other end of the scale
represents least agreement, or “Strongly Disagree.”

Number

Open

Use this answer type when you want users to enter a
numeric value. You can specify a lower and upper
limit for the value and the number of decimal places
users can enter.

Currency

Open

Use this answer type when you want users to enter a
monetary value. You can select the currency format
based on a geographic region, a lower and upper
limit for the value, and the number of decimal places
users can enter.

Date and Time

Open

Use this answer type when you want users to enter a
date or a date and time.

Lookup

Closed

This answer type is very similar to the Choice answer
type, in that the responses are predetermined. Use
this answer type to point users to an existing list on
your site that contains the available choices.

Yes/No

Closed

This answer type presents the user with a check box
and can be used when you want users to respond
with Yes or No (True or False). Questions that require
this answer type are sometimes known as categorical
questions.
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With each of these answer types, you can specify whether an answer is required
or optional, and you can provide a default answer for each question.

In this exercise, you will create a survey on a SharePoint Web site.

OPEN the SharePoint site in which you would like to create your survey. The exercise will use the

http://gardenco site, but you can use whatever site you want. If prompted, type your user name and
password, and then click OK.
BE SURE TO verify that you have sufficient rights to create a list. If in doubt, see the Appendix

on page 260.
1
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On the Quick Launch bar, click Surveys.
The Documents and Lists page is displayed.

2 Documents and Lists - Microsoft Internet Explorer

File Edt Wew Favortes Tools Help

(Dmack ~ () @ @ Jj pSearch ‘?‘:‘\?Favnrites &) D/Z?' :‘\; |-l S

Address | &] hetp:fjgardenco;_layouts/1033{vienlsts. aspx7BaseType="4

;% Home Documents and Lists Create Site Settings Help

3 Team ‘VWeh Site
Documents and Lists
Select a View This page shows all the surveys in this Wehb site. Click the name of the survey to view it
all a new survey, click Create Survey,
(SR “ICreate Survey
Libraries

Ficture Libraries
There are no surveys. To creats ons, click Create Survey aboves.

Lists

Discussion
Boards

Surveys Deseription Items  Last Modified

v B ks *

s contents. To create

[E3

€l

%J Local intranst

Click Create Survey.

ZlCreate Survey

The Create Page page is displayed.

2l Create - Microsoft Internet Explorer,

Fle Edt Wew Favorktes Tools Help

(Dmack - () @ @ Jj pSearch ‘?‘:‘\?Favnrites &) D/I?' ; - S

Address | &] hitp:figardenco;_layouts/1033create. aspx7Base Type=4

;% Home Documents and Lists Create Site Settings Help

Team Weh Site
\L—l) Create Page

picture Libraries to quickly create questions and define how users specify their answers.

Lists

Discussion
Boards

Web Pages

Select a View Use this page to add a new survey ta this Wb site.
Al Surveys
Document 7= Survey
Libraries " | cCreats a survey when you want to pall other Wb site ussrs, Surveys provide features that allow you

v B o Links ®

€l

%J Local intranst
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Under Surveys, click Survey.

The New Survey form is displayed.

In the Name box, type Garden Survey.

In the Navigation section, leave the Yes option selected.

In the Survey Options section, for the Store user names in survey results?
and Allow multiple responses? options, select Yes.

Fle Edt Wew Favortes Tools  Help

2 New - Microsoft Internet Explorer E”E‘El
o
(Dmack ~ () |il] @ _.ﬂ /'T\J Search \f‘\?Favnrites 8 Q- :',’ [ - R, §

adivess [{€] httpsfigardencef_layouts/1033/new aspxTListTemplate=1026L stBase Type=4 VB ks >
Team Web Site -
New Survey

Use this pags to define the general settings of this survey. You can set the name, description, and whether &
link to this survey appears on the Quick Launch bar on the home page.

Name and Description
Mame:

Type a new name as you want it to appear in headings
and links throughout the sits. Type descriptive text that
will help site wisitors use this survey,

Garden Survey

Description:
Navigation @I | Display this survey on the Quick Launch
Specify whether a link to this survey appears in the harz
Quick Launch bar on the home page. @ ves O no
Survey Options Show user names in survey results?
Specify whether users’ names will appear in survey ©ves Co

results and whether users can respond ta the same il e
survey multiple times, B P

@ves  One

&] Done %J Local intranst

At the bottom of the page, click the Next button.
The Garden Survey: Add Question page is displayed.

In the Question and Type section, in the Question box, type What is the size of your
garden?, and then select the Choice (menu to choose from) option.

In the Optional settings for your question section, for the Require a response to this
question option, select Yes.

In the Type each choice on a separate line box, replace the existing text with
the following three lines:

Less than 100 sq ft
100 to 500 sq ft
More than 500 sq ft
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11

12

13

14

15

16
17

A Create New Question - Micrasoft Internet Explorer,

fle Edt Wew Favortes Tools Help 5

Q- [« @& ) search ¢ Favories 2) R ; o] - g 3

address (€] Pitp:ffgardencal_layouts{1033(astnew. aspiList={TODSACAS-2675-4265-523A BADEZBESCCDS) v B ks ?

Question and Type Question: i

Type your question and select the type of What. iz the size of your garden?

answer,

The type of answer ta this question is:

© single line of text

) Multiple lines of text

(%) Choice tmenu to choose from)

€ Rating Scale (a matrix of choices)

2 Mumnber (1, 1.0, 100)

O Currency (4, ¥, £

() Date and Time

© Loskup (infarmation already on this site)
) YesfNo (check box)

Optional settings for your qUEStion o .- . recponse to his cusstion

Specify detailed aptions for the type of answer (3} Yes () No
you selected. Shaw me more informatian.

Type each choice on a separate line:

Less than 100 sg ft
100 to 500 sg ft
More than 500 sg ft

|

&] Dane %J Local intranst

Under Display choices using, make sure the Radio Buttons option is selected.
(This is the default setting.)

At the bottom of the page, click the Next Question button.

In the Question and Type section, in the Question box, type To what extent do you
agree or disagree with the following statements?, and then select the Rating Scale
(a matrix of choices) option.

In the Optional settings for your question section, for the Require a response to this
question option, select Yes.

In the Type each choice on a separate line section, replace the existing text with
the following three lines:

| try to attract wildlife to my garden.
Wildlife can damage my garden.
People should consider wildlife when making or maintaining their garden.

Click the down arrow to the right of Number Range box, and then click 10.

In the first Range Text box, type Strongly Agree, replace the text in the middle
box with a space, and then in the last box, type Strongly Disagree.
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A Create New Question - Micrasoft Internet Explorer,

fle Edt Wew Favortes Tools Help 5

Qe - © |1l] @ _jj /._U Search \fj*Favuntes o [‘;- ; o - i@ 3

address (€] Pitp:ffgardencal_layouts{1033(asthew aspx7List={TDDSHCAG-2B75-4265-6234-BEIEBRSC DS FieldTypeParam=Gridcho ¥ | [E G0 Links »

() Rating Scale (a matrix of choices)
3 Mumber (1, 1.0, 100)

© Currency (4, ¥, £

() Date and Time

© Loskup infarmation already on this site)
() es/No {check box)

Optional settings for your qUEStion o, . recponse to his cusstion

Specify detailed aptions for the type of answer (3} Yes () No
you selected. Shaw me more informatian.
Type each choice on a separate line:

garden. ~

Feople should consider

wildlife when making or el

maintaining their garden. v

Hurnber Range:

10 -

Range Text:

‘1eg Agreel ‘ ‘ |5t Disagree L

Show /& option:

/A aption text: -
€] Done %J Local intranst

At the bottom of the page, click the Next Question button.

Tip If a Microsoft Internet Explorer dialog box is displayed stating that the Rating
Scale Range Text contains invalid characters, then it is likely you deleted the text
in the middle Range Text box and did not enter a space character. To correct this,
click OK'in the dialog box, and then enter a space in the middle Range Text box.

In the Question and Type section, in the Question box, type How much money,

in total, did you spend on your garden over the last year?, and then select the
Currency ($, ¥, £) option.

In the Optional settings for your question section, for the Require a response to this
question: option, select Yes.

To the right of the Number of decimal places box, click the down arrow, and then
click 2.
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estion - Microsoft Internet Explorer,

fle Edt Wew Favortes Tools  Help

Qe - © |ﬂ @ \jj /"._7 Search \;“t(Favuntes o p/:{- :; w - )i

address (€] Pt ffgardencal_layouts{1033(asthew aspx7List={TDDSHCAG-2B75-4265-6234-BEIEZBRSC DS FieldTypeParam=Currenc ¥ | [£ G0 Links
Tultiple lines of text =

) Choice tmenu to choose from)
O Rating Scale (a matrix of choices)

(3 Mumnber (1, 1.0, 100)

@ Currency (4, ¥, £

() Date and Time

© Loskup (infarmation already on this site)
© es/Mo {check box)

Optional settings for your qUEStion .- . recponse to this cusstion

Specify detailed aptions for the type of answer (3} Yes () No
you selected. Shaw me more informatian.
You can specify @ minimum and maximum allowed value:

Hin: | | maxs |

Humber of decimal places:
Z -

Default value:

@ Currency O Caloulated Value

Curreney format:
[$125 (United States)
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£&] %J Local intranst

22 At the bottom of the page, click the Finish button.
The Customize Garden Survey page is displayed.

stomization - Microsoft Internet Explorer

Fle Edt Wew Favortes Toos Help [
¢ Y Al A < R
o Bk - () |ﬂ @ o /.7 Search ¢ Favorites 407) K-z @ - gl ﬂ 3
Addres (€] http:ffgardencal_layouts{1033/SurvEdi, aspx7List={7DDSACAG-2B79-4265-8234-BE0EZBASC CDS} v B ks
General Settings &)
General settings of this survey includs its name and description. Current general settings of this
survey:
Title: Garden Survey
Web Address: http://gardenco/Lists/Garden Survey/overview.aspx
Description:
0n Quick Launch Bar: Yes
@ Change general settings
@ Save survey as template
@ Change permissions far this survey
@ Delete this survey
Questions
j Questions currently in this survey:
Question (click to edit)  Type of answer Required
What is the size of your .
et Chaice v L
To what extent do you
agree or disaqres with the Rating Scale v
fallowing sentence?
How much maney, in total,
did you spend an your  Currency v
garden over the last ysar?
v
£&] %J Local intranet
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Tip In the Questions section of the Customize Garden Survey page, you can add,
modify, delete, or change the order of your survey questions. To modify or delete
an existing survey question, click the appropriate question in the “Question (click
to edit)” column. When the Edit Question page is displayed, either modify the
question and click OK, or click the Delete button to delete the survey question.

CLOSE Internet Explorer.

Responding to a Survey

As surveys are created on a SharePoint Web site, you might find that you need to respond
to them. Surveys are created to gather information, and it is important that you know
how to respond to surveys. As a survey creator, users must respond to your survey so
you can analysis their responses. It is good practice that once you have created a survey
that you see the survey from an user’s perspective, by completing at least one test

response.
In this exercise, you will respond to a survey.
OPEN the SharePoint site in which the survey is located. If prompted, type your user name and pass-
word, and then click OK. The exercise will use the Garden Survey created in the previous exercise,
but you can use whatever survey you want.

BE SURE TO verify that you have sufficient rights to contribute to the list. If in doubt, see the Appendix
on page 260.

1 On the Quick Launch bar, under Surveys, click Garden Survey.

The Garden Survey page is displayed.

3 Overview - Microsoft Internet Explorer

File Edt Wew Favortes Tools Help
- 6 A O S i 2D - B - 3
Q Back () @ @ (0 ) seach 7 Favortes &) K- @ _J ﬂ 3
Address | @] httpsjgardenco/ListsiGarden® 205Urveyjoverview. aspx v Go Links **
;% Home Documents and Lists Create Site Settings Help
ﬂ Team Weh Site
— Garden Survey
Select & View SRespond to this Survey | CHExport Results to a spreadsheet
Graphical Survey Mame: Garden Survey
Surnmary Survey Description:
Al Respanses Time Created: 11/16/2004 $:47 PM
Number of Responses: 0
freiiens @ Show s graphical summary of respanses
o Alert me @ Show all responses
® Modify survey
and questions
&) %J Lacal intranet

2  Click Respond to this Survey.

ZJRespond to this Survey
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The Garden Survey: New Item page is displayed.

3 Select the Less than 100 sq ft option, then for the ranking questions options, select
1, 2, and 8, and for the money question enter 20.

2 New Survey Response - Microsoft Internet Explorer |:|[z|
;'r

File Edt Wew Favortes Tools Help

(Dmack - () @ @ \_;j pSEarch \:\:(Favnrites &) D::{- ;, -8 S

Address | (€] httpsfjgardencafLists/Garden®205urvey/HewForm. aspx7Source=http % 3A%2F % 2F gardenco%2FLists%2FGarden%ezs205, v | [£9 Go  Links

;% Home Documents and Lists Create Site Settings Help

Team Web Site
Garden Survey: New ltem

|l Save and Clase | Go Back to Survey

wihat is the sizs of your garden? *

(@ Less than 100 sq ft
100 to 500 sq ft
(O More than 500 sq ft

To what extent do you agree or disagree with the fallowing ssntence? *

Strangly Strongly
Agres Dizzgres
1 2 3 4 5 & 7 8 9 io0 MPA
Ly o aract wildlfe o my garden. . ® O OCOCOCOO © 2O L
Wildlife can damage my qarden.| O @ OO0 0COO © O
People should consider wildlife when
making or maintaining their garden, 0 00 0000®0 O O
How much maney, in total, did you spend an your garden aver the last year? *
]
£&] %J Local intranet

4  Click Save and Close.

[&l save and Close

The Garden Survey page is displayed.

5  Repeat steps 2 through 4 several times, entering different responses each time.

CLOSE Internet Explorer.
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Note If you do not allow multiple responses when you create a survey and you try
to test it more than once, an Error page is displayed stating that you are not allowed to
respond again to the survey. To correct this problem, display the Garden Survey page,
and then in the left navigation column, under Actions, click “Modify survey and questions.”
On the Customize Garden Survey page, in the General Settings section, click “Change
general settings.” On the Survey Settings: Garden Survey page, in the Survey Options
section, select Yes as the "Allow multiple responses” option, and then click OK. Then click
Go Back to “Garden Survey” to enter additional responses.
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Viewing the Results of a Survey

After users respond to your survey, you will need to examine and analyze the results.
Windows SharePoint Services provides three ways to display a quick summary of the
survey data:

B  Overview. This view displays the survey’s name, description, date and time of
creation, and number of responses.

B  Graphical Summary. This view displays the response data for each survey
question in a graphical form. The number of responses is displayed as a value
and a percentage of the total number of responses received.

B All Responses. This view displays a list of each survey response, the date and
time the response was last modified, and, if applicable, the name of the user who
created it. In this view, responses can be modified or deleted.

Important Surveys are created with item-level permissions set so that all responses
can be read by all users, but users can only edit their own responses. If you want to prevent
users from changing their responses, display the survey and in the left navigation column
under Actions, click “Modify survey and questions.” On the Customize Survey page, in the
General Settings section, click “Change permissions for this survey.” On the Change Per-
missions page, click “Modify item-level security,” and in the Item-level Permissions section,
in the “Edit Access: Specify which responses users can edit” list, click None. Setting survey
permissions is similar to setting document library permissions.

See Also For more information about setting document library permissions, see Chapter 5,
“Creating and Managing Libraries.”

You can also export survey result data to a spreadsheet, where you can use the data
analysis features available in Microsoft Office Excel 2003.

In this exercise, you will view the survey responses. After editing one of your responses
to the survey, you will export the results of the survey to Excel, and then find the average
amount spent on gardens by users who responded to your survey.

OPEN the SharePoint site in which the survey is located. If prompted, type your user name and pass-
word, and then click OK. The exercise will use the Garden Survey used in the previous two exercises,
but you can use whatever survey you want.

BE SURE TO verify that you have sufficient rights to access the list. If in doubt, see the Appendix

on page 260.

1  On the Quick Launch bar, under Surveys, click Garden Survey.

The Garden Survey page is displayed in Overview view.
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2 Overview - Microsoft Internet Explorer

File Edt Wew Favorkes Tools Help

(Drack ~ () @ @ ‘;j pSearch ‘?‘:t(Favnrites &) D:Q- ; RN« B 3

Address | @] hty

den®205urvey| v BEJGo  Links ®

Home Documents and Lists Create Site Settings Help

Team ‘Weh Site

B Garden Survey
Select a View ‘SRespond to this Survey | ZHExport Results to a spreadsheet
Graphical Survey Mame: Garden Survey
Surmary Survey Description:

All Responses Time Created: 11/17/2004 10:35 AM
Humber of Responses: 8

Actions @ Show a graphical summary of responses

B Alert me
@ Show all responses

® Madify survey
and questions

&) %J Lacal intranet

2 In the left navigation column, under Select a View, click Graphical Summary.

The Garden Survey page is displayed in Graphical Summary view.

A Summary - Microsoft Internet Explorer,

fle Edt Wew Favortes Tools Help

Qe - © - B @ \;j pSEarEh \:’"\?Favuntes o ﬁ%- ; -8 S

address | @] hetp:igardsncoLists/Gardens205urvey summary. aspx v B ks *

>

W Home Documents and Lists Create Site Settings Help

Team Weh Site

= Garden Survey
Select a Visw SJRespond to this Survey | HExport Results to a spreadsheet
Overview

1. What is the size of your garden?
Graphical Less than 100 sg ft
Summary
3 (38%) |
All Responises
100 to 500 sq ft

sson)
Mare than 500 sq ft =

1(13%) |

Tatal: &

Actions
@ Alert me

& Modify survey
and questions

2. To what extent do you agree or disagree with the following statements?
Strangly Agrae Strongly Disagree
(%) 12 a 25 o 12 12 25 12 o a o
Itry to attract wildlife to my garden.

wildlife can damage my garden.
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3 In the left navigation column, under Select a View, click All Responses.
The Garden Survey page is displayed in the All Responses view.

4 Point to the View Response #1 survey item, click the down arrow, and then
in the drop-down list, click Edit Item.
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2 All Survey Responses - Microsoft Internet Explorer |Z”E‘E|
lf'r

fle Edt Wew Favortes Tools  Help

Qe - © |ﬂ @ ;j /'__‘ISearch \‘;ft;’Favuntes o E‘;- ; [ - i 3

fldress ] http: ffgardencofListsiGarden 205urvey Alkems, aspx - Go

=

® Madify survey
and questions

Team Weh Site
Garden Survey

View Response #6
View Responss #7

View Response #8

' Home Documents and Lists Create Site Settings Help

Catherine Turner
Catherine Turner

Catherine Turner

Select & View SRespand to this Survey
o
Rt View Response Created By Modifisd
Graphical [View Response #1 +| catherine Turner 11/17/2004 10:46 AM
Summary
View Response #] View Itsm Catherine Turner 11/17/2004 10:47 AM
All Responses
View Response # 4 Edit Ttem Catherine Turner 11/17/2004 10:47 AM
e view Response # | Delste Ttern | Catherine Turner 11/17/2004 10:48 AM
e ya— view Response #, Alert Me Catherine Turner 11/17/2004 10:48 AM

11/17/2004 10:49 4M
11/17/2004 10:49 AM
11/17/2004 10:49 4M

Links **

&) Dane

%J Lacal intranet

Select the 100 to 500 sq ft option, and then click Save and Close.

In the left navigation column, under Select a View, click Overview, and then click
Export Results to a spreadsheet.

_EExpDrt Results to a spreadshest

Tip Export Results to a Spreadsheet is available in both Overview and Graphical
Summary views.

If the File Download dialog box appears with a warning that some files can harm
your computer, click the Open button.

Excel opens.

In the Opening Query dialog box, click the Open button.

Opening Query

Ci\Documents and SettingsicatherinetiLocal Settings) Temporary Internet
Files\Content, IES|AXOHGFUZ owssvr[ 1].iqy

This file contains queries to external data.
Queties are used to import external data inka Excel, but queries can be designed to access
confidential information and possibly make that information available to other users, or to perform

other harmful actions.

IF wou krust the source of this file, click Open,

Open

If a Microsoft Excel dialog box appears with a warning about hidden or read-only
columns, click OK.

The survey responses are displayed as an Excel list surrounded by a dark blue border
and with AutoFilter enabled in the header row of every column. If the List tool bar
appears, close it.

181



9 Working with Surveys and Discussion Boards

Save
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10

11

12

13

I Microsoft Excel - Book1

(4] Fle Edt Wew Insert Format Tools Data  Window Help Type aquestion for help [+ o @ X
N EHBSSE BB 8 e [f~e -0 -|[B]s v = :
Al < & ID
A B | B [ D —
1 [ID [~ |Created By [~ |What is the size of your garden? [v|How much money, in total, did you spend on your garden ¢ —
| 2 | 1 Catherine Turner 100 to 500 sq ft ¥
| 3 | 2/ Catherine Turner Less than 100 sq ft k3
| 4 | 3Catherine Turner Less than 100 sq ft ¥
| 5 | 4 Catherine Turner 100 to 500 =q ft $
| 6 | 5 Catherine Turner 100 to 500 sq ft ¥
| 7 | B Catherine Turner 100 to 500 =q ft $
| 8 | 7 Catherine Turner 100 to 500 sq ft ¥
9 & Catherine Turner hore than 500 sg ft 3
|10 |
| 11|
2] —
| 13|
|14 |
|15 |
16 >
W4 » iy owssvr(2) / < | >
Ready

Note Rating Scale survey questions are not exported into the spreadsheet,
but all other answer types are.

In column D, click the first empty cell below the Excel list, and then on the Insert
menu, click Function.

In the Insert Function dialog box, in the Select a function list, click AVERAGE,
click OK, and then in the Function Arguments dialog box, click OK.

Excel displays the average amount survey respondents spent on their gardens
in the last year.

B3 Microsoft Excel - Book1 |’L|\E\rg|
(] Fle Edt Wew Insert Format Tools Data  Window Help Type & question for help X
NEHRSSIEBE-9-18 = 4 ke [ v -BrulE==g
D10 - A =AYERAGE(DZ: D)
© I D B

| 1 [What is the size of your garden? How much money, in total, did you spend on your garden over the last year?
| 2 [100 to 500 sq ft 5 20.00
| 3 |Less than 100 sq ft 5 15.00
| 4 |Less than 100 sq ft $ 15.00

5 (100 to 500 sq # § 100.00
| B [100 to 500 sq ft 5 25.00
| 7 [100to 500 sq ft § 45.00
| 8 [100 to 500 sq ft 5 45.00

9 |More than 500 sq ft § 15.00
|10 |E 35.00
17|
12 g
113
;m
15|

16 b
H o4 vy owssvr(2) / |< | Hl
Ready

On the Standard toolbar, click the Save button.
The Save As dialog box appears.

On the left side of the dialog box, click the My Documents icon. If you installed
the practice files, open Microsoft Press\SharePoint Services SBS\Chapter 09. Then
in the File name box, type MyGardenSurvey, and click the Save button.
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CLOSE Excel and Internet Explorer.

See Also For more information about how to use Excel lists to share data with other users,
see "Importing Data from an Excel Spreadsheet to a List in SharePoint” in Chapter 11.

Creating and Using a Discussion Board

Discussion boards provide a forum on which visitors to your site can converse about
topics that interest them. SharePoint sites that were created with the Team, Document
Workspace, or Social Meeting site templates, include a discussion board called General
Discussion. You can display the discussion board by using either the Quick Launch bar
or the Documents and Lists page.

You can use a discussion board to start new discussions and sort and filter existing
discussions. You can also change the design of the discussion board and create alerts
that notify you of changes to the discussion board.

3 Garden Survey Discussion - Microsoft Internet Explorer;

File Edit Wiew Favorites Tooks  Help "
- | = r ~ =
- ) o 7 ] - W - | 25
O Bk () |ﬂ @ ) search ) Favorites o K-z @ iﬂ 3
fuldress ] http: igardencofLisks|Garden 205 Urvey HeaiDiscussiony AllTkems, aspix v Go Llinks ¥
I 3 Home Documents and Lists Create Site Settings Help
N Team Web Site 1
& Garden Survey Discussion
Select a View Sew Discussion | %= Expand/Callapse
Threaded
(T Replies 8 Aposted By Hodfied
i # For Sale |t 2 Catherins Turner 11/17/2004 1:03 FM
) # Diseases and Pests ! rew o Catherine Turner 11/17/2004 1:03 PM
Actions
g # Equipment Review ! rew 1 Catherins Turner 11/17/2004 1:03 FM
& Madify settings # Everything Plants | Hew 1 Catherine Turner 11/17/2004 1:04 PM
and columns
&) %J Local intranet

Windows SharePoint Services can display a discussion board in two views:

B Flat view lists replies in chronological order (the order in which they were cre-

ated).

B  Threaded view lets you view comments grouped by conversation, or thread. All
messages that are part of the same thread appear together in the order in which
they were created.

You can post new topics and replies to the General Discussion discussion board or you
can create new discussion boards. You can configure discussion board security settings
so that users can participate in one discussion board but not another.

Important Discussion boards are created with the same item-level permissions as
surveys; that is, all discussions and replies can be read by all users, but users can edit only
their own discussions and replies.

183



9 Working with Surveys and Discussion Boards

In this exercise, you create a new discussion board, add a new topic, delete a topic,
and then remove the discussion board.

OPEN the SharePoint site in which you would like to create a discussion board. If prompted, type your
user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to create a list. If in doubt, see the Appendix
on page 260.

1  On the Quick Launch bar, click Discussions.
The Documents and Lists page is displayed.

2 Click Create Discussion Board.

SlCreate Discussion Board

The Create Page is displayed.

3 In the Discussion Boards section, click Discussion Board.
The New Discussion Board form is displayed.

4 In the Name box, type Garden Survey Discussion.

5 In the Navigation section, make sure the Yes option is selected.

A New - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help e
p Y Al A A =

- ) ' i k Wl - [ 3
OBack (5] |ﬂ @ )| ) sesrch 57 Favoriees {4) & @ _] o, §

Address | &] http:fjgardencaf_layauts/1033/new, aspxiList Template=1088ListBase Type=3 v B ks *

;% Home Documents and Lists Create Site Settings Help

Team Web Site
New Discussion Board

Use this pags to define the gsneral settings of this discussion board. You can set the nams, description, and
whether a link to this discussion board appears on the Quick Launch bar on the home page.

Name and Description

Marne:

Type a new name a5 you want it to appear in
headings and links throughout the site. Type
descriptive text that will help site visitors use this
discussion board.

|Garden survey Discussion

Description:
Navigation ] Display this discussion board on the Quick
Specify whether a link to this discussion board Launch bar?
appears in the Quick Launch bar on the home page. ®ves O No
[ Create ] [ Cancel
b
€] Dane %J Local intranet

6 At the bottom of the page, click the Create button.

The Garden Survey Discussion page is displayed.
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Note Because both Surveys and Discussion Boards are specialized lists, the name
of the list needs to be unique within the site; hence, you cannot call the discussion
board in this exercise Garden Survey because that would conflict with the Garden
Survey survey you created in the first exercise.

Click New Discussion.

Z]Mew Discussion

In the Subject box, type Garden Survey — overall comments.

In the Text box, type What did you think of the range of questions on the Garden
Survey?

2l New Discussion - Microsoft Internet Explorer

fle Edt Wew Favortes Tools  Help [Z

Q- O [x [@ & ) searh ¢ Favortes {7) K- ; -3

Address | €] http:jjgardenco/Lists{Gardent2050rvey % 20DiscussionjNewForm, aspx?Source=https3A%2F % 2F gardencot2FLists%2F | £ G0 Links

' Home Documents and Lists Create Site Settings Help

Team Web Site
Garden Survey Discussion: New Item

| save and Close | [ Attach File | Go Back to Discussion Board

Subject [Garden Survey - everall comments |

Text AA|B I U|EES|EIEEEANM W

Wihat did you think of the rangs of questions on the Garden
Survey?

53
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Click Save and Close.

Point to the Garden Survey — overall comments item, click the down arrow,
and in the drop-down list, click Reply.

3 Garden Survey Discussion - Microsoft Internet Explorer

File Edt Wew Favorkes Tools Help

(Dmack - () @ @ ‘;j pSearch ‘?‘:‘\?Favnrites &) D/Z?' ; -l S

address | &] http:fjgardencafLists{@arden205urvey %20Discussionj Alltems. asp v | EY G Llinks *

;% Home Documents and Lists Create Site Settings Help

Team ‘VWeh Site r
&

Garden Survey Discussion

Select a View SMew Discussion | FEExpand/Collapse
Threaded ) )
Subject Replies 0 APosted By Modified
s ® [Garden Survey - averall comments I New ~]o Catherine Turner  11/17/2004 12:38 PM
#J) Reply
fetions wiew Item
B Alert me
4 Edit Item
B Madify settings
and columns K| Delete Item
alert Me
&] Dane % Local intranst
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186

12
13

14
15

16

17

18

19

In the Subject box, replace the contents with Garden Survey — Additional Question.

In the Text box, type We could add an additional question that asks users whether
they subscribe to The Garden Company’s monthly newsletter. The answer type
would be Yes/No.

Click Save and Close.

Click Expand/Collapse.

£=Expand/Callapse

All discussions and replies are displayed.

-2 Garden Survey Discussion - Microsoft Internet Explorer |Z”E‘E|
.lf'r

fle Edt Wew Favortes Tools Help

OBack - Q |ﬂ @ ;j /'__‘ISearch \‘;ft./Favuntes o f:{- :'_ w - QJ ﬂ 3

fuldress ] htp: ffgardencofLisks|Garden % 205 Urvey FeaiDiscussion AllTkems, aspix v Go Links ¥
¥ Home Documents and Lists Create Site Settings Help
N Team Web Site P
& Garden Survey Discussion
Select a iew SMew Discussion | F=Expand/Collapse
Threaded ) )
Subject Replies O APosted By  Modified
s =l Garden Survey - overall comments ! New 1 Catherine  11/17/2004 12:38 PM
What did you think of the range of questions on the Turner
Actions Garden Survey?
B Alert me = Garden Survey - Additional Quastion ! vew a Cathering  11/17/2004 12:40 FM
B Madify settings We could add an additional question that asks ussrs Turner
and columns whether they subscribe to The Garden Campany's
monthly newslstter. The answer typs would be Yes/No.
&l %J Lacal intranet

In the left navigation column, under Select a View, click Flat.

All discussion and reply items are displayed.
Tip In Flat view, you can sort and filter discussion items.

Point to the Garden Survey — overall comments item, click the down arrow, and then
in the drop-down list, click Delete Item.

In the Microsoft Internet Explorer dialog box asking if you are sure you want
to delete the item, click OK.

In the left navigation column, under Actions, click Modify settings and columns.

The Customize Garden Survey Discussion page is displayed.
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A Customization - Microsoft Internet Explorer,

Ele Edt wew Fgvortes Ioos Help 7
¢ A D ./ . B .

Qe - © |1l] @ (0| JOsearch S pFavaries B (- i ] - i@ 3

address | (] httpiffgardencal_tayauts 1033 listed asparList={36 3554105 5740-EIFDBIF4FAS3F 1= EE

;% Home Documents and Lists Create Site Settings Help

Team Web Site
Customize Garden Survey Discussion

Use this page to change the design of the discussion board, such as its name, security settings, and columns.
You can also create or change views of the discussion board,

@ Go Back to "Garden Survey Discussion”
General Settings

3 General settings of this discussion board include its name, description, and security, Current general
settings of this discussion board:

Title: Garden Survey Discussion B

web Address: http:/fgardenco/Lists/Garden Survey
Discussion/Allltemns . aspx

Description:

On Quick Launch Bar: Yes

Attachments enablad: Yes

Content Approval Required: Mo

@ Change general settings
© Save discussion board as template
& Change permissions for this discussion board

& Delete this discussion basrd

53

£&] %J Local intranet

20 On the Customize Garden Survey Discussion page, click Delete this discussion
board.

21 In the Microsoft Internet Explorer dialog box asking if you are sure you want to
delete it, click OK.

The discussion board is deleted and the Documents and Lists page is displayed.

CLOSE Internet Explorer.

Tip From the Customize page, you can enable content approval, create columns other
than Subject and Text, or display views other than Threaded and Flat.

Key Points

B Inasurvey, you can create questions and control the response format.
B Inasurvey, you can create both open-ended and closed-ended questions.

B Windows SharePoint Services provides three views to summarize survey responses:
Overview, Graphical Summary, and All Responses.

B You can export survey responses to a spreadsheet where you can perform more
complex data analysis.

B With a discussion board, users can create and reply to discussion topics.

You can view discussions in either Flat view or Threaded view.

B Surveys and discussion boards are specialized lists. Their permissions can be
controlled independently of the site and of other lists. You can apply item-level
permissions to prevent users from editing their survey responses or messages.
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~
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10 Using Windows
SharePoint Services
with Outlook 2003

In this chapter you will learn to:

v Import Outlook 2003 contacts to SharePoint contacts lists.
Export SharePoint Contacts into Outlook 2003.

Link SharePoint Events lists to Outlook 2003.

View SharePoint Calendars side by side with personal calendars.
Copy appointments to personal calendars and set reminders.
Manage SharePoint Alerts in Outlook 2003.

Create Meeting Workspaces from Outlook 2003.

S SXXXKXN

Microsoft Windows SharePoint Services integrates with Microsoft Office Outlook 2003,
so you can keep a local read-only copy of your team’s calendars and contacts lists. This
local read-only copy is then available when you are not connected to the network and
can be manually or automatically synchronized with the SharePoint site when you next
connect. You can also import contacts from your Outlook Address Book into a contacts
list on a SharePoint Web site and export individual contacts or events to your Outlook
Contacts or Calendar folders. With other integration features, you can manage all of your
SharePoint alerts from one Outlook dialog box, and by using Outlook meeting requests
you can create Meeting Workspace sites.

In this chapter you will learn how to import Outlook Contacts to SharePoint Contacts
lists, and then export SharePoint Contacts into Outlook 2003. You will also learn how
to link SharePoint Events lists to Outlook; view SharePoint Calendars side by side with
personal calendars; copy appointments to personal calendars and set reminders for those
appointments; manage SharePoint Alerts in Outlook; and create meeting workspaces
from Outlook.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xxxii—xxxiv.

Important Remember to use your SharePoint site location in place of http.//gardenco
in the exercises.
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BE SURE TO install and activate Microsoft Office 2003 before beginning any of the exercises in this
chapter.

Importing Outlook 2003
Contacts to SharePoint Contacts Lists

If you have contact information in your Outlook Contacts folder, you can import them
into a SharePoint contacts list. You can then share the contact information with users
who visit your SharePoint site. The contacts imported in the SharePoint contacts list can
be modified and deleted; however, these changes are not reflected in your Outlook
Contacts folder, and changes made in your Outlook Contacts folder are not promoted
to the SharePoint contacts list.

In this exercise, you will import the contact information from your Outlook Address
Book to a contacts list on a SharePoint site.

OPEN the SharePoint site to which you would like to import the contact information. The exercise will
use the http://gardenco site, but you can use whatever site you want. If prompted, type your user name
and password, and then click OK.

BE SURE TO verify that you have sufficient rights to add contacts to a contacts list. If in doubt, see the
Appendix on page 260.

Tip This exercise works with Outlook 2002 as well as Outlook 2003.

1 On the Quick Launch bar, under the Lists section, click Contacts.

2 Contacts - Micrasoft Internet Explorer, |ZHE‘E|
Fle Edt Wiew Favorites Tools Help e
: A |~ T Pl

Qo - © WA G Prewn foroons @ 3% - B
address | @] http:jjgardencojLists{Conkactsjalltems, aspx v B ks *
' Home Documents and Lists Create Site Settings Help

8= Team Web Site 13

- Contacts

Select 3 View Use the Contacts list far infarmation about people that yaur team works with,
All Contacts Aew Item | VFilter | Z4Editin Datasheet | [HLink to Outlank | [} Import Contacts

Actions @ Last Mame  FirstName  Company  Business Phone Homs Fhone E-mail Address

= Alert me There are no items to show in this view of the "Contacts” list. To create a new item, click "Mew item" above,

8 Export to
spreadsheet

B Modify settings L
and calumns

53

&) %J Lacal intranet

2  Click Import Contacts.

N Import Contacts

3 If the Choose Profile dialog box is displayed, select the profile that corresponds
to your e-mail account, and then click OK.

The Select Users to Import dialog box is displayed.
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From the Show Names from the: drop-down list, under Outlook Address Book,
select Contacts.

Select Users to Import E]

Type Mame or Select from List: Show Mames From the:
Global Address List -
(Cutlook Address Book
| e Contacts
Administrator Global Address List
Catherine Turner Al Address Lists
Kim Yoshida All Contacts
|#]Marketing All Groups
Mike Galos All Users
SPadmin Public Folders
< | k4
ETEE |
o (o ]

Note Users can be chosen from personal Contacts lists stored in Outlook,

from contact information held in the Exchange Server Global Address List (GAL)

or from other address lists that might be available in the Select Users to Import dialog
box. Only those contacts with e-mail addresses are displayed. If you want to import
a contact that does not have an e-mail address, you first need to edit the contact
in Outlook, add a "dummy” address, such as, someone@example.com. Save the
contact and then import the contact record into the SharePoint list.

Select the users you wish to import, and then click OK.

Tip You can select multiple users by holding down the [e] or (=] key when you
use the mouse to select the user.

If a Microsoft Office Outlook warning dialog box appears stating that a program
is trying to access e-mail addresses you have stored in Outlook, click the Allow access
for: check box, and then select 5 minutes from the drop-down list.

Microsoft Office Outlook rz|

A program is trying to access e-mail addresses you have
stored in Qutlook, Do you want ko allow this?

If this is unexpected, it may be a virus and you should
choose "No",
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7  Click Yes.

The SharePoint Contacts list is redisplayed in the browser and now contains the new
contact items.

2 Contacts - Microsoft Internet Explorer

Fle Edt Wew Favortes Tooks Help e
y - B A @ Iy . B
OBack ) |ﬂ @ & pSearch 7 Favorites 47) R-éz M - QJ ﬁ 3
Address | @] http:jjgardencojLists{Conkactsjalltems, aspx v B ks *
% Home Documents and Lists Create Site Settings Help
8= Team Web Site 12
- Contacts

Select 2 View Use the Contacts list far infarmation about people that yaur team works with,
All Contacts Aew Item | VFilter | Z4Editin Datasheet | [HLink to Outlank | [P Import Contacts

@ Last Hame First Name Company  Business Phone Home Phone E-mail Address
Bento [ e Paula Contoso (425) 707-9792 paula.bento@contoso.com

Actions

B Alert me
Connelly Inen  Peter Contoso (425) 707-9750 peter.connelly@contosa.com
8 Export to ;
spfeadsheet Hagens ! new Erin Horthwind  {425) 707-9791 ehagens@northwindtraders.com
Traders
B Modify settings
and columns

&) % Lacal intranet

CLOSE Internet Explorer.

Exporting SharePoint Contacts into Outlook 2003

You can export any single contact or event item from a SharePoint list to Outlook.
Once exported, the item in Outlook and the item on the SharePoint site can be edited
independently. Use Outlook to edit the item that you exported to the Contacts or
Calendar folder or use a browser to edit the original item in the SharePoint contacts

or events list. There is no link between these two items, therefore amendments made

to the item in Outlook are not reflected in the SharePoint list on your SharePoint Web site.

Although this section explains how to export a contact item into Outlook, you can
export an event item using the same technique.

Warning You cannot export a recurring series of events using this technique. You can
export any individual occurrence from a recurring series by opening it from the Calendar
view on your SharePoint site and then following the steps below.

In this exercise, you will export contacts from a contacts list on a SharePoint site into
Outlook 2003.

OPEN the SharePoint site in which the contacts list is located. If prompted, type your user name and
password, and then click OK. The exercise will use the Contacts list which was populated in the previous
exercise, but you can use whatever contacts list you want. Ensure that there are contact items added
to the list.

BE SURE TO verify that you have sufficient rights to read the contents of a contacts list. If in doubt,
see the Appendix on page 260.
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On the Quick Launch bar, under the Lists section, click Contacts.

In the Contacts list, move your mouse over the name of the user you want to export,
so that a dark blue border appears around the user, and then click on the down arrow

to the right of the user.

A drop-down menu appears.

2 Contacts - Microsoft Internet Explorer, |ZHE‘

File Edit Wiew Favorites Tooks  Help i

OBack - Q |ﬂ @ ;;j ;TSearch \ii(Favuntes o p/:{- :'_ [ - QJ i 3
address | &] http:ffgardencalLists/Cantacts/Alltsms. aspx v B ks *

4§ Home Documents and Lists Create Site Settings Help

-
8= Team Web Site 13
- Contacts
Select a View Use the Contacts list for information abaut people that your team works with.
All Contacts Aew Item | VFilter | Z4Editin Datasheet | [HLink to Outlank | ) Import Contacts
o @ Last Name First Mame Company  Business Phone Home Phone E-mail Address
Benta ! new Pauls Contosa (425) 707-9792 paula.benta@contoso.com
B Alert me
Connelly ! iEw_~ | Peter Contoso {425) 707-9790 peter.connelly@contaso.com
B Export to =
sareadsheet Wigw Item Erin Northwind  (425) 707-9791 ehagens@northwindtraders.com
= Traders
B Madify settings Edit Itern
and columns ¥ Delete Item
¥ Export Contact
alert Me
&) Dane %J Lacal intranet

Click Export Contact.

The File Download dialog box opens.

X

File Download
Do you want to open or save this file?

8 = Mame: owssyrwef

— Type: wCard File, 855 bytes

From: gardenco

Open ][ Save ]l Cancel |

Always ask before opening this type of file

harm your computer. |f you do not trust the source, do not open or

@ ‘while files from the Internet can be useful, some files can potentially
zave this file. What's the risk?

Click Open to open the owssvr.vcf file.

Note The ability to add any single contact or event from a SharePoint list into
your Outlook Contacts or Calendar is possible because Windows SharePoint Services
supports the vCard and iCalendar standards for data interchange.
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A new Contact form appears with information entered into the Outlook contact fields
that correspond to the fields completed in the contact item in the SharePoint list.

= Untitled - Contact

P Fle Edt Wew Insert Format Tools  Actions  Help

i [ saveand close Iy | & 0 | ¥ o 4 G e - ;v!
Genersl | Detals | Actbies | Certficates |l Ficlds
[Fulpame... ] [Peter connelly | Emal..  [v]
Iob title: Garden Peat Specialist (@] Display as: (peter connelly@conto!
b3
Company: Contoso Webpageaddress:| |
File as: [conneity, Peter | M address: |:|
Phane numbers
[pusiness...  |[+]|a25) z07-9750

[pusiness Face... (]|
[mabile... )+ 225 20z-5700

Addresses

—

[ This i the mailing
address

|
(tome.. (]| |
|
|

[ contadts... || | [categaries.., | | | private [

5  If the Full Name field is blank, type the name of the contact. If the File as: field is
blank, click the down arrow to the right of the field and select an appropriate value.

6  Click Save and Close.
|7l Save and Closs

Note If the name or e-mail address of the contact already exists in your Outlook
Contacts folder, the Duplicate Contact Detected dialog box is displayed, so that you
can resolve the conflict. Select the “Update new information from this contact to the
existing one” option then click OK.

The contact is added to your Outlook Contacts folder.

CLOSE Internet Explorer.

Linking SharePoint Events Lists to Outlook 2003

With Outlook 2003, you can link any SharePoint contacts or events list to Outlook.
This section explains how to link a SharePoint events list to Outlook. To link a SharePoint
contacts list use the same technique.

By linking a SharePoint events list to Outlook, you are creating an Outlook Calendar
folder in which a read-only copy of the data from the SharePoint list is stored locally.
In this way, once you have created an event item in a SharePoint list, you can keep track
of the event from the Outlook Calendar folder—even if you are not connected to the
network. The advantage of this method over exporting event items, described in the
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previous section, is that you can copy a read-only version to the events in a SharePoint
list—even recurring events—and when you are connected to the network and switch to
the linked Outlook Calendar folder, Outlook synchronizes with the SharePoint list and
approximately every 20 minutes thereafter.

Because the linked calendar folder is read-only, you cannot create, modify, or delete event
items using Outlook. To create, edit, or delete event items, you must use the browser,
navigate to the appropriate events list on your SharePoint site, and amend them.

In this exercise you will copy events locally to your machine. Using the method speci-
fied in this exercise, whenever you are connected to the network, the events in your
Outlook calendar folder automatically refreshes with the events list on the SharePoint site.

OPEN the SharePoint site in which the events list is located. If prompted, type your user name and
password, and then click OK.

BE SURE TO have an events list populated with at least one events item. If you do not have an events
item, complete the relevant steps from the exercise in Chapter 4 that explains how to add, edit, and
delete list items.

Note Alternatively, you can create a practice site for this chapter based on site tem-
plate Chapter 10 Starter.stp in the practice file folder for this chapter. The practice file
folder is located in the My Documents\Microsoft Press\SharePoint Services SBS\Chapter 10
folder. See "Using the Book's CD-ROM" on page vii for instructions on how to create a
practice site.

1  Click Events on the Events bar to display the Events page.

A Events - Microsoft Internet Explorer

File  Edt Yew Favortes Tools Help T
- 6 NG s — . B - 38
(Dmack ~ () |ﬂ @ {0 Oseach oravotes @) - iy 0] L 33
fidress | (] httpfigardencoListsiEvents/Alltems. aspx v B ks *
I ;% Home Documents and Lists Create Site Settings Help
=
E Team Weh Site pe
EEEE!
Events
Select a View Use the Ewents list to keep informed of upcoring meetings, deadlines, and other important events,
AlI[Eve s Sew Ttern | VlFiter | ZAEditin Datashsst | SHLink to Outlonk
Calendar o _‘ . .
Titl Locati B E
Current Events 0 gy ite eaten =ain "
0 Public workshops ! rew Home Office 11/23/2004 5:00 PM 2/3/2088 6:00 PM
Actions
B Alert me &
&] Dane % Local intranst

2  Click Link to Outlook.

E Link to Qutloolk

A Microsoft Office Outlook warning dialog box appears asking if you want to add
the folder to Outlook.
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31] Month

196

Microsoft Office Outlook X

'E The Following Windows SharePaint Services Folder is being added to Outlook:
< Team Web Site - Events (http:/fgardencofLists/Events/allltems, asp:x)

Microsoft has not verified that this SharePoint site is trusted. IF this message is
unexpected or you do not recognize the site, click No,

Do you want to add the Folder bo Outlook?

Click Yes.

Outlook opens and displays the Events Calendar in either Day, Work Week, Week, or
Month Calendar view. In the navigation pane, under the Other Calendars, the new
linked folder is selected automatically. The Outlook status bar contains the number
of items in the current Calendar view, the time of the last update, and the next
scheduled update.

On the Standard toolbar, click the Month button. If the current calendar view does
not contain any event items, use the scroll bar until you can see them.

Team Web Site - Events - Microsoft Outlook:

I Flle Edt Wew @o Took Actions  Help Type a question for help |+
ilnew «| 4 [ @i | Today | ‘T]Day [5]work week 7]week [30tonth] S Find | [ Type s cortacttofind v | @) !
Calendar Team Web Site - Events y 5
4 January 2005 » Monday Tuesday Wednesday Thursday Friday Satisun -
SMTWTFS January 31 February 1 2 3 4 5
1 5:00pm Fublic W
23456738 —
91011 12 13 14 15 ®
1617 18 19.20 21 22
2324 25 26 27 28 29
131 12345 7 E B £ 8 iz
My Calendars
[ calendar 13
Other Calendars
Team Web Site - Events i 1 iy [ 5
Open & Shared Calendar, .. =
Share My Calendar...
21 22 23 24 F %
[ ~4 Mail
27
"] calendar
%=| Contacts 28 March 1 2 3 4 5
5:00pm Fublic W
=
] Tasks
6
L W e v
2 Ttems - Updated 6:33 PM. Next update 6:53 PM.

Warning You can't edit the appointments in the calendar directly from Outlook.
If you try to edit an appointment and then click the Save and Close button, a Microsoft
Office Outlook warning dialog box is displayed, asking whether you want to save
a copy of the appointment in your default Calendar folder.

To update the Outlook copy, right-click the Events Calendar folder, and in the drop-
down menu, click Refresh.
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16 17 18 19 20 21 U
2324 25 26 27 25 lj Qpen —
g
W|a 12 3 4 Open in Mew Window
My Calendars Open in Web Browser
[ calendar | Refresh |
Other Calendars Close Other Calendars E
Team Weh Site - E Send Link to This Folder
Open a Shared Calend Advanced Find. ..
Share My Calendar... |55 Move "Team ‘Web Site - Events"...
% Copy "Team Web Site - Events"... ?
~ 4 Delete "Team Weh Site - Events"
L4 Mail
dle Rename "Team Web Site - Events”...
ﬁ Calendar Remave from Other Calendars
&—| contacts N Mowve Upin List 1
= ¥ Mowve Down in List
ﬁ Tasks
Mark &ll as Read
o Sharing. ..
- e s omm el Ovmmar Fioe =

An Outlook Send/Receive Progress dialog box appears showing the progress of the
update.

B& Outlook Send/Receive Progress

0 of 1 Tasks have completed successfully Cancel all

( ] << Details
[Joon't show this dislog box during Send/Receive

Tasks | Errars |

Marme Progress Remaining

¥ Team Weh Site - Events - Lipdating 1

Team Web Site - Events - Updating e

&

Tip To remove a linked SharePoint list from Outlook, right-click the name
of the folder in the navigation pane under Other Calendars, and then select Delete
foldername from the drop-down menu.

CLOSE Outlook and Internet Explorer.
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Viewing SharePoint Calendars
Side by Side with Personal Calendars

With Outlook you can work with multiple calendars, enabling you to create calendars
for specific purposes, such as one for work and one for your home life. With Outlook
2003 you can view several calendars at the same time. When you view and scroll multiple
calendars, they all display the same date or time period. This features is particularly
useful if you have created a SharePoint linked Calendar folder.

In this exercise, you will view both your personal Outlook calendar and a linked
SharePoint events list.

BE SURE TO start Microsoft Outlook before you begin this exercise.
BE SURE TO have a linked SharePoint events list or complete the third exercise in this chapter that
explains how to link a SharePoint Events list to Outlook 2003.

1  Inthe Outlook navigation pane, under My Calendars, select the Calendar check
box.

2 In the Outlook navigation pane, under Other Calendars, select the Events check
box.

Team Web Site - Evenis - Microsoft Outlook |Z”E‘E|

I Flle Edt Wew @o Took Actions  Help Type a question for help [«
Pfiew - | 4 X G g9 | Today | [[]pay [5]work week (7]week | 3T]Month || 2o Fnd | [ Type s contacttofind - | @) !
Calendar o 05
O Jauay20s b Calendar | Team Web Site - Events |~
SMTWTFS Tue | wed | Thu Fri | Sasun | Men | Tue | Wed | Thu Fri | Say5an
1 220 3t ) 2 3 4 5  Jan3l| Febt 2 3 4 5
z34567¢8 Public ¥
5101112131415
16 17 18 19 20 21 22 3 [3
2324 25 26 27 28 29
0312345 .
fow Select to view
1y Cfendars Dentist |
Colendr — - persona
Other Calendars calendar
A R 14 15 16 17 18 19 14 15 16 17 18 19
Opbars-hasad Eeland Select to
Share My Calendar... 20 20 . A
view linked
21 2z 23 24 E 2% 21 22 23 24 25 26 SharePoint
) Mail Marketi :
4 mail events list
z7 z7
"] calendar
%-| Contacts 26| Harch 1 2 3 4 5 26| March 1 2 3 4 5
— Public ¥
] Tasks
[3 [3
o] (7] 2 v
2 Ttems - Updated 546 PM. Next update 7:06 PH.

Your personal Outlook calendar appears side by side with the SharePoint events
calendar you linked to in the previous exercise. The background color of the calendar
folder name matches the color on the displayed calendar so that you can tell which
is which.

CLOSE Outlook.
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Copying Appointments to
Personal Calendars and Setting Reminders

When you view several calendars, for example a calendar of a colleague who has shared
their calendar, a calendar you have added for personal events, as well as your own My
Calendar, at the same time, you can copy an appointment from one calendar to your own
Outlook Calendar so that you can avoid double-booking appointments in your Outlook
Calendar. You can also set reminders in your own Outlook Calendar; however, you can’t
set reminders from appointments in a linked SharePoint Events Calendar. When you copy
an appointment from the SharePoint Calendar, you create a static copy of the appointment
that is no longer linked to the SharePoint list and will not be refreshed when Outlook
synchronizes the linked SharePoint Calendar to the SharePoint list.

In this exercise, you will copy an event from a linked calendar to your personal calendar.
BE SURE TO start Microsoft Outlook before you begin this exercise.

To complete this task, you must have a linked calendar or complete the fourth exercise in this chapter
that explains how to view the SharePoint Calendar side by side with your personal calendar.

1  In Outlook, with your personal Calendar and linked SharePoint Events Calendar
visible, double-click an appointment in the Events calendar that you want to copy
to your own personal calendar.

An Appointment (Read-Only) dialog box is displayed.

# Public Workshops - Recurring Appointment (Read-Only)

! File Edit Miew Insert Format  Tools  Actions  Help

[l save and close | & (0 | T | 4% Recurrence... | e invite Attendees | 3 B | X | & - | @ |

Appointrment | Scheduling |

Subject: |Public ‘Warkshops |

Location: |H0me Office v | Label: ||:| Maone V|

Recurrence:  Occurs the first Tuesday of every 1 month effective 11/23/2004 until 2/4/2088 from 5:00 PM to
G:00 PM,

Each month we will present another topic to the public.

<http:#gardenco/lists/Events/EditForm. aspx?I0=1>

Conkacts, ., ] | | [Categories... ] | | Erivatel:‘
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% 2 On the Standard toolbar, click the Copy to Personal Calendar button once, and
Copy to then close the Appointment dialog box by clicking the Close button in the top
Personal right hand corner.

Calendar

m Important If you click the Copy to Personal Calendar button multiple times,

Close an appointment is added to your personal calendar for each click of the button.

Calendar - Microsoft Outlook

I Flle Edt Wew @o Tooks Actions  Help Type a question for help |+
Pew - | 4 X G g9 | Today | [[]pay [5]waork week (7]week | 31]Month || 2o Fnd | [ Tvpe s contacttofind - | @) !
Calendar
« Februayzios b Calendar | Team Web Site - Events |~
SMTWTEFS Mon | Tue | Wed | Thu | Fri |Saysun| Mon | Tue | Wed | Thu | Fri | Sabjsun
03l 12345 lan3l| Febt 2 3 2 3 4 5
57 8 9101112 Public v
13 14 15 16 17 18 19
20 21 22 23 2425 26 3 R .
72812 3 4 5 ecurring
7 ] 9 10 1 12 7 B B 10 1 12 event copied
My Calendars e to personal
Calendar o g | d
Other Calendars calendar
s 14 15 16 17 18 19 14 15 16 17 18 19
Open & Shared Calendar. ..
Share My Calendar... 20 20
21 22 2 24 25 26 21 22 2 24 25 26
4 mail Marketi
z7 z7
"] calendar
G| Contacts 28| March 1 2 3 4 5 28| march 1 2 3 4 5
— Public v Public ¥
] Tasks
3 3
L (7 v
2 tems Al Folders are up to date. || (0] Connacted +

Your personal Calendar now contains a static copy of the event. If the event is a
recurring event, then the copy in your personal Outlook calendar also functions
as a recurring appointment.

Tip With your personal Calendar visible side by side with the SharePoint Calendar,
you can drag the appointment from the SharePoint Calendar to your personal calen-
dar. This creates a copy in your personal calendar, but be careful because if you drag
it to a different date and time slot in your personal Calendar, then it will not match
the SharePoint event.

3 Double-click the copy of the appointment in your personal calendar.

4  |f thisis a recurring item, the Open Recurring Item dialog box is displayed. Select
Open this occurrence, and then click OK.

5 Select the Reminder check box and click Save and Close.

CLOSE Outlook and any Internet Explorer windows you might have open.
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Managing SharePoint Alerts in Outlook 2003

When you create an alert for an item, such as a document, list item, document library,
list, survey, or a search result, you immediately receive a confirmation e-mail message
notifying you that the alert was successfully created. This message indicates that the alert
process is working. The confirmation message also contains information about the
alert and provides links to the SharePoint site where the item is located. When someone
makes a change to the item, you receive an e-mail message alert that indicates what
was changed, who made the change, and when the change was made.

By default, Windows SharePoint Services does not provide an alert aggregation capability
for all of your alerts across all SharePoint sites. To manage your alerts using the browser
you would have to visit each site that has an alert set. To help you manage your alerts, you
could save the message notifying you that an alert was successfully created because

it provides a link to the SharePoint site. You could then use the e-mail message alert

to navigate to those sites where you have alerts set.

In an environment where there are many SharePoint sites, managing your alerts could
be a daunting task if you only had the links in e-mail alert messages and your memory
of which SharePoint sites you had alerts set up. With Outlook 2003, you can manage
the e-mail alerts received from all SharePoint intranet and trusted Web sites from one
dialog box.

In this exercise, you will use Outlook to create a new alert. In a previous exercise in this
chapter you exported contact details from a SharePoint contacts list into your Outlook
Contacts folder. As there is no automated way of ensuring exported contact items remain
in synch with their counterpart in the SharePoint contacts list, by setting up an alert you
will be notified if anyone changes the contact details on SharePoint contacts list.

BE SURE TO start Microsoft Outlook before you begin this exercise and open your inbox. The exercise
will use the SharePoint Contacts list on the http://gardenco site, but you can use any list or library
on whatever site you want.

1 On the Outlook menu, click Tools, and then click Rules and Alerts.

Warning If you don't have the Rules and Alerts option on the Tools menu,
you are probably viewing your Outlook Calendar. Click Mail to view your e-mail
messages.

] Mail

The Rules and Alerts dialog box is displayed.

2 Click the Manage Alerts tab.
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[ Inbo osaft 0
I Flle Edt Wew @o Tools  Actions  Help

iyiew + | 4 3 X | hReply (liReply to Al (2 Forward | Yisend/Regeive ~ | SoFind (S | W Type & contact tofind

Type a question for help =
- @

Mail Rules and Alerts

Favorite Folders ml Manage Alerts |
[ Inbox

| tvead mat
| For Follow tp | Alert Source | Alert Description

[ Sent Items -
Manage alerts from any Microsoft Office compatible slert source,
such as sharePoint Products and Technologies 2003, anted you

£ Create Rule...

A New Blert... [ Alert Properties... X Delets...

|Received As

All Mail Folders

= €4 Mailbox, - Cath| Create an alert by dicking Mew Alert,
3] Deleted Itd
[, Drafts th the
[ nbox
(@ Junk E-mail
(13 outbox
(= Sent Ttems|

3 [] Search Fol

@ Mail

] calendar

—_— ]
%=| Contacts

ERLE soss
=

] Tasks

N L

All Folders are up to dake, (9| Connected +

1 Ttem

3 Click New Alert.
The New Alert dialog box is displayed.

4  Inthe Web site Address text box, type the URL of a SharePoint site that contains
a contacts list, and then click Open.

U4 Mew Alert, ..

New Alert |z|

Select an alert source or bype the address below

Sources currently sending me alerts
Sources I have visited

‘Web site Address: |http:,|’,|’gardenco |

[ Qpen ][ Cancel ]

An Internet Explorer window opens displaying the New Alert Web page.

5  Select the Contacts option.
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| New Alert - Microsoft Internet Explorer,

Ele Edt Wew Favortes Tools  Help e
N Y g i S 0

O © WMEBG Powo foreone @ @3- % 8 -[JE B

fidress | ] Pitpiigardenca] layotsi1033{50bhons, sspo_targst—Subhons, sspoc v

¢ Home Documents and

sts Create

Team Web Site
New Alert

Use this page to select a list or library to bs alertsd about. Alerts ars a great way to stay updated as items
are added, changed, or removed. Wiew my existing alerts on this site,

Choose aList or Document Library

© @ Shared Documents
Share a documnent with the team by

Select a list or document library that you want to keep =dding It ta this document library. View

track of. You may also view the contents of a list and e T

then track ene of the individual items. After creating

an alert, you'll receive e-mail notifying you of - E
changes. O & Announcements

Use the Announcements list to post
messages an the home page of your site.
Wiew this list...

@ B Contacts
Uss the Contacts list for infarmation about
people that your team works with, View
this list...

(¢ IE Events
Use the Events list to keep informed of
upcoming meetings, deadlines, and other

&) %J Local intranst

Scroll down to the end of the Web page, and then click the Next button.
The New Alert: Contacts: All items page is displayed.

In the Send Alerts To section, type your e-mail address if it doesn't already appear.
Review the other settings.

23 New Alert - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help F’

(Dmeck - () - |ﬂ @ \_h ;7 Search \:\:(Favnrites &)

b/ 1033/ Subh

Home Documents and Lists Create Site Settings Help

Team Web Site
New Alert: Contacts: All items

Use this page to create an s-mail alert notifying you when thers ars changss to this item. Mars information on
alerts.

Send Alerts To My e-mail addrass is:
All of your alerts will be sent to this e-mail address. Change my e- ot egiehTiordencedotozal
mail address.

Change Type alert me about:
Specify the type of changes that you want to be alerted to, (& all changes
O added items
O changed items
O Deleted items

Alert Frequency alert me how often: L
Specify whether you want te be alerted immediately when there is @ & send e-mail immediately.
change, or if you would rather receive a daily or weekly summary
message. O send a daily summary,
Wiew my existing alerts on this site, i zend a weekly summary.
v
&] Dane %J Local intranet

Scroll to the bottom of the page, and then click OK.

Note If your SharePoint server has not configured to send e-mail, an Error page
will display.
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The "My Alerts on this Site” page is displayed. and, under the “Frequency: Immediate”
section, the alert "Contacts: All items” is listed for "All changes.”

A My Alerts on this Site - Microsoft Internet Explorer

File  Edt Yew Favortes Tools  Help W
(Dmack - () |ﬂ @ ) pSearch g Faveitss &) G- Lo @] - L 33

ficdress | (€] httpsfjgardencal_layouts{1033{MySubs, aspx v B ks *

I ;% Home Documents and Lists Create Site Settings Help
X Team ‘Weh Site

ﬁt My Alerts on this Site

Use this page to manage the list of libraries, files, lists, and items for which you receive alerts. Click the
name of an alert to edit its settings, More infarmation on alerts,

=]Add alert | X Delete Selected Alerts

Marms of List: Ttem Send Alerts About
Frequency: Immediate
[ Contacts: Al items #ll changes
&] Dane %J Local intranst

9  Close all the Internet Explorer windows.
10 Switch to Outlook where the Rules and Alerts dialog box should still be visible.
A new alert for Contacts: All items (All Changes) should be listed.

Note If the alert does not appear in the Rules and Alerts dialog box, click OK
and then close Outlook. Restart Outlook and reopen the Rules and Alerts dialog box.

Rules and Alerts

E-mail Rules | Manage Alerts |
LA Mew Alert,., ﬁnlert Properties... >< Delete, .. | l%greate Rule...
Alert Source Alert Description Received As
3& Team Web Site Contacts: all items {all Changes) E-mail
OF ] [ Cancel Apply
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From the Rules and Alerts dialog box you can:

B Alter the properties of an alert. The Alert Properties dialog box provides links to:
the SharePoint site, modify the alert, view the item on which the alert is set, and
the “My Alerts on this Site” Web page.

B Select multiple Alerts by using the [ev] or key when you click an alert. You can
then click the Delete button to delete all the alerts you selected. Click Yes to the
Microsoft Office Outlook warning dialog box that appears and asks if you want
to delete the selected rows.

B Use Outlook Rules to manage your alerts, so that a notification window pops up,
a sound is played, the alert e-mail message is moved to a specified folder, or some
other action is performed on the alert message.

CLOSE all Outlook dialog boxes, and then close Outlook.

See Also For more information about managing alerts on lists and documents using the
browser, see in Chapter 4, "Working with Lists,” and Chapter 5, “Creating and Managing Libraries.”

Creating Meeting Workspaces from Outlook 2003

When you create an Outlook 2003 meeting request, you can also create a Meeting
Workspace site, or link the meeting to an existing workspace site. In Chapter 8, you were
introduced to Meeting Workspaces, which enable you to share your meeting agenda
and objectives, publish documents and files, track tasks, and complete other collabo-
rative activities through one central location. By centralizing this information, your
meeting attendees have access to the latest information and you avoid sending files
through your e-mail system.

In this exercise, you will create a Meeting Workspace from Outlook.

BE SURE TO start Microsoft Outlook before you begin this exercise.
BE SURE TO verify that you have sufficient rights to create a SharePoint site. If in doubt, see the
Appendix on page 260.

SiNew - 1  In Outlook, on the Standard toolbar, click the down arrow to the right of New,
- and then click Appointment.

A new, untitled appointment form opens.
2  On the Standard toolbar, click Invite Attendees.
] Invite Attendees

The appointment form is converted into an untitled meeting request form
and displays a To text box where you can invite others to the meeting.
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206

3

In the To text box, type the e-mail addresses of people you want to invite to this
meeting and, in the Subject text box, type Product Review.

Important SharePoint uses the Subject of the meeting request as the Meeting
Workspace site name. If you create a Meeting Workspace site with a blank meeting
request Subject line, Outlook will create a Meeting Workspace site with the name
UntitledXXX, where XXX is a number based on the number of existing untitled
named sites.

In the Location text box, type The Garden Company Main Office.

Click the Meeting Workspace button.
The Meeting Workspace task pane appears to the right of the form.

roduct Review - Meeting

ls Edt Wew Inset Format Took Actions Help
id-d5end | (4 (] |G B, | 0¥ Recurrence... 7 Cancel Invitation | ¢ @ | X | @ !
Appointrnent | Scheduling | { Meeting Workspace > x
o ting. - | &
Kim Yoshida; Mike Galos {1eeting Workepace SRS
: : Link this mesting request ta a
Subfict: | Produc Revisw Meeting Wrkspace - a shared Wich
Location:  [The Garden Company Main Office | Label:|[(] nane aim;f‘:;a‘f Hanssio ad
(@) More information
Starttime; | Tue 11/23/2004 | [manpmse] AN day event i
End time: [ Tue 11/2372004 v| [moopm v Ui
- Location:
Team Web Sits
[] Reminder: Shoy time as: | B Busy S s s
Basic Mesting Workspace
| Mesting workspace.., | [ This is an orline meeting using: Change settings
Tip:
o can also link ta an existing
[ contacts... | | | [categories... | | e

In the Meeting Workspace task pane, in the Create a workspace section, click
Change settings.

The Meeting Workspace task pane displays the “Select a workspace” settings.
Click the down arrow next to Select a location, and then select Other.

The Other Workspace Server dialog box is displayed.

Type the URL of a SharePoint site.

The Meeting Workspace site will be a subsite of the SharePoint site you type here.
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roduct Review - Meeting

Bl Edt Wew Insert Fomak Tooks  Actions  Help
isend | (] | G & | 0¥ Recunence... 3 Cancel Invitation | § & | X | @!

Appointment | Srheduing | : Meeting Workspace v x

i Voshida; Mike Galos 1. Select a location

|
Subect: | Product Review \Oth”—"l

2. Select a workspace

The Garden Company M3

Location: —
Bl & creste 2 new workspace

Start time: Tue 11/z3jz004 | Enter the address b the Mesting Workspare server: 1. Select 5 template [anguage:
2, Select 5 template typs:

End time: Tue 11/23{2004 [ntte:figerdenc Enleh (l1.5.) %,
e i oK Cancel

Reminder: | 15 minutes v Show kime as: | Il Busy (3 Link b an existing workspacs

Other Workspace Server,

Select the workspace:

]
Meeting Warkspace... | [ ] This is an online meeting using: ‘M\crnsnft MetMesting \Click to selact |
]

View workspace

[ contants... | | | [categories... | | | @ More nfomation
]

Note You can't create a new Meeting Workspace site under an existing Meeting
Workspace site. You must also be a member of a site group with the Create Subsites
right for the parent site.

Click OK.

Tip You can select a different language for your site if other language packs
are installed on your SharePoint server. You can also choose a different Meeting
Workspace template. By default, SharePoint installs five Meeting workspace
templates: Basic Meeting Workspace, Blank Meeting Workspace, Decision Making
Workspace, Social Meeting Workspace, and Multipage Meeting Workspace.

In the Meeting Workspace task pane, click OK, and then click Create.

Outlook connects to the SharePoint Web site and creates the workspace. The meeting
request and Meeting Workspace task pane are updated.

roduct Review - Meeting

P Fle Edt Wew Insert Format Tools  Actions  Help
i Zagend | ) () (a8 B | v Recurrence... TTcancel invitation | § & \><|@!

Appoiniment | Srheduing | : Meeting Workspace v x
®|

! Meeting is linked to workspace

Kim Yoshids; Mike Galos

Subect: | Product Review

@ o to workspace

TF this is & new warkspace, go ko it
Location: | The Garden Compary Msin Offics v | Label: “j Home e

- Create an agenda

- Share documents
Starttime; | Tue 11/23/2004 v| [msoem ] el day event TS

End time: [Tue 11/2372004 v| [moorm v - Coordinate meeting details
Remove workspace link

Remindsr: Show time as: | Bl Busy
Meeting Workspace, ., | []This is an online mesting using: | ¥icrosof etiesting Permission to access workspace

| [attendees can access the site after

X N o send the initial mesting request,
Meeting Workspace: Product Review ! ) _ Adding or deleting attendees later
Wisit the wiorkspace to learn more about this meeting or edit its contents., requires sending an updated

meeting request.

[ contacts... | | | [categories... | | I @ Mare infarmation 2 07
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- —15end 11 On the Standard toolbar, click Send.

Outlook attempts to add the attendees to the Meeting Workspace site in the Contrib-
utor site group. If Outlook was unable to include the attendees to the site, you will
receive a notification.

ﬁ Microsoft Office Outlook x

Product Review

Some users could not aukomatically be granted permissions to
the workspace, To grant permissions, go ko the workspace,
and then add these users, To do this now, click here,

To add or remove attendees after creating the Meeting Workspace, add or remove
them from the meeting request in Outlook. When you send the meeting request,
Outlook will update the Meeting Workspace.

Important If you change the meeting request and click Save and Close instead
of clicking Send, the updates will not be sent to the Meeting Workspace site.

You can also add and remove attendees through the Meeting Workspace site by
clicking Manage attendees in the Attendees area; however, this will not update
the meeting request in Outlook, which you will need to do manually.

Attendees can access the Meeting Workspace site you created by clicking the link in
the invitation e-mail they receive from you. Here is a sample of the invitation e-mail:

P Fle Edt Wew Insert Format Tools  Actions  Help

i o Accept | Tentative | X Dedine | % Propose New Time | (3] calendar... [ 155 | X | & ~| @ 4

From:  Catherine Turner Senk: Tus 11/23{2004 8:31 PM
Required:  Kim Yoshida; Mike Galos

Optional:

Subject:  Product Review

Location:  The Garden Company Main Office
When;  Tuesday, November 23, 2004 8:30 PM-9:00 PM,

Meeting Workspace: Product Review
Wisit the workspace to learn mare about this meeting or edit its contents.,

Clicking the Product Review link displays the Product Review Meeting Workspace site.
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2 Home - Product Review - Microsoft Internet Explorer
File Edt Wew Favortes Tooks  Help

Q © KRG ) searen 5% Favortes ££2) = __\; IRA N« B 3

address | @] http:figardenco/Product %20R eviewdefault. aspx?InstancelD=1 Go | Links >
I ™ Home Help Up to Team Web Site
ﬂ Product Review P
! Date: 11/23/2004 Time: 5:30 FM - 9:00 M »>

Location: The Garden Company Main Office
Home

Objectives v Agenda -
There are no items to show in this view of the "Objectives” Subjsct Owner Time

list. To create a new item, click "Add new item” below, Thers are no itsmns to show in this view of the "Agsnda’ list, To

@ Add new item create a new itemn, click "Add new item” below,

o Add new item

Attendees -
Mame Edit Response Document Library X
Catherine Turnar None Type Marne Amodified By
Kim Yoshid Nane There are no items to show in this view of the "Docurent
m reshiea =2 Library" document library. To create a new item, click "Add new
Mike Galos Hone document” below.

@ Add new document

&) % Local intranst

CLOSE Outlook and any Internet Explorer windows you might have open.

Key Points

You can import personal contacts listed in your personal Outlook Contacts folder
into a SharePoint contacts list.

You can export any single contact or event item from a SharePoint list to
Outlook 2003. There is no synchronization between SharePoint and Outlook
for exported items.

You can link any SharePoint contacts or events list to Outlook. This creates a read-
only folder in Outlook that you can manually synchronize with the SharePoint list
or that synchronizes automatically every 20 minutes.

In Outlook 2003, you can view multiple calendars side by side. These calendars
can be linked SharePoint events lists.

You can manage all your SharePoint alerts from the Outlook 2003 Rules and Alerts
dialog box.

You can create a Meeting Workspace site from Outlook with a Meeting Request.
Using this technique, you create a Meeting Workspace as a subsite to a SharePoint
Web site.
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11 Using Windows
SharePoint Services
with Excel 2003 and
Access 2003

In this chapter you will learn to:

v Import data from an Excel spreadsheet to a list in SharePoint.
Use the Datasheet view.

Export a SharePoint list to an Excel spreadsheet.

Publish an Excel list to a SharePoint site.

Export data from an Access database to a list in SharePoint.
Import a list to an Access Table.

SRS\

Link an Access table to a SharePoint list.

Microsoft Windows SharePoint Services provides the collaborative backbone to the
Microsoft Office System. In previous chapters, you saw how, within Office 2003, you
could share and manage documents stored in a SharePoint Web site. You also created
SharePoint sites from your Office programs.

This chapter focuses on the integration of Windows SharePoint Services with Microsoft
Office Excel 2003 and Microsoft Office Access 2003. With both these products you can
export and import data to and from SharePoint lists. Excel 2003 also provides two-way
synchronization between Excel spreadsheets and SharePoint lists, so you can work with
lists when you are offline, and then synchronize the changes when you reconnect.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xxxiv—xxxvii.

Important Before you can use the practice files in this chapter, be sure you install
them from the book's companion CD to their default location. See “Using the Book's
CD-ROM" on page vii for more information.
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Importing Data from an Excel
Spreadsheet to a List in SharePoint

In many situations, you might already have data within a spreadsheet, but later find that
you need to share the data with other members of your team. SharePoint has the ability
to import data from an Excel spreadsheet into a SharePoint list. Users with appropriate
permissions may read the SharePoint list, while others may even revise the list or enter
additional data. You can choose to import all the spreadsheet data, a range of cells, a named
range, or an Excel list.

In this exercise, you will use your browser to create a SharePoint custom list that contains
data imported from an Excel spreadsheet.

OPEN the SharePoint site to which you would like to import data from the Excel spreadsheet. Remember
to use your SharePoint site location in place of http://gardenco in the exercises. If prompted, type your
user name and password, and then click OK.

USE the Plants_Price.xls document in the practice file folder for this topic. This practice file is located
in the My Documents\Microsoft Press\SharePoint Services SBS\Chapter 11 folder.

BE SURE TO install and activate Microsoft Office 2003 before beginning any of the exercises in this
chapter, and that you have sufficient rights to create a new list. If in doubt, see the Appendix

on page 260.

1 On the top link bar, click Create.
The Create page is displayed.

2 Inthe Custom Lists section, click Import Spreadsheet.
The New List page is displayed.
3 Inthe Name text box, type PlantPrice.

Tip Any URL in SharePoint is limited to 260 characters. The name you type here
is used to create the URL and title of the list. Later in this exercise you will alter the
title with a user-friendly name.

4  In the Description text box, type This list contains the number of plants in stock
together with their unit prices.

Note If you import a spreadsheet into a site based on the Meeting Workspace
template, an option button appears on the New List page enabling you to share
the same items for all meetings. If you choose not to share the same items for all
meetings, then each meeting displays the list with just the items added for that date.
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Click the Browse button.

The Choose file dialog box appears showing either your My Documents folder or
the last folder you accessed.

If the My Documents folder is not displayed in the Choose file dialog box, click the
My Documents icon.

Double-click the folder names Microsoft Press, SharePoint Services SBS, and
Chapter 11, and then double click the file Plants_Price.xIs.

A New - Microsoft Internet Explorer

File Edt Wew Favortes Tools Help =

Q- O (¢ @& ) search 5 Favories (2) K- ; o] - g 3

address | (€] httpsjjgardencol_layouts1033/new. aspx?L st Template=SpreadshestTmporta lstBaseType=0ADisplayame=Spreadshest+1 v | £ Go  Links

' Home Documents and Lists Create Site Settings Help

Team Web Site
New List

Use this page to define the general settings of this list. You can set the name, deseription, and whether a link
ta this list appears on the Quick Launch bar on the home page. This list will include columns and data from
the spreadsheet that you speify.

Name and Description

Mame:
Type 5 new name a5 you want it to sppear in headings Fr——=——
and links throughout the site, Type descriptive text that
will help site visitors use this list.

Description:

This list contains the number of
plants in stock together with thair
unit prices.

Import from Spreadsheet

File location:
Specify the location for the spreadsheet you want to :
ust as the basis for this list. CADocuments and Sellmdl Browse.. |
Irnport ] [ Cancel ]
b
&) % Lacal intranet

On the New List page, click the Import button.

Excel opens Plants_Price.xls and displays the Import to Windows SharePoint Services
List dialog box.

From the Range Type drop-down list, select Range of Cells, then press [).

In the spreadsheet, select the range of cells Al to F8, and then on the dialog box,
click the Import button.
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| 4 jcaerulea Blue flawers Hand-wrapped flowers 100 $15.00  $150.00¢
| 5 Icanadensis From canada or the northeastern united states | Latex flowers 5 $35.00 $175.00)
| 6 lchrysantha fellow flowers Perennials Ppp $24.00 #/ALUED
| 7 lcontorta Twisted, contorted Picks 25| $15.00 $375.00)
G lesie ____Edible Presemed drigts ____|______ 10___§23.00__s70.00}

&

0
11| Import to Windows Sharel Services list gl
| 12 | Range Type:
MEN
m | Rangs of Calls |
15|  —
| 16 | Select Range:
:g ‘ Plants!$ag1:4F4a] J
119
|20 | o Impart your spreadsheet data as a new Windows SharePaint Services

2 lisk,
2|
El

2 L
| %6 |
7 1 b
4 4 » v Plants / | S|
Paint

The All Items view of the PlantPrice list is displayed, and the URL in the Address box
is http.//gardenco/Lists/PlantPrice/Allltems.aspx.

A PlantPrice - Microsoft Internet Explorer

File  Edt Wew Favortes Tools  Help W
¢ . o A @ A ] ~ B oo r

Qaack (2] |ﬂ @ p) ) search 7 Favorites &) g g W _J ij
Address | €] httpsjjgardencefLists/PlantPrice/Alltems. aspx v B ks *

Home Documents and Create Site Settings Help

=
Team Weh Site r
PlantPrice
Selact a View This list contains the number of plants in stack tagsther with their unit pricss,
() Bt Sew Ttern | Fiter | ZAEdit in Datashsst
e @ Plant Mame Brief Description Plant Type In Stack Unit Price Total
alba ! ew White flawers Bushes 5 $25.00 $125.00
@ Alert me
surealnew Chartreuse to yellow leaves Dried-silk flowsrs 99 $2.00 §198.00
@ Export to
il Y caeruleal vew Blue flowers Hand-wrapped 10 $15.00 $150.00
flowers
& Modif it .
g s canadensis | MW From canada or the northeastern  Latex flowers 8 $35.00 $175.00
united states
chrysanthalien  Yellow flowers Perennials pep $24.00 #VALUE!
contarta | new Twisted, contorted Picks 25 $15.00 $375.00
edulis | HEW Edible Preserved drieds 10 $23.00 $230.00
&) % Lacal intranet

11 In the left navigation bar under Actions, click Modify settings and columns to
change the title of the list.

The Customize PlantPrice page appears.
12 Under General Settings, click Change general settings.
The List Settings: PlantPrice page appears.
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13 Under the Name and Description section, in the Name text box, type a user-friendly
name, such as Price of Plants.

14 Under the Navigation section, select the Yes option to display this list on the Quick
Launch bar.

15 Click OK at the bottom of the page.
The Customize: Price of Plants page appears.
16 Click the Go Back to “Price of Plants” link.

The All Items view of the Price of Plants list appears. The title of the list has changed
to Price of Plants, and this name change can be seen on the page, but the URL
remains set as http.//gardenco/Lists/PlantPrice/Allltems.aspx.

CLOSE Internet Explorer.

Using the Datasheet View

If you have created a list by importing an Excel spreadsheet, you might find it convenient
to use a spreadsheet-like environment when editing, formatting, or entering data into
your newly created list. This spreadsheet-like environment is called the Datasheet view,
which was introduced in Chapter 4.

Using the Datasheet view of a list or library can be a huge productivity boost, but to make
use of this view you must have Office 2003 installed on your computer and make sure
your browser supports Microsoft ActiveX controls. If these requirements are not met,
amessage indicating that the list will be displayed in Standard view appears. Along with
the Explorer view of a document library, the following list types do not support the
datasheet view:

Discussion board
Survey

Image gallery

Web template library
Web Part catalog

Data sources

Inbox

The Datasheet view presents all the list items of a list in a grid and facilitates editing across
the entire table. A task pane on the right edge of the Datasheet view enables powerful
integration between Windows SharePoint Services, Excel 2003, and Access 2003.

In the following exercise, you will add a new list item, edit an existing list item, remove
an existing list item, add a list field, and briefly explore the task pane.
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OPEN the SharePoint site where you imported data from the Excel spreadsheet. Remember to use
your SharePoint site location in place of http.//gardenco in the exercises. If prompted, type your user
name and password and click OK.

BE SURE TO complete the first exercise in this chapter, “Importing Data from an Excel Spreadsheet

to a List in SharePoint” before beginning this exercise.

BE SURE TO verify that you have sufficient rights to contribute to the list. If in doubt, see the Appendix

on page 260.

W

Edit

)

Saving

B

New Item
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On the Quick Launch bar under Lists, click Price of Plants.

Click Edit in Datasheet to change the display from Standard view.

%Edit in Diatasheet

The Standard view changes to the Datasheet view.

2 Price of Plants - Microsoft Internet Explorer

File Edt Wew Favorktes Tools Help

(Dmack ~ () @ @ Jj pSearch ‘?‘:‘\?Favnrites &) D/Ié' ; - RN - 3

Address @httu:ﬂﬂgardErvEUJ'L\stsﬂP\antPHEeMHltEms‘asDx?ShUWInGHd=TruE&VIeW=%7EEUDEl855%ZDl6Dl“waDﬁAD%ZDESEE%ZD v | |gd Go Links >

;% Home Documents and Lists Create Site Settings Help
E Team Web Site
Price of Plants

Select a View This list contains the number of plants in stock together with their unit prices.

Hew Row | =]show in Standard View | ([ Task Pane | Z]Totals | ? Refresh Data
ctions 0] |v‘ Plant Name ‘v‘ Birisf Description ‘v‘ Plant Type |v| In Stea
@ Ao me (. alba White flowers Bushes 5
B Export to L aurea Chartreuse to yellow leaves Dried-silk flowers 99
spreadsheet caerulea Blue flowers Hand-wrapped flowers | 10
& Madify settings [ canadensis From canada or the northeastern Latex flowers 5 =
and columns united states
[ chrysantha Yellow flowers Perennials e
[ contorta Twisted, contortsd Ficks 25 v
< >
- For sssistance with Datashest visw, ses Help, = |
v
&) Dane %J Lacal intranet

Note A Datasheet view consists of rows, each row corresponding to a list item.
A column corresponds to a list field. The down arrow in the column headings is used
to filter and sort the data. Using the Datasheet view is like editing a table in Access;
when you type a value in a cell or choose a value from a drop-down list, an Edit icon
appears to the far left indicating that changes have been made to the row. You can
use the arrow keys or mouse to move from cell to cell to make changes to any row
in the list. When you leave a row that was changed or you navigate away from the
Web page, a Saving icon indicates that Windows SharePoint Services is updating the
database with your changes. You can continue making changes to different rows, and
Windows SharePoint Services saves your changes in the background. If your changes
result in a conflict or error, the Datasheet view updates with information necessary
to resolve the conflict or error. The last row in the Datasheet view is always empty
and the New Item icon is displayed in the left hand column. This empty row can be
used to add additional list items to the list. The Datasheet view does not display the
star (*) row for a document library.
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Tip All list items in the list are displayed on one page in the Datasheet view
regardless of how large the list is. Therefore, it isn't practical to edit extremely large
lists using the Datasheet view. To improve performance of a Datasheet view, apply
one or more filters to hide unnecessary columns, but do not remove those columns
that are marked as Required.

In the last row of the list, in the Plant Name column, type nana, press [=), type Dwarf,
press (=], and then type P.

Just like in Excel, the IntelliSense feature displays other values that occur in this
column.

Press the (1] to choose Picks, and then press [eme).

The new item row changes to the currently edited row and another new item row is
added to the bottom of the list.

Tip Just like in other Microsoft Office programs, you can use [e)+(X] to cut,

[er)+(€] to copy, [e]+(V] to paste, []+(zZ] to undo any changes, and [ to cancel
edit on the current list item.

Position the pointer on the boundary between the column headings Brief
Description and Plant type until the horizontal resize pointer appears.

Drag the column boundary to the right until the all the descriptions are on one line.

Tip Rows can be resized in much the same way by using the vertical resize pointer
between the rows. You can resize both rows and columns based upon content by
double-clicking. You can also reorder columns; just drag them to the desired location.

Click on the far left cell to select the entire Blue flowers list item.

2 Price of Plants - Microsoft Internet Explorer |L|rg|
File Edt Wew Favortes Tools  Help "
€ - 6 Al O S i 2 | 3 i 3
(Dmack ~ () |ﬂ @ )| O ssech §lpFavates §2) L 33
Address | ] hitp:f{gardencolL ef 5. howInGrid=TrugeViews="%7BE0DE1855%2D1601%2D45AD%2DESEE%2DA ¥ | [£] Go  Links
;% Home Documents and Lists Create Site Settings Help

j Team Web Site
Price of Plants
Select a Wiew This list contains the number of plants in stock together with their unit prices.
AllEs new Row | Fshow in Standard View | [JTask Pane | [E]Totals | ! Refresh Data
o Brief Description |v| Plant Type |v| In Stock ‘v ‘Unit Pric
Y p— White flawers Bushes 5 $2g
o B Chartreuse to yellow leaves Dried-silk flowers 99 $2
spreadsheet Blue flawers Hand-wrapped flowers |10 418
B Modify settings From canada or the northeastsrn united states | Latex flowers 5 439
and columns — :
Yellow flowers Parennials ppp §24-
Twisted, contortsd Picks 25 $18.
Edible Preserved drieds 10 $23:
Dwarf Picks
*
< 3| |
For assistance with Datashest view, ses Help. —
£&] %J Local intranet
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Row Select
pointer

Column Select
pointer

w

List Select
pointer
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Tip It is possible to select and then delete multiple list items. Alternatively, while
selected, you can copy and paste the list items into Office programs. You can select
the entire list with a single click in the top left corner cell.

Holding down the [su] key while selecting list items selects all rows or columns
between the first click and the second click. However, holding down the [ev] key
while selecting does not select and deselect list items regardless of adjacency like
you might expect. Instead, it exclusively selects the clicked row, abandoning all
other selection in the same way as clicking without holding down the [ev] key.

Press the [ve] key to permanently remove the list item from the list.

A delete confirmation dialog box appears.

Microsoft Internet Explorer,;

You are about to delete 1 rows,

IF you click Yes, you won't be able to undo this Delete operation,
Are you sure you wank o delete these rows?

Click Yes to finish deleting the list item and redisplay the Datasheet view of the list.

Click the fourth cell in the In Stock column and replace ppp with 10, and then
press ().

Replace $24.00 with 25 and then press [w].

The list item is saved to the database and a dollar sign ($) is placed before the
number 25. This is because the Unit Price column is a Currency type.

Replace #VALUE! with 250, and then press [&mer].

The list item is saved to the database, but no dollar ($) sign is placed before the
number 250. When you imported the spreadsheet in the previous exercise, the In
Stock and Total columns were created as a Single line of text type because they did
not contain data of one particular type, whereas the Unit Price column contained
only currency values. In the Excel spreadsheet, the Total column was a calculated
column. To provide the same functionality in the SharePoint list, the column needs
to be a calculated data type. You cannot change the data type of an existing column
to a calculated data type. You have to create a new column of calculated data type.

Right-click on the Total column, and then click Add Column in the context menu.
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Pane | E]Totals | ! Refresh Data

t Price
$25.00 [$1z5.00
$2.00 J$195.00
$35.00 |$175.00

$25.00 |z50 Add Column...
EditjDelete Column, .. ‘
Colurmn Width, .. l¢|

Copy

$15.00 |$375.00
$23.00 |$230.00
Hide

Turn Wrap Text Off
Eill 4

Help... >
—

The Price of Plants: Add Column page appears.

In the Name and Type section, in the Column Name text box, type Total Cost,
and then select the Calculated (calculation based on other columns) option.

In the Optional Settings for Column section under the Insert Column, double-click
In Stock.

Scroll to the bottom of the page and click OK.

Click the first cell in the Total Cost column, type =[In Stock]*[Unit Price]*1.1, and
then press [emer].

A dialog box appears warning you that the results of your calculation change could
take some time.

Click Continue.

The Datasheet View status bar displays the formula you typed.

Note Formulas are equations that perform calculations on values in the list
and are very similar to the formulas you would use in Excel, that is, they can contain
functions, column references, operators, and constants. For example a formula could
be =PI()*[In Stock]”~2, where PI() is a function, * and » are operators, [In Stock] is a
column reference and 2 is a constant.

Click on the vertical bar on the far right side of the Datasheet View page to expose
the task pane, which enables you to quickly integrate the SharePoint site with Excel
and Access 2003.
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A Price of Plants - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help I

Qe - © |ﬂ @ h /._U Search {:(Favuntes 9 K- ; o - i@ 3

address | ] http:figardencolL i 5. howInGrid=TruegView="7EEQDE855%2D1601%2045AD% 20BSEE %2Da | (£ Go  Links

;% Home Documents and Lists Create Site Settings Help
j Team Web Site
d Price of Plants

Select a View This list contains ths number of plants in stack togsther with their unit prices.

allarms SHew Row | Tl|Show in Standard View | [ [Task Fane | EJTotals | ! Refresh Dats
Actions Urit Prics [ | Tatal | = [Total Cost|~ |
B Alert me $25.00 | $125.00 | 137.s|_ % 22 __,\ ) |smm
B Export to L $2.00 | $198.00 217.8 % @
spreadsheet $35.00 | $175.00 192.5
B Madify settings $25.00 | 250 s .| Dffice links
and columns i |
$15.00 | $375.00 wizs d g Export and Link to Excal
] Frint with Excel
$23.00 | $230.00 253 £
|l chart with Excel
0 E -
L [[@ create Excel PivotTable
* Report
[#] Export to Access
%3 Create linked table in
Acce
< [ ]
=[In Stock]*{Unit Price]*1.1 —

%J Local intranet

&] Dane

At the top of the task pane are a series of buttons for common commands, such as
Cut, Copy, Paste, Undo, Custom Sort, Remove Filter/Sort and Help.

See Also More information on the Datasheet view can be found by clicking the Help icon
in the task pane, by clicking the Help link on the Datasheet view status bar, by clicking a cell in
the Datasheet view and then pressing F1, or by right-clicking any cell inside the Datasheet view
and then clicking Help.

CLOSE Internet Explorer.

Exporting a SharePoint List to an Excel Spreadsheet

You can export the contents of SharePoint lists, results of a survey, or document libraries
to an Excel spreadsheet. The exported list or library is a Web Query that stays updated
with changes to the original list in your SharePoint site. The Excel spreadsheet maintains
a connection to the SharePoint list, that is, the Excel spreadsheet is a linked object.

In this exercise, you will export a list from a SharePoint site to an Excel spreadsheet.
You will add data to the spreadsheet and then synchronize the data in the spreadsheet
with the contents of the list on the SharePoint site.

OPEN the SharePoint site where you have a list from which you can export data to an Excel spreadsheet.
This exercise uses the list you created in the first exercise of this chapter. Remember to use your
SharePoint site location and list in place of http://gardenco and Price of Plants in the exercises.

If prompted, type your user name and password, and then click OK.

1 On the Quick Launch bar under the Lists section, click Price of Plants, and then click
the All Items view.
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Tip The export process only exports the columns and rows contained in the list’s
current view, which in this exercise is the All Items view. If none of the views contain
the data you want to export, then you will have to create a new view to meet your
needs. Alternatively, you can choose one of the existing views, export the list to a
spreadsheet, and then delete the unwanted data.

In the left navigation area under Actions, click Export to spreadsheet.
Tip If this list was a survey, you would click Export Results to a spreadsheet.

If the File Download box is displayed, click the Open button.

File Download X

Do you want to open or save this file?

Mame: owssyr.iqy
Type: Microsoft Office Excel Web Query File, 648 bytes
From: gardenco

Qren ][ Save ]l Cancel |

Always ask before opening this type of file

harm your computer. |f you do not trust the source, do not open or

@ ‘while files from the Internet can be useful, some files can potentially
zave this file. What's the risk?

Excel opens a new workbook that contains one worksheet, named owssvr(1) and an
Opening Query dialog box is displayed warning you of the risk of opening queries.

Opening Query

Ci\Documents and SettingsicatherinetiLocal Settings) Temporary Internet
Files\Content, IES}GPIREM T owssvr]1].iqy

This file contains queries to external data.

Queties are used to import external data inka Excel, but queries can be designed to access
confidential information and possibly make that information available to other users, or to perform
other harmful actions.

IF wou krust the source of this file, click Open,

Open

Click the Open button.

The owssvr(1) worksheet now contains an Excel List; each column in the list has an
AutoFilter arrow in the header row and there is a dark blue border around the list.
The List toolbar appears.

Tip If the List toolbar does not appear, on the View menu point to Toolbars, and
then click List.
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CE|

Synchronize
List

=

Discard
Changes and
Refresh
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I Microsoft Excel - Book1

(] Fle Edt Wew Insert Format Tools Data  Window Help

Type aquestion forhelp = 2 & X

S GG B0 8 E e B e -1 -|[B]z = 4
Al v & ID
A B \ c \ D S e ) e B |
1_[ID [~ JPlant Name [~ |Brief Description [+/Plant Type [+ ]In Stock [~ Unit Price [+ |Total [+ T —
| 2| Talba White flowers Bushes 5 ] 2500 $125.00 12
| 3 |  2aurea Chartreuse to yellow leaves Dried-silk flowers 59 § 200 $198.00 21
| 4 | 3 canadensis From canada or the northeastern united states  Latex flowers 5 5 35.00 $175.00 1€
| 5 | 4chrysantha Vellow flowers Perennials 10 § 25.00 1250 2
| 6 | A contorta Twisted, contorted Picks 25 § 15.00 $375.00 41
| 7 | B edulis Edible Presered drieds 10 § 2300 |$230.00 2
g 7 nana Duwvarf Picks g
9 |x 1
10
0 Lt - | Toooe ot on | @8, 5,75, .5 1 B
5
W4 b W] owssvr(1) / |« | s
Ready

Click cell B9, type Carophyllus, press [=), type To give strength and energy, press
type Pi, and then press =] again.

IntelliSense completes the word Picks for you.
Type 5, press [=], type 10, and then press (&),

Excel places a dollar ($) sign before the number 10 and the Total Cost column calcu-
lates the data in that column. The columns in Excel have retained the data types from
the exported SharePoint list.

B3 Microsoft Excel - Book1
i) File Edt Wew Insert Format JTook Data  Window Help Typs a quastion for help [+ _ & X
RN T NEWE N NN e A AN - -0 -|B 7 U|E 4
F10 - A
A B \ c \ D [ _E NN c | 7

| 1 [ID [=]|Plant Name [~ |Brief Description [~/Plant Type [+ ]In Stock [~ Unit Price [+ |Total [+ T —
| 2| 1alba White flowers Bushes 5 5 2500 $125.00 12
| 3|  2aurea Chartreuse to yellow leaves Dried-silk flowers 59 § 200 $198.00 21
| 4 | 3 canadensis From canada or the northeastern united states  Latex flowers 5 5 35.00 $175.00 1€
| 5 | 4chrysantha Vellow flowers Perennials 10 § 25.00 1250 2
| 6 | & contorta Twisted, contorted Picks 25 § 15.00 $375.00 41
| 7 | Bledulis Edible Preserved drieds 10 5 23.00 $230.00 2¢
| 8 | 7nana Dvwearf Picks 0

g 8 Carophylius To give strength and energy Picks 5 § 10.00 5t
10 -
7]
7]
13 Lot - | [ ool Totalrow | 9 (79| %} 58 =0 % 5 |l 35

14

o b oy owssvr(l) / |« | 5]
Ready

On the Lists toolbar, click the Synchronize List button.

Tip If you wish to discard all the changes you have made to the spreadsheet, you
can click the “Discard Changes and Refresh” button on the Lists toolbar.



@ 8

Refresh
S Mew Iterm 9
10
11

Using Windows SharePoint Services with Excel 2003 and Access 2003 11

Switch back to the Price of Plants page, click the Internet Explorer Refresh button,
and then verify that the Carophyllus item has been added to the bottom of the list.

Click New Item.
The Price of Plants: New Item page is displayed.

In the Plant Name text box, type Pumila and then click Save and Close.

[&ll ave and Close

The Pumila item is added to the Price of Plants list.

Switch back to Excel, on the List toolbar, click the Synchronize List button and verify
that the Pumila item has been added to the bottom of the spreadsheet.

Tip You can also initiate exporting and linking a SharePoint list to Excel by using
the Datasheet View task pane.

CLOSE Internet Explorer and Excel. You do not have to save the spreadsheet.

Publishing an Excel List to a SharePoint Site

Creating a SharePoint list from within Excel 2003 is known as publishing an Excel list.
Once the list is on the SharePoint site, users can see the Excel data without opening Excel.

In this exercise, you will publish a spreadsheet to a SharePoint list by using Excel 2003
and a two-step wizard.

BE SURE TO start Excel before beginning this exercise.

USE the Sales_Figures.xls document in the practice file folder for this topic. This practice file is located
in the My Documents\Microsoft Press\SharePoint Services SBS\Chapter 11 folder. Remember to use
your SharePoint site location in place of http://gardenco in the exercises.

OPEN the Sales_Figures.xls document.

1
2

In Excel, click any cell within the data.

On the Data menu, point to List, and then click Create List.

Note The Create List dialog box appears and the data is automatically selected.
By selecting one cell in the data, Excel will automatically selects the range of cells
that contain data. You can select a different range of cells to use for creating a list.
In addition, if your data does not have headers, Excel creates them for you, and labels
them Column1, Column2, and so on. If the data you want to export is already in an
Excel list, you do not have to complete the first three tasks of this exercise.
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List =
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- — L — ———

@j Eile Edit Wew Insert Format  Tools Data  Window Help Type & quastion for help

L a ol s nelo 8z o sline Bi o e U=

Al = # =SUM(BA:E4)
A \ B [ c [ D I E B ¢ T H R

| 1 |Product a1 az 03 a4 Total ! 5
[ 2 [Bushes § 2402300 % A52.00 §124541.00 4

| 3 |Dried-silk flawers  § 73200 | § 353.00 § 2579.00!

| 4 |Latex flowers 5 281.00 | ppp | where is the data Far your list? 201.0005 _ 753.00

| 5 |Perannials 3 482600 § 7- 521.00 § 18,121.00 =
| B |Picks 5 52400 | §

[iEiFrosorved drieds. |5 53008} Eduyisthasheaders

g

E O Cancel

o _ = i
4"« v wl\Sheetl { Sheetz [ Sheeta / "% | 2
Point.
Click OK.

Excel converts the data in the workbook into a list. Each column header has an
AutoFilter arrow and a dark blue border surrounds the data, that is, the list is active
on the worksheet.

The List toolbar appears.

Note If the list is not active on the worksheet, then the List toolbar disappears
and the list border color changes to a light blue. To publish a list, it must be active
on the worksheet. To make a list active click any cell in the list.

On the List toolbar, click the List button and from the menu, click Publish List.

B3 Microsoft Excel - Sales_Figures.xls

id] Fle Edt Wew Insert Format Tools Data Window Hsip Type a question for help -8 x
HAR=A" REREIR= 11NN - R RN NS 10 ] !EAME\ -0 -|[B]z U= ?
Al - A Product

A [ B [ C [ D [ E A c [ H 7
| 1 [Product Bt [~]OZ [~]03 [~]O4 [~ |Total - T
[ 2 |pushes § 2482300 § 3230400 §
Ehie § BRe, O  felme 0 NG 25
| 5 |perennials § 462800 § 485100 § loeeit Y B 18,121.00
B |Ficks [ 524.00 § 535.00 § Delete » b 2227.00
| 7 |Preserved drieds 5 50300 % 39400 % ) S 2538.00
e 21 5ot
g Form, ..
% [ Fublishiist..
EA Resize List,.. =
113 | Wiew List on Serwar
% Conyert to Range
16 Urlink List v
W 4« v v}\Sheetl {Sheet2 { Sheet3 / 8l Data Range Propertis... 2
Ready - =S

The first step of the two-step Publish List to SharePoint Site Wizard is displayed.
In the Address box, type http://gardenco.

Select the Link to the new SharePoint list check box.
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Important |If “Link to the new SharePoint list" check box is selected, the
spreadsheet is linked to the SharePoint list and you then can synchronize updates
between the spreadsheet and the SharePoint list. However, once the SharePoint list
is created, you cannot link the spreadsheet to the SharePoint list. Therefore, if you

wish to synchronize updates between the list and the spreadsheet, be sure to select
this check box now.

In the Name box, type SalesFigures, and in the Description box type, This list
contains the number of plants in stock together with their prices.

Publish List to SharePoint Site - Step 1 of 2

‘Where do you want o publish your list?

Address: |http:,|’,|’gardenco w |

Link ko the new SharePoint list

Provide a name and description For your list,

Mame: |SalesFigures

Description: | This list contains the number of plants in stock together
with their prices,

Click the Next button.

Excel checks the data in each column to ensure that the data belongs to one of the
data types supported by Windows SharePoint Services. If it doesn't, Excel usually
applies the text data type to each column. Excel also checks whether each column
contains only one type of data. If a column contains a mix of data type, for instance,
numbers and text, then Excel would choose text as the data type. Once Excel has

completed its check, the second step of the Publish List to SharePoint Site Wizard
is displayed.

Publish List to SharePoint Site - Step 2 of 2 rz|

To publish to a SharePaint list, Excel must Force columns to use certain
recognized data bypes, All cells with individual Formulas will be
converked ko values,

‘erify that each of the columns listed below is associated with the
correct data bype. IF a column is associated with an incorrect data
type, click Cancel and confirm that the key cell can be converted to the
correck bype,

Column Data Type Key Cell
Product Text (single line)

Q1 Currency

Q2 Text (single line) $C44
Q3 Currency

Q4 Currency

Tatal Currency [Formulas removed]

[ Help ] [ Cancel ] [ < Back ]
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Look at the Key Cell column and notice that in Column Q2, cell $C$4 contains a
different data type from the rest of the cells in this column. In addition, the formulas
for the Total column are removed.

Tip You could click the Cancel button, correct the erroneous data, and then
restart the publishing process. Also, during the publishing process, because Excel
removes formulas, once you have completed the publishing process and the data
is on your SharePoint site, you might consider deleting the Total column and creating
a calculated column.

Click the Finish button.

A Windows SharePoint Services dialog box is displayed with the URL of your new
SharePoint List.

Windows SharePoint Services

The list was successfully published and may be viewed on:
fitt dencojLists/SalesFiqures il

Click the http://gardenco/Lists/SalesFigures/Allitemsg.aspx link.

A new Internet Explorer window opens displaying the new SharePoint list.

B3 Microsoft Excel - Sales_Figures.xls

(4] Fle Edt Wew Insert Format Tools Data  Window Help Type & question Far help

N EERIGIR 9 e e -0 -B]r U =
Al - A& D -
B | e | i [ B s 0 R B G H — S, = Jie
D - [Product  [=]01 =@z [BEE ~Jat =Total [~ = »
1/Bushes $24523.00 | $32,304.00 §3503200 $32452.00 $124641.00
Dried-silk flawers 3
2 § 73200 $434.00 § 05400 % ©59.00 § 2879.00 By
3latexflowsrs 5 23100 ppp 5 100§ 20100 5 75300 TP B s>
4 Perennials § 4.520.00 | $4,851.00 § 462100 | § 3821.00 § 18,121.00 ¥
5| Picks § 52400 $535.00 § B3400 % 53400 § 2227.00 =
6 Preserved drieds § 503,00 | $394.00 § 91200 % 72900 § 2533.00
o
o | a
W < b H[\Sheet1  shestz { Shest3 / | >
Ready
Lalttems |1 Eqnew pow | Eshow in Standard view | [HTask Pane | [E|Totals | 1 Refresh Data
actions Of-[ eroduet [v[ ot [-[ oz [~[ @8 [«[ & [~[ &
= Alert me L] Bushes $24,823.00  $32,304.00 $35,032.00 $3z482.00 §1
e L Dried-silk flowers $732.00 | $434.00 $954.00 | $859.00
spreadshest Latex flowers $281.00 ppp $271.00 $z01.00
@ Modify settings Perennials $4,828.00 | $4,851.00 $4,621.00 $3,821.00 9§
and columns —
Picks $524.00 | $535.00 $6534.00 453400
Preserved drisds $503.00 | $334.00 $912.00 | $729.00
v
< | £
For assistance with Datashest view, see Help, —| —
v
&] javascriptiExitGrid{varPageLiWPQ1) % Local intranst
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Note Before you close Excel, notice that the spreadsheet contains an extra
column. When you publish a spreadsheet that is linked to a SharePoint list, an ID
column is added as column A to your spreadsheet. The ID column contains a unique
identifier for each record in the list. This is needed by the SharePoint site for updating
purposes. This column is read-only and cannot be removed from the list unless you
unlink the list from the SharePoint site. To unlink a spreadsheet from it's SharePoint
site, on the Data menu, point to List, and then click Unlink List. To view the SharePoint
list to which a spreadsheet is linked, on the Data menu, point to List, and then click
“View List on Server.”

CLOSE all Internet Explorer windows, close the Windows SharePoint Services dialog box by clicking
OK, then close Excel after saving changes to the spreadsheet.

Exporting Data from an Access
Database to a List in SharePoint

Access enables you to export a table or other database objects to a number of formats
such as an external file, Lotus 1-2-3, Paradox, or dBase databases to an Excel workbook,
to an XML document, or to an ODBC data source. With Access 2003, you can now
export a table to a SharePoint site where a new list is created.

In this exercise, from within an Access database, you will export a table into a SharePoint
site by creating a new SharePoint list.

USE the GardenCo.mdb database in the practice folder for the next three sections. This practice file is
located in the My Documents\Microsoft Press\SharePoint Services SBS\Chapter 11 folder. Remember
to use your SharePoint site location in place of http://gardenco in the exercises.

BE SURE TO start Access before beginning this exercise.

OPEN the GardenCo.mdb database. If asked to block unsafe expressions, click Yes. Restart Access,
open GardenCo.mdb, and then acknowledge the security warning.

“J Tables 1 In the GardenCo: Database window, click Tables.
2  Right-click the PlantsPrice table and from the context menu click Export.
The Export Table "PlantsPrice’ To dialog box is displayed.

3 From the Save as type drop-down list, select Windows SharePoint Services().
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¥ Microsoft Access HEI X\

il Edt Wew Insert Took Window Help Type: & question For help
R N R = W % Ea 9 ) Ty o)

2= iGarden€o §| Fxport Table PlantsPrice’ To...

(5 open . De Savein:  [[) Chapter 11 v @ @ X Cy B3 Took-
Objects 3 B ardenCo.mdb
1 Tables

My Recent
Queries Documents

Forms

Reports Dk
Pages
Macros

Modules My Documents

Groups

[ Favorites

Microsaft Active Server Pages (*.asp)
Microsaft 115 1-2 (* hiox; *.idc)
File name: Rich Text Format (¥ rtf) Save formatted

: &l ort
Iy Metwork Micrasaft Ward Merge (* bt o Ko Ezpor
Flacss Save as byper |Microsoft Office Access (*.mdb;*.adp; W
%

Ready

The first page of the Export to Windows SharePoint Services Wizard appears.
4 Inthe Site drop-down list, select http://gardenco.

Note If the URL for The Garden Company Web site does not appear in the
drop-down list, type the URL in the Site text box.

5 Inthe List Name text box, type accPlantsPrice.

6  Leave the Open the list when finished check box selected.

Export to Windows SharePoint Services Wizard

Specify site and list information
Specify a site and the name of the list to be created,

Site: |httD:.l'.l’gardenc0 v |

List Mame: |accPIantsPrice |

Description: | This list contains the number of plants in stock together with their prices.

Open the list when finished

@)

7  Click the Finish button.

The Microsoft Office Access dialog box is displayed with the message that Access
has finished exporting the table to the Web site.
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8 C(Click oK.

Internet Explorer displays the newly created accPlantsPrice list in Datasheet view.

‘A accPlantsPrice - Microsoft Internet Explorer |ZHE‘E|
.lf'r

fle Edt Wew Favortes Tools  Help

€] () |ﬂ @ ‘_;j ;)Search ‘?‘::(Favnrites & ﬁ:{- ; W - _J i3

Address | &] hetp:fjgardenco/ListsfaccPlantsPricefalitemsg. aspx v Go Links **
% Home Documents and Lists Create Site Settings Help
=
j Team Weh Site pe
4 accPlantsPrice

Select a View This list contains the number of plants in stack tagether with their prices.

Ll SMew Row | J5how in Standsrd Visw | [ [Task Pans | Z]Totals | 1 Refresh Dats
- b0y |v| Plant Name |v| Brief Description |v| Plant Type ‘v‘ Insia
o AR 13 maculata Spotted Hand-wrapped flowers
S 14| martima Of the sea Latex flawers

spreadsheet 15 montana Of the mountains Perennials
® Madify settings 16| nana Dwarf picks 1

and calumns |

17 | nigrs Dark Preserved drieds
18 cccidentalis From the west, gsnerally the Silk flowers
americas v
< | >
For assistance with Datashest view, see Help, —
v
&) %J Lacal intranet

Tip If you mistype the Web site name in the Site text box, Access displays a
warning dialog box that it can't find the Web site. If this occurs, verify the address
of the Web site and try again.

CLOSE Access and Internet Explorer.

Importing a List to an Access Table

With Access you can create a new table by importing data from an external data source,
such as Lotus 1-2-3, Paradox or dBase databases, from an Excel workbook; from a
Microsoft Outlook or Microsoft Exchange folder; from an XML document; or to an ODBC
data source—and with Access 2003, from a SharePoint Web site. The data in the new
table is not updated when subsequent changes are made to the data source after it is
imported.

In this exercise, you will import data from a SharePoint list into an Access table.

USE the GardenCo.mdb database in the practice folder. This practice file is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 11 folder. Remember to use your SharePoint site
location in place of http://gardenco in the exercises. This exercise uses the SharePoint list, Price of Plants,
you created in the first exercise of this chapter. You can use your own list if you want.

BE SURE TO start Access before beginning this exercise.

OPEN the GardenCo.mdb database and acknowledge the security warning, if necessary.

1 On the File menu, point to Get External Data, and then click Import.
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The Import dialog box appears.
From the Files of type drop-down list, select Windows SharePoint Services().

The “Select a site” page of the Import from Windows SharePoint Services Wizard
appears.

In the Sites text box, type http://gardenco.

Import from Windows SharePoint Services Wizard rg|
Select a site
Specify the site that has the data that you want to import,
Site: http:figardenca
http:figardenca

Click the Next button.

The “Select lists” page of the Import from Windows SharePoint Services Wizard
appears.

In the Lists text box, select Price of Plants, and then select the Import one or more
lists option.

Tip If you choose to import one or more lists, then on the “Select lists” page you
can select more than one list by holding down the [ev) key at the same time as you
select the list. If any of the columns in the SharePoint list were lookup columns,
you can choose to maintain that relationship by selecting the “Retrieve IDs for lookup
columns” check box. If you deselect this check box, the corresponding column in
the Access database is not a lookup column, but contains values and not IDs.

Click the Next button.

The “Select related lists” page of the Import from Windows SharePoint Services
Wizard appears. You will only see this page if the “Retrieve IDs for lookup columns”
check box is selected.

Select the Create linked tables to selected lists option.
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Note The Price of Plants list contains a column named Created By and Modified
By. These columns are lookup columns pointing to the Userinfo SharePoint list. By

selecting this option, Access creates a linked table pointing to the UserInfo SharePoint
list. Alternatively, you could choose for Access to import the UserInfo list at the same

time as the Plants list.

Import from Windows SharePoint Services Wizard

Select related lists

Related lists:

3

The following lists contain display values For the lookup columns in the lisksfviews that you selected earlier, If you do not
link. ko a related list, you will not be able to edit the corresponding lookup column,

Link/Impart Options
() Create linked tables to selected lisks
(O Import selected lists

@ Cancel

][ < Back ]l Mext = |[ Finish

Click the Next button.

The Finish page of the Import from Windows SharePoint Services Wizard appears,

detailing the options you have chosen.

Click the Finish button.

The Microsoft Office Access dialog box is displayed with the message that Access
has finished importing from the SharePoint Web site.

Click OK.

Access now has two additional tables, Price of Plants and a linked table called

Userinfo.

Double-click the Price of Plants table.

Access opens the Price of Plants table in Datasheet view.

If the Enter Parameter Value dialog box opens, click Cancel.

Click the first cell in the Modified By column and from the down arrow, select a name
from the list. In this example, Kim Yoshida is selected.
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K Microsoft Access Ejlﬁ”z‘
P File Edt Yiew Insert Format Records Tools Window  Help Type a question for help =

TR N N AR AT N YRR oAl R A B ANCY

FBX
Plant Name Muodified Created Created By Modified By
(alba 124 11:52:35 A 04 11:52:35 AM Catherine Tu | Catherine Tu
aurea 34 12:19:50 PM 14 11:52:35 AM Catherine Tu
canadensis 34 12:20:25 PM 14 11:52:35 AM Catherine Tu
chrysantha 34 12:38:30 PM 14 11:52:35 AM Catherine Tu
| contarta 124 11:52:35 A 04 11:52:35 AM Catherine Tu |
edulis 34 11:52:35 AM 14 11:52:35 AM Catherine Tu  Catherine Tu
nana 4 12:27:12 PM 14 12:27:12 PM Catherine Tu | Catherine Tu
Carophyllus 04 2:39:18 PMW| D04 2:39:18 PM| Catherine Tu | Catherine Tu

 recorai (10 « [ 1 P DIpH of &
I IT

Datasheet Wiew

Tip  Access obtained the list of users from the SharePoint site through the Userinfo
linked table. To see the query used to access UserInfo, open the Price of Plants table
in Design view, click on the Modified By field, and then click on the Lookup tab. In the
Row Source field property, you will see a SELECT query connecting to the UserInfo
linked table.

You could now edit the values in the other cells in the table. Such changes will not

be reflected back in the Plants list on the SharePoint site. If you want to change the
contents of the SharePoint list, the Access table provides a quick way of opening

the SharePoint list in a browser. Click the [...] characters in the row you want to edit.
Internet Explorer then displays the list item that relates to that row.

Warning Changes to the SharePoint list are not copied back to the Access
table. Nor are changes to the Access table reflected back in the SharePoint list,
that is, a linked object is not created as part of this process.

CLOSE Access and any Internet Explorer windows that are open.

Linking an Access Table to a SharePoint List

The previous two sections copied data so that the same data could be stored in both an
Access database and in a list on a SharePoint site. However, there was no data synchroni-
zation between these two data locations. If you do not want to maintain two copies of
that data, but you need to refer to the data within Access, then Access provides methods
of accessing external data that is physically located outside an Access database. The
easiest way to reference a SharePoint list externally is to use linked tables, which were
known as attached tables prior to Access 95. A linked table stores only a connection to
the SharePoint list. You should use linking rather than importing if the data is maintained
by users or a separate program on the SharePoint Web site.
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In this exercise, you will link a table to a SharePoint list.

USE the GardenCo.mdb database in the practice folder. This practice file is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 11 folder. Remember to use your SharePoint site
location in place of http.//gardenco in the exercises. This exercise uses the SharePoint list, SalesFigures,
you created in a previous exercise of this chapter. You can use your own list if you want.

BE SURE TO start Access before beginning this exercise.

OPEN the GardenCo.mdb database and acknowledge the security warning if necessary.

1  On the File menu, point to Get External Data, and then click Link Tables.

The Link dialog box appears.
2 From the Files of type drop-down list, select Windows SharePoint Services().

The Select a Site page of the Link to Windows SharePoint Services Wizard appears.
3 In the Sites text box, type http://gardenco, and then click the Next button.

The “Select lists” page of the Link to Windows SharePoint Services Wizard appears.

4 In the Lists text box, select SalesFigures, and then select the Link to one or more
views of a list option.

Tip When you import a view, only those columns shown on the view are
imported.

5  Clear the Retrieve IDs for lookup columns check box.

Link to Windows SharePoint Services Wizard

Select lists
Select the lists that contain the data you want to link to,

Lists: Link Options

accPlantsPrice (O Link to one or mare lists
Announcements
Contacts

() Link to one o more views of a list

Events

Links [retrieve IDs For laokup columns:

Price of Plants This option retrieves display values and their
SalesFigures corresponding IDs, Select this option if you want
Shared Documents to be able to edit the lookup columns,

Tasks

@ Cancel ] [ < Back ] [ Mext = ] [ Finish
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6  Click the Next button.
The “Select views” page of the Link to Windows SharePoint Services Wizard appears.

7 Inthe Views text box, click All Items.

Tip You can select multiple views on this page by holding down the [ev] or
keys.
8  Click the Next button.

The Finish page of the Import from Windows SharePoint Services Wizard appears
detailing the options you have chosen.

9  Click the Finish button.

The Microsoft Office Access dialog box is displayed with the message that Access
has finished linking to the SharePoint Web site.

10 Click OK.

Access now has a linked table named SalesFigures: All Items.

K Microsoft Access
CEdit  Wiew Insert Tools indow Help
ARSI 439 T
& GardenCo : Database (Access 2000 file format)

[Fopen BZpesign SNew | X [ 2n T

Objects i|  Create table in Design view

| T Tables 1| Create table by using wizard

e | create table by entering data

1 PlantsPrice
Lo 3 Price of Plants
Reparts =sFigures: All Ttems
Pages +11] UserInfo

Groups

Ready

If changes are made to the linked table in Access or the SalesFigures list in SharePoint,
the data will be synchronized.
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K3 Microsoft Access

! Fle Edt Wew Insert Format PRecords Tools  Window Help

Type & question for help

L 24 EL G Y 7 L e b |

Attachments Product

Record: () 4 [ 1 (bbb of &

Bushes
Dried-silk flower

$24 82300 $32304.0
$732.00 $434.00

o.

Datasheet Wiew

1 Latex flowers $281.00 ppp

] Perennials $4,528.00 %4 851.00 links
inks

] Picks $524.00 $535.00

] Preserved dried: $503.00 $394.00

]

IS SMew Row | JShow in Standsrd Visw | [ [Task Pans | E]Totals | 1 Refresh Dats
st 0w Prede [r| @ [w] a2 [+ @z [v| @ [v] &
T Bushes $24,823.00  $32,304.00 $35,032.00 $32,482.00 $1
@ Export to Dried-silk flawers $732.00  $434.00 $854.00  $859.00
spreadsheet Latex flawers $261.00 ppp $271.00 $201.00
@ Modify settings Perennials $4,826.00  $4,851.00 $4,621.00  $3,821.00 4 —
and colurmns -
Picks $524.00  $535.00 $634.00  4534.00
Freserved drieds $503.00  $394.00 $912.00  $729.00
— “ | =

&l

%J Lacal intranet

From the browser you can create a Custom list, importing the data from an Excel
spreadsheet.

From the browser you can create an Excel spreadsheet and export data from
a SharePoint list into it.

From within Excel 2003 you can publish the data held within an Excel List into
anewly created SharePoint list.

You can synchronize changes between an Excel spreadsheet and a SharePoint list
through a two-way synchronization process.

With Access 2003, you can export and import data to and from SharePoint lists.
The data in the Access table is not updated when subsequent changes are made to
the SharePoint list, that is, there is no synchronization process between Access and
a SharePoint site.

In Access, you should create a new table that is linked to a SharePoint list when
the data is maintained by users on the SharePoint Web site and you want Access to
use the current data.
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12 Working
with Web Parts

In this chapter you will learn to:

v Understand Web Parts and Web Part pages.

Remove a Web Part.

Add a Web Part from a Web Part gallery.

Customize a Web Part by using the Web Part tool pane.
Customize a home page by using Web Parts.

SRS~

Create a new Web Part Page by using a browser.

Web sites based on Microsoft Windows SharePoint Services use a technology known
as Web Part Pages, which are special Web pages that contain one or more Web Parts.
Web Parts are reusable components that can contain any kind of Web-based information,
including analytical, collaborative, and database information. This technology enables
Web sites to be flexible and highly customizable. To customize these sites you can use
three types of tools: a browser, a Windows SharePoint Services-compatible Web page
editing tool, such as Microsoft Office FrontPage 2003, or a programming tool, such as
Microsoft Visual Studio .NET 2003. No one tool can do everything, and therefore it is
likely that in any deployment of Windows SharePoint Services, all three tools will be
used at some time or other.

This chapter introduces the basic concepts of Web Part Pages and Web Parts. Using the
browser, you will learn how to view Web Part Pages in different ways, change the appear-
ance of Web Part Pages by adding and removing Web Parts, and tailor a site by adding
Web Part Pages.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xxxvii—xI.

Important Remember to use your SharePoint site location in place of http.//gardenco
in the exercises.
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Understanding Web Parts and Web Part Pages

Before we can talk about customizing any of the portal sites, we must cover certain basic
concepts. A SharePoint site contains one or more Web Part Pages. Web Part Pages contain
Web Parts that can display the contents held in the site’s lists or document libraries as well
as Web Parts that display other content. To customize Web sites, you must have the
following rights, all of which are included in the Web Designer and Administrator site
groups by default:

Manage Lists

Add and Customize Pages
Apply Themes and Borders
Apply Style Sheets

In this exercise, you will familiarize yourself with the customizing capabilities of Windows
SharePoint Services.

OPEN the SharePoint site. The exercise will use the http://gardenco site, but you can use whatever
SharePoint team site you want. If prompted, type your user name and password, and then click OK.
BE SURE TO verify that you have sufficient rights to add contacts to a contacts list. If in doubt, see the
Appendix on page 260.

1
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In the upper-right corner of the Home page, click Modify Shared Page.

_

Al
Modify Shared Page «
Add web Parts 3

| Design this Page

Modify Shared web Parts ¥
Shared Yiew

8 Personal Wiew

-

The Web Part Page menu displays these options:
B  Add Web Parts

B Design this Page

B Modify Shared Web Parts
B  Shared View
|

Personal View



&

Shared View

Personal View
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Tip The shared view icon is in a small orange box indicating that you are viewing
this Web Part Page by using the shared view. Any changes you make to the Web Part
Page are visible to all site users. As an administrator or a Web designer, when you
first display a Web Part Page, the page is in the shared view and the Modify Shared
Page link is shown in the upper-right corner beneath the Search box. You can make
changes to a Web Part Page that only affect your view of the Web page, which is
when you would use the personal view. You can switch between these two views
by clicking Personal View on the Web Part Page menu. The link beneath the Search
box is replaced by Modify My Page, and the personal view icon in the Web Part Page
menu is placed in a small orange box to indicate that this is your current view. As an
administrator or a Web designer, you cannot change the personal views of specific
users, only the shared view and your own personal view. You will be shown Web
Part Pages in shared view until you personalize them, then the personal view becomes
your default view for that Web Part Page. You can reset the personal view to the
shared view values by clicking Reset Page Content from the Web Part Page menu.

Click Design this Page.

The Web Part Page is displayed in design mode in a grid-like manner, with two Web
Part Page zones denoted by two gray borders labeled at the top as Left and Right.

2 Home - Team Web Site - Microsoft Internet Explorer,

Fle Edt Wew Favortes Tooks Help a
Qe - © B @ Lh pSearch \;\?Favuntes o B- ; -l B
address | @] hetp:jjgardsncojdsfault. aspx v Go  Links ¥

v

¥ Home Documents and Lists Create Site Settings Help
ﬁ Team ‘Weh Site r
Home

B rodify Shared Page ~

Documents

Shared Documents
Pictures

Employse Photos
Lists

Contacts

Tasks

Frice of Plants
Discussions

Gensral Discussion

Surveys

Left

Right

Announcements

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

B Add new announcement

Events

There are currently no upcoming events, To add a new event,
click "Add new event” belaw.

B Add new event

x

Site Image - x

My

SharePoint Services

Links  x

There are currently no

favorite links to display.
To add a new link, dick
“Add new link" below.

@ Add new link

53

&) Dane

%J Lacal intranet
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Tip Web Part Page zones are containers for Web Parts, so on a SharePoint team

-

Web Part site the Left zone contains the Web Parts Announcements and Events, whereas the

Menu down Right zone contains the Web Parts Site Image and Links. In design mode, these Web

arrow Parts have a down arrow on their title bar and a Close button. The Announcements,

C}IK Events, and Links Web Parts display information held within the Announcements,
ose

Events and Links lists, whereas the Site Image Web Part is a built-in Web Part that
displays the Windows SharePoint Services image.

Other Web Part Pages may have more or less than two zones, depending on the
Web Part Page template used when creating the Web Part Page. You can also add
or remove zones from a Web Part Page by using a tool, such as FrontPage 2003.

3 In the upper-right corner of the page, click Modify Shared Page.

On the drop down menu, a check mark to the left of the “Design this Page” menu
item appears denoting that the page is in design mode.

4  Click Design this Page.

The Web Part Page is displayed in normal mode, in which the zones are no longer
visible. In addition, the Close buttons in the title bar of the Web Parts and the title
bar of the Site Image Web Part are no longer visible.

CLOSE Internet Explorer.

Removing a Web Part

When created, SharePoint sites can contain a number of libraries, lists, one or more Web
Part Pages, and on the Web Part Pages, one or more Web Parts. As you customize your site,
you might decide that you do not require all the Web Parts on these Web Part Pages and
want to remove them.

In this exercise, you will delete and close Web Parts to remove them from a Web site’s
Home page.

OPEN a SharePoint team site. The exercise will use the http.//gardenco site, but you can use whatever
site you want. If prompted, type your user name and password, and then click OK.

1 Verify that the link in the upper-right corner of the page is Modify Shared Page,
indicating that you have the Web Part in Shared View.

Troubleshooting If the link is Modify My Page, you have the page in Personal
View. To switch to Shared View, click Modify My Page and on the menu, click
Shared View. If the menu does not contain the Shared View option then you are not
a member of the Administrator or Web Designer site group on this Web site.
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2 Click the down arrow on the Announcements Web Part title bar, and from the Web
Part menu, click Close, temporarily removing the Announcements Web Part from
the Web page.

Tip You can also close Web Parts when you have a Web Page displayed in
design mode by clicking Close from the Web Part menu or by clicking the Close
button in the Web Part title bar.

Announcements -

There are currently no active annou Minimize
announcement, click "Add new ann0|

Close

Modify Shared web Part

B Add new announcement 3
L7

Events Help

The Web Part Page is displayed with only three Web Parts.

3 Inthe upper-right corner of the page, click Modify Shared Page and from the Web
Part Page menu, click Design this Page.

The Web Page is displayed in design mode with the zones clearly visible.

4 Click the down arrow on the Links Web Part title bar, and from the Web Part menu,

click Delete.
Links v X
Minirmize
Close
|)< Delete
_j Modify Shared web Part
Connections 3
@ Help

5  When a Microsoft Internet Explorer dialog box appears asking if you want to delete
this Web Part, click OK.

Microsoft Internet Explorer,

? |} vou are about to permanently delete this Web Part. Are you sure you want to do this?
\--f/ To delete this Web Part, click OK. To keep this Web Part, click Cancel,

[ ok |[ Cancel ]

6  In the upper-right corner of the page, click Modify Shared Page, and then click
Design this Page from the Web Part Page menu.

The Web Part Page is displayed in normal mode.

CLOSE Internet Explorer.
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Adding a Web Part from a Web Part Gallery

As you customize your site, you might decide to add other information, as well as remove
some of the Web Parts on the Web Part Pages. You can do this by adding additional Web
Parts. Windows SharePoint Services provides built-in Web Parts for each Web site created.
The two types of Web Parts you will most commonly use with the browser are:

B  List View Web Parts (LVWP). Web Parts that display the contents of libraries
and lists.

B Built-in Web Parts. Web Parts that display other content. There are six built-in
Web Parts, which are described in the following table.

The six built-in Web Parts available on Web sites created from the Team site, Blank site
or Document Workspace templates are summarized in the following table.

Web Part Description

Content Use this Web Part to add content to a Web Part Page, such as formatted

Editor text, tables, and images. This Web Part enables you to add content by

Web Part using a Rich Text Editor or a HTML source editor. The HTML <FORM>
element is not allowed in the Content Editor Web Part. If you need to
add a Web Part that uses the <FORM> element, consider using the Page
Viewer Web Part or the Form Web Part.

Form Web  Use this Web Part if you want to send data to another Web Part through
Part a Web Part connection. The content displayed in the other Web Part will
be dependant on the data it receives.

Image Web  Use this Web Part to display pictures and photos. This Web Part is included
Part by default on many sites’ home Web Part Pages to display a logo.

Members Use this Web Part to see a list of the site members and their online status.

Page Viewer Use this Web Part to display content of a linked resource, such as a Web

Web Part site, Web pages, files, or folders. In this way you can display a whole
Web page within a Web Part. The linked content is isolated from other
content on the Web Part Page and hence the content is displayed asyn-
chronously from the rest of the page. This means that you can view and
use other content in the other Web Parts on the page even if the link in
this Web Part happens to take a long time to return its content. Also
use this Web Part if you want to retrieve data from a server that requires
authentication.

XML Use this Web Part for Extensible Markup Language (XML) with Extensible

Web Part Stylesheet Language (XSL) to define how the XML is displayed. You might
use the XML Web Part to display structured data from database tables or
queries, or XML-based documents.
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Tip In addition to the built-in Web Parts, you can create your own Web Parts by using
tools, such as FrontPage 2003 and Visual Studio .NET 2003, or import custom Web Parts.
With FrontPage 2003, you can add a Data View Web Part (DWVP), which can retrieve data
from a variety of data sources, such as SQL databases, XML files, and Web Services, as well
as data held in SharePoint lists and libraries. FrontPage 2003 provides a WYSIWYG Extensible
Stylesheet Language Transformation (XSLT) editor that the developer uses to format the
Data View Web Part.

In this exercise, you will customize the home page of a SharePoint site. You will add
a Content Editor Web Part, a List View Web Part, and restore a Web Part from the Web
Part Page Gallery.

OPEN a SharePoint site. The exercise will use the http://gardenco site, but you can use whatever site
you want. If prompted, type your user name and password, and then click OK.

BE SURE TO complete the second exercise in this chapter, “Removing a Web Part” before beginning
this exercise. Also, you must have a list that contains data, such as the Price of Plants list created in the
“Importing Data from an Excel Spreadsheet to a List in SharePoint” exercise in Chapter 11 on page 212.
Alternatively, you can create a practice site for this chapter based on site template Chapter 12 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 12 folder. See “Using the Book's CD-ROM" on
page vii for instructions on how to create a practice site.

1 In the upper-right corner of the page, click Modify Shared Page.
2 In the Web Part Page menu, point to Add Web Parts, and then click Browse.

Al
Modify Shared Page «
Browse || Add web Parts >|
Search Design this Page
Import Modify Shared Web Parts ¥

Shared View

8 Personal Wiew

After a few moments, the Web Part Page is displayed in design mode with the Web
Part tool pane's four Web Part galleries visible. Web Part galleries are containers
where Web Parts and Web Part templates are stored. The number in the bracket to
the right of each gallery states the number of Web Parts that each gallery contains.
The orange box around the Team Web Site gallery indicates that you are viewing
the contents of that gallery, and the Web Part List section lists those Web Parts that
are held in the Team Web Site gallery. This gallery contains a Web Part for each list
or document library created for this site, plus the six built-in Web Parts described
earlier in this chapter.

243



12 Working with Web Parts

A Home - Team Web Site - Microsoft Internet Explorer,

Ele Edt Wew Favortes Iods Help
Q- [x && ) search ¢ Favories 2) K- :’_ w - i 3
address | @] http: figardenca/default. asps v B ks *

' Home Documents and Lists Create Site Settings Help

) Team Web Site P

Home B modify Shared Page

Documents 4 Add Web Parts x

Shared Documents | Events - x site Image - x Browse -
Pictures There are currently no o Select the gallery you would like to _
Employee Photes upcaming events, To browse.
e 2dd a new event, dick l'l_f
Lists "add new event” " [ Wish Part Page Gallery [£3)
Contacts below, Windows [Team web site Gallery as)]
Tasks @ add new event SharePoint Services wirtual Server Gallery (o)
Price of Plants anline Gallery (o)
Discussions
General Discussion Web Part List Filter
Surveys
&7 [announcements |
s Contacts q
| Content Editor Web Part
@l Employee Photos
8l Events
] Form web Part v
&] Dane %J Local intranst

4%, 3 Move the mouse over the icon to the left of Content Editor Web Part so that the
Four-way mouse pointer changes to a four-way arrow.
arrow pointer 4

While holding down the mouse button, drag the Content Editor Web Part to above
the Events Web Part. As you move the Web Part, a dark blue horizontal line shows
you where the Events Web Part will be added.

23 Home - Team Web Site - Microsoft Internet Explorer.

Fle Edt Wew Favortes Tooks Help

e ) Al © S i < TN 3
Qu- Q- €3 0| POssach Slpraones &0 - @ - | S
Address | ] hitp:{gardencoldefault. aspx v B ks *

Home

Documents 4 Add Web Parts x

Shared Documents Events v x Site Image v x Browse e
Pictures The| Contsnt Ediths Web Part ' Select the gallery you would like to A

Employee Photos upsaming events, To browse.

U add a new event, click '.f
Lists "Add new svent” wieb Part Page Gallery (1)

Contacts below. W‘ndowg [Team wieb sits Gallery 15)]

Tl @ Add new event SharePoint Services wirtual Server Gallery (

Price of Plants anline Gallary ()]
Discussions

General Discussion Web Part List W Filter
Surveys

) Team Web Site A

BModify Shared Page =

&1 Announcements

8= Contacts B

(=l [ content Editor Web Part

[ Employes Photos
i Events
2| Form web Part

&] Done &J Local intranet

B3
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Note Using the browser, Web Parts can only be added to Web Part Page zones.
Web Parts that are added to a Web Part Page zone are called dynamic Web Parts.
Using a tool, such as FrontPage 2003, Web Parts can be added outside Web Part Page
zones called static Web Parts.

The Web Part Page is displayed in design mode with the Content Editor Web Part
placed above the Events Web Part.

In the Web Part List, locate the Price of Plants Web Part.

Tip The Web Part List section displays Web Parts in alphabetic order in groups of
10. If you cannot see the Price of Plants Web Part, it might be in the next group; click
Next at the bottom of the Web Part List section to list the next group of Web Parts.

Repeat step 3 to add the Price of Plants Web Part between the Content Editor Web
Part and the Events Web Part.

The Web Part Page is displayed in design mode with the Content Editor Web Part, the
Price of Plants List View Web Part, and the Events List View Web Part in the Left Web
Part Page zone.

A Home - Team Web Site - Microsoft Internet Explorer,

Ele Edt Wew Favortes Tools  Help L
- - A & 5t e A B .

Qe - @ - [¢] B @0 Pseoh rravaes £ 3- 42 # - L) E B

Address [{€] http:figardencofdefoult.aspx v B ks

;% Home Documents and Lists Create Site Settings Help

ﬁ Team Web Site P
\ ) Home
BModify Shared Page v

RN Bl « Add web Parts x
Shared Documents Content Editar Web Part BRI hd
. ) A

Pictures To add content, open the tool pane and then click Rich 1 Select the gallery you would like to —
Employee Photos rowse.

Lists Wb Part Page Gallery (1)
Contacts Price of Plants [Team wek 5tz Gallery sy
Tasks Jiew Item | ViFilter Virtual Server Gallery m
Price of Plants O Plant Mame Erief Deseription Plant Type In S online Gallery (o)

Discussions alba rew White flowers  Bushes &

GG BISEussEn aurea ! HEW Chartreuse to Dried-silk 99 web Part List " Fitsr

Surveys yellow leaves  flowsrs =

4| Page Viewer Web Part
cacrulea ! Hen Blue flowers  Hand- 10 — a
wrapped 11l [Price of Plants ]
flowers
(3] shared Documents
canadensis [new  From canada or Latex 5
the northeastern flowers @] Tasks

united statss
- =] XML Web Part
chrysantha ! HEw vellow flowers  Perennials ppp
contorta | ew Twisted, Picks 25 v
| »

£&] %J Local intranet

44 o ac fofich

|

In the Add Web Parts tool pane, click Web Part Page Gallery.
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246

The Add Web Parts tool pane now lists the contents of the Web Part Page gallery.
This gallery holds Web Parts that were temporarily removed from a Web Part
Page by using the Close option, and hence it contains only one Web Part—the
Announcements List View Web Part that we removed earlier in the second exercise
of this chapter.

At the bottom of the Add Web Parts tool pane, click the down arrow to the right
of Add to: and from the drop-down list, click Right, and then click the Add button.
When you use this mechanism of adding Web Parts to a Web Part Page, the Web
Part is added to the top of the zone.

Web Part List

=] | Announcements

1to 1 {of 1)

Add to: | add |
Light

| %J Localintranet

Tip The Web Part Page gallery now contains no Web Parts because you have
placed the Announcements List View Web Part back onto the Web Part Page. The
Web Part Page gallery is different from the other galleries because it is a temporary
storage space for Web Parts that were removed from a Web Part Page. You can
compare the Web Part Page gallery to the Recycle Bin, but remember, Web Parts
are only placed here if you use the Close option. If you use the Delete option, then
the Web Part is permanently deleted from a Web Part Page. Web Parts placed in the
other galleries act like templates. Web Parts from the other three galleries can be
placed on a Web Part Page multiple times. Once the Web Part is placed on a Web
Part Page, it can be uniquely customized, but the template from which the Web Part
was created remains in the Web Part gallery.

On the Add Web Parts tool pane title bar, click the Close button.
The Add Web Parts tool pane closes and the Web page is displayed in normal mode.
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A Home - Team Web Site - Microsoft Internet Explorer,

Fle Edt Wew Favortes Toos Help e
. N (A A e v . B
O © A @G| Pt sorem @ 3% 31 - LU B
address | (@] http:jigardencojdefault. aspx v Go ks *
;% Home Documents and Lists Create Site Settings Help
Q Team Web Site P
\ ) Home
Modify Shared Pag
Documents Content Editor Web Part ~  Announcements
Shared Documents 14 444 content, open the tool pane and then click Rich Text Editor. There are currently no
Preires active announcements
To add a new
Employee Photos announcernent, click
Lists Price of Plants v CAddnew
- announcement” below,
Contacts Snew Item | FFilter
Tasks ® Add new
@ Plant Hams Brief Description Plant Type In Stock Unit Price Totsl announcement
Price of Plants alba I new White flowsrs  Bushes 5 $25.00 $125.00
RIERTERILLD aurealtEw Chartreuseta  Dried-silk 99 $2.00 $198.00
General Discussion yellow leaves  Flowers !"j
Surveys caerulea ! HEw Blue flowers Hand- 10 $15.00 $150.00 l., ]
wrapped Micreaott J ||
flowers Windows
canadensis |MEW  From canada or Latex 5 $35.00 $175.00  SharePoint Service
the northeastern flowsrs
united states
chrysanthaltes  Yellow flawers  Persnnials ppp $24.00 #VALUE!
contorta | Hew Twisted, Picks 25 $15.00 $375.00
contorted @
< | &
&] &J Local intranet

CLOSE Internet Explorer.

Tip Web Parts can be badly written, and if they are not thoroughly tested, you might
find that when you add a Web Part to a Web Part Page, the page will not display. In such
situations, append ?Contents=1 to the Web Part Page's URL, for example, http.//gardenco
/default.aspx?contents=1. The Web Part Maintenance Page is displayed from which you
can delete the offending Web Part.

Customizing a Web Part by
Using the Web Part Tool Pane

Once you have added a Web Part to the Web Part Page, you might find you have to
customize it to display the content you want your Web site users to see. You might also
find you have to tailor the Web Part’s properties for it to take on the look and feel you
require.

In this exercise, you will customize the Content Editor Web Part and a SharePoint List
View Web Part.
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BE SURE TO complete the second and third exercises in this chapter, “Removing a Web Part” and
“Adding a Web Part from a Web Part Gallery” before you begin this exercise. Also, you must have
created and populated a picture library such as the Employee Photos picture library created in the
“Creating Picture Libraries” and “Adding Pictures” exercises in Chapter 5 on pages 92 and 99.
Alternatively, you can create a practice site for this chapter based on site template Chapter 12 Starter.stp
in the practice file folder for this chapter. The practice file folder is located in the My Documents
\Microsoft Press\SharePoint Services SBS\Chapter 12 folder. See “Using the Book's CD-ROM"

on page vii for instructions on how to create a practice site.

OPEN a SharePoint site. The exercise will use the http://gardenco site, but you can use whatever site
you want. If prompted, type your user name and password, and then click OK.

1

2
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Click the down arrow on the title bar of the Content Editor Web Part, and then click
Modify Shared Web Part.

Content Editor Web Part X

To add content, open the tool pane and then cli Minimize

Close

||_=;I Modify Shared Web Part

Price of Plants

- Export...
SMew Itemn | VgFilter &

@ Help
Brief Description Plant T¥pe T ST0CK 0TI FTICE TOTaT

@ Plant Mame

The Web page is displayed in design mode, with the Content Editor Web Part out-
lined in a yellow dotted line and the Content Editor Web Part tool pane visible.

A Home - Team Web Site - Microsoft Internet Explorer, |ZHE‘FX|
Fle Edt Wew Favortes Tools Help I3

OBack ) |ﬂ @ \jj /‘.’7 Search \;“t(Favuntes o ﬁ:{- :’_ wl ~ gl ﬂ 3
address | &] http: figardenca/default. asps v B

Links **

;% Home Documents and Lists Create Site Settings Help

)

Documents

Shared Documents
Pictures
Employee Photos

Price of Plants

Team Web Site
Home

Content Editor Web Part

To add sontent, apen the toal pane and then dick Rich Te

HNew Itern | VgFilter

 —
BModify Shared Page v

&l « content Editor Web Part x
Content Editor Al

Content Editor
To enter farmatted text and
graphics, click Rich Text Editor.

Lists
Contacts Price of Plants Rich Text Editor...
Tasks

To type HTML source code, click
Source Editor.

i @ Plant Hame Brief Description Plant Type In Sto TS P
- o alba ! rew White flowers  Bushes &
eneral Discussion 0
aursa lnen Chartrsuss to  Drisd-silk 93 ELLCLARLLS
Surveys yellow leaves  flowers T link to & text fils, type & URL.
cagrulea ! Hew Blue flowers  Hand- 10 :
wrapped Test Link
flowers
canadensis [new  From canada or Latex 5 BREEETEES
the northeastern flowers L
united states
- Advanced =
chrysanthalvew  ellow flawers  Perennials ppp B
contarta ! Hew Twisted, Picks 25
< |
&] Dane %J Local intranet

In the Content Editor Web Part tool pane, click the Rich Text Editor button.
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The Rich Text Editor — Web Page dialog box is displayed. You can use this editor
in a very similar fashion to entering text using Microsoft Word. You will be able to
enter text, change styles, insert hyperlinks, insert pictures, cut, copy, paste, undo,
redo, and so on. The shortcut keys you use in Word also work with this editor.

Click the Help button for more information about the Web Part.
A new window is opened displaying the Rich Text Editor Button Summary topic.

Click the Formatting Toolbar link to expand the text.

-2 Rich Text Editor Button Summary - Micrasoft Internet Explorer, |Z”E‘E|
Fle Edt Wew Favortes Tooks Help "
Y ‘1 = N 2 W 2
Qui - © B @ | Preer Ferowie @ B B 8 -

Address [ {€] http:figardencof_vti_binfhelp/1033/sts{htmljdrtabt htm VB ks >

-~

12 Windows:

S SharePoint Services

© ome €% vt

~ Shows All
Rich Text Editor Button Summary

Use the Rich Text Editor to add Formatted text, tables, hyperlinks, and images to the Cantent Editor web Part.
The kasks you can perform and their correspanding buttons are summarized below.

P The Standard Tookhar

= Formatting Toolbar

Butts Name Description
Style Inserts a text style, which is a set of formatting characteristics you can apply to
selected bext ko quickly changs its appearance.
Forkt (Changes the Fant, font styls, Font size, effects, and color of the sslected text. b
Eold Eolds selected text if it is not bolded, and un-bolds selected text if it is already
bolded.
Ttalics Ttalicizes selected text if it is not italicized, and removes italics from selected text if it
is already italicized.
@ Underline Underlines selectad text if it is not underlined, and removes underlining from selscted
text if it is already underlined,
Highlight: adds background color to the selected text, or removes background color if the
= selected bext alrsady has backaround color.
Align Left Aligns the selacked text, bable, of image to the left edae of the conkent, 2
< | B
&) %J Local intranst

Close the Rich Text Editor Button Summary — Microsoft Internet Explorer window.

In the Rich Text Editor — Web Page Dialog box, type What can The Garden Company
do for you?, and then press to move the cursor to a new line.

Select the sentence you just typed, click the down arrow on the style drop-down list,
and then click Heading 1.

|Hea|:|in|;| 1 w
Style

On a new line, type We aim to provide easy-to-grow plants and have over 400
varieties of plants. We have 50 years of experience gardening and supplying high
quality plants to very satisfied customers.. On a second new line, type, Who are
we?, and then press [ener].

Format Who are we? as a Heading 2 style, and then click the Underline button.
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& 10 Place the cursor on a new line, and then click the Insert Image button.
Insert Image The Picture dialog box is displayed.

11 In the Picture Source text box type the URL http://gardenco/Employee Photos
/pjcov.jpg. You will need to adjust the URL for your SharePoint site location.

Important Do not refer to an image that is stored on a hard drive, such as
¢/SBS_WSS/Catherinet.jpg, because, in most cases, the image will display as a broken
link, and a user’s browser will try to resolve the reference to the image file to the
user’s local hard drive, which will not contain the folder or the image. You should
upload all images into picture or document libraries within the site where the Web
Part Page resides, and then refer to the image by it's URL.

12 |n the Alternate Text: text box, type Catherine Turner, from the Alignment drop-
down list, click Middle, and in the Border Thickness text box, type 5.

-2 Picture

Picture Source: |o.-"EmpI0yee Photos.-"pic:ov.ipg| [ Browsze... ] [ QK ]

Alternate Text: |Eatherine Tumer | Cancel
Lapout Spacing

Alignment: Horizantal: l:l
Border Thickness: Wertical |:|

13 Click OK.

14 On anew line beneath the picture, type Catherine Turner, Owner.
& 15 Select the text Catherine Turner, and then click the Insert Hyperlink button.
Insert The Hyperlink dialog box is displayed.
Hyperlink

16 In the Type drop-down list, select mailto:.

17 In the URL text box, append catherinet@gardencodom.local to mailto:.

When a user clicks on the name Catherine Turner on your Web page, their default
e-mail program will open a new message for them to send an e-mail message to

this person.
-2 Hyperlink
Huperlink Information
Ok
o Lo ]
-_Eanc:el

URL: | mailto: catherineti@gardencodom. local |

18 Click OK.
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19 Press [o+[A] to select all the content you have just entered, and then click the
Center alignment button.

3 Rich Text Editor -- Web Page Dialog,
S & B

= 3 @
voms  w/A|B I 1|2 =

L (I

What can The Garden Company

-

"

do for you?
wie aim to provide easy-to-grow plants and have over 400 varieties of plants. We have 50 years of
experience gardening and supplying high quality plants to very satisfied custarmers,

Who are we?

Catherine Turner, Owner

20 In the lower-right corner, click the Save button.

The Rich Text Editor — Web Page Dialog box closes and the content is displayed
in the Content Editor Web Part.
Note

If an Error page displays indicating that the security validation for this
page has timed out, click the "Refresh page” link to try the operation again.

21 Verify that the Content Editor Web Part tool pane is open. If it is not, click the
down arrow on the Content Editor Web Part title bar, and then click Modify
Shared Web Part.

22

In the Content Editor Web Part tool pane click the expand (+) icon next
to Appearance to expand the Appearance section.
23

In the Appearance section, in the Title text box, type Who are we, and then in the
Frame Style drop-down list, click None.
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4 Content Editor Web Part x
= >

=] appearance

Title

Height

Should the Web Part have a fixed
height?

Oves [ I M|

@ No. Adjust height to fit zone.

Width

Should the Web Part have a fixed
width?

Oves [ o M

@ Mo, Adjust width to fit zone.

Frame State
O Minimized
@ Normal

Frams Style

Layout

(63

24  Click OK to close the Content Editor Web Part tool pane.

25 On the title bar of the Price of Plants Web Part, click the down arrow, and then click
Modify Shared Web Part.

The Web page is displayed in design mode with the Price of Plants List View Web
Part outlined in a yellow dotted line and the Price of Plants tool pane visible.

A Home - Team Web Site - Microsoft Internet Explorer,

File  Edit

Qe - © |ﬂ @ ;j /'._U Search {:(Favuntes o f:{- :; - )8 S

view Favorites  Tools  Help o

Address | &] hitp:fjgardencafdefault. aspx M Go

' Home Documents and Lists Create Site Settings Help

Links **

)

Documents

Shared Documents
Pictures

Employse Photos
Lists

Contacts

Tasks

Price of Plants
Discussions

General Discussion
Surveys

Team Web Site
Home

Price of Plants

Catherine Turner, Owner

SMew Itern | EgFilter

@ Plant Name
albalrew

aurea ! HEw

caerulea ! hew

canadensis I Hew

chrysantha ! rew

contorta ! NEW

edulis ! rew

Brief Description Plant Type In Stock

wihite flowers  Bushes 5

Chartreuse to Dried-silk 99

yellow leaves  flowers

Blue flowers  Hand- 10
wrapped
flowers

From canada or Latex 5

the northeastern flowers
united states

ellow flowers  Perennials ppp

Twisted, Picks 25
contorted
Edible Preserved 10

drieds

>

 E—
Bradify Shared Page ~

& 1« Price of Plants x

List Yiews R

You can edit the current wiew or select:
another wisw.

Selected Yiew

Current view v

Edit the current wiew

Toolbar Type

Full Toolbar v

Appearance
Layout
Advanced

o cencel ety )

€

%J Lacal intranet

26

In the Price of Plants tool pane below the Selected View drop-down list, click the
Edit the current view link.
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The “Price of Plants: Edit View" Web page is displayed.

In the Columns section, clear the following check boxes: Attachments, In Stock,
Unit Price, Total, and Total Cost (if shown).

Tip

In this exercise you are only displaying types of plants that are Picks; there-

fore you could choose not to display the Plant Type column. However, when you
first customize a view, it is a good practice to leave this column in place so you are
able to check that the filter is configured correctly.

Scroll down the page until the Filter section is visible, select the Show items only
when the following is true option, and then in the Show the items when column
drop-down list, click Plant Type. In the first blank text box type Picks.

A Edit View - Microsoft Internet Explorer

Fle Edit View Favorites Tools  Help

Qux- O HEAG

/._U Search ‘-:“‘\}’Fathes 8 R- ; ] -

@3

address (€] hitp fgardencof _layouts/ 1033 viewedit aspxPList={231 31228-302F434C-B2DA-0B2DFB23PA0B) afisw—{EATABERE-7211 v | [ G0

EIEX
o

Links **

-~

= Filter

Show all of the items in this
wiew, or display & subset of
the items by using filters, To
filter on & calumn based on
the current date ar the
current user of the sits, type
[Today] or [Me] as the
column value. Show me
more information.

(9] [m] Shaow all iterns in this view

® B3 show items only when the following is true:
Show the items when column
[Plant Type ~
[picks |
Oand @ or

When column

[one

v

& Done

&J Local intranet

At the bottom of the page, click OK.

Your Web page is displayed. The Price of Plants tool pane is no longer visible.

Click the down arrow on the title bar of the Price of Plants Web Part, and then from
the Web Part menu, click Modify Shared Web Part.

The Price of Plants tool pane is displayed.

In the Toolbar Type drop-down list, click Summary Toolbar, click the expand (+)
icon for the Appearance section, and then in the Title text box, type Sale — Picks

at half price.

Click the expand (+) icon for the Advanced section, and then clear the Allow Mini-
mize and Allow Close check boxes so that a user cannot accidentally close or

minimize this Web Part.
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A Home - Team Web Site - Microsoft Internet Explorer,

Fle Edt ¥ew Favorites TIools Help "
é A A 7y . D jm ] g

Qe - © |ﬂ @ (0| fOseach pFavories &) (- iz o] - i@ 3

Address [{@] http:figardencafdefaul. aspx v B ks *

;% Home Documents and Lists Create Site Settings Help

ﬁ Team Web Site S
\ ) Home B modify Shared Page

_ J—
Documents o iad < Price of Plants x

harad Docamants '/ ! Oves| |luols 1] =
Pictures 1

) Mo, Adjust width to fit zone,
Employee Photos
Lists
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33 At the bottom of the Price of Plants tool pane, click OK.

34 On the title bar of the Sales — Picks at half price Web Part, click the down arrow
and notice that the Minimize and Close options are no longer available.

CLOSE Internet Explorer.

Customizing a Home Page by Using Web Parts

As you customize your Web Part Page by adding and removing Web Parts, you might find
that the Web Parts are not located where you would like them to be. In this situation
it is possible to move the Web Parts around on the page to obtain the layout you require.

In this exercise you will move Web Parts on a SharePoint site’s home page.

BE SURE TO complete the other exercises in this chapter before beginning this exercise.
OPEN the SharePoint site. The exercise will use the http://gardenco site, but you can use whatever site
you want. If prompted, type your user name and password, and then click OK.

1  Inthe upper-right corner of the page, click Modify Shared Page, and from the Web
Part Page menu, click Design this Page.
The Web Page is displayed in design mode with the zones clearly visible.

2  Move the mouse over the title bar of the Who are we Web Part so that the pointer
changes to a four-way arrow. While holding down the mouse button, drag the Web
Part to below the Site Image Web Part.

As you move the Web Part, a dark blue horizontal line moves from the Web Part's
current location to where the Web Part will be moved.
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Move the mouse over the title bar of the Announcements Web Part so that the

pointer changes to a four-way arrow. While holding down the mouse button, drag
the Web Part to above the Sale - Picks at half price Web Part.

In the upper-right corner of the page, click Modify Shared Page, and then from the

Web Part Page menu, click Design this Page. The page is no longer in Design mode.

2 Home - Team Web Site - Microsoft Internet Explorer.
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CLOSE Internet Explorer.
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Creating a New Web Part Page by Using a Browser

SharePoint sites are provisioned with one or more Web Part Pages. Users can create
additional Web pages, which can be stored and accessed through document libraries.

In this exercise you will create a document library to store Web Part Pages, and then create
a Web Part Page.

OPEN the SharePoint site in which you would like to create Web Part Pages. The exercise will use the
http://gardenco site, but you can use whatever site you want. If prompted, type your user name and
password, and then click OK.

BE SURE TO verify that you have sufficient rights to create a document library. If in doubt, see the
Appendix on page 260.

1  On the top link bar, click Create.
The Create Page page is displayed.

2  Inthe Document Libraries section, click Document Library.
The New Document Library page is displayed.

3 Inthe Name text box, type Web Part Pages.

4  In the Document Template section in the Document template: drop-down list,
select Web Part Page.

Tip You do not have to create a special document library to store your Web Part
Pages. You could store them in the Shared Documents document library that is
created when you create a team Web site. However, if you plan to create a number
of Web Part Pages, you could place them all in their own document library. Also,
by creating a document library that uses the Web Part Page document template
you can create Web Part Pages by clicking the New Document button.

|_] Mew Docurment
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2 New - Microsoft Internet Explorer
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&] Dane %J Local intranet

At the bottom of the page, click the Create button.

The All Documents View of the new Web Part Pages document library is displayed.
On the top link bar, click Create.

The Create Page page is displayed.

Scroll down the page until you can see the Web Pages section, and then click Web
Part Page.

The New Web Part Page page is displayed.
In the Name text box, type Garden.

In the Layout section in the Choose a Layout Template list, click Header, Left Column,
Body.

In the Save Location section in the Document Library drop-down list, click Web
Part Pages.
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A New Web Part Page - Microsoft Internet Explorer
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11 At the bottom of the page, click the Create button.

After a few moments, the new Web Part Page is displayed, which has these three
Web Part Page zones: Header, Left Column, and Body. Currently the page is empty,
except for the top link bar, a heading with a graphic and the Modify Shared Page
link. There are no Web Parts placed within the Web Part Page zones.

‘2 Web Part Page - Microsoft Internet Explorer, '-_l E‘El
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Tip Because you created this Web Part Page within the SharePoint team site,
the Team Web Site gallery contains a Web Part for each list or document library
created in The Garden Company team site, plus the six built-in Web Parts described
earlier in this chapter. If you completed all the exercises in this chapter, the number
of Web Parts in the Team Web Site gallery should be one more than at the end of
the previous exercise because you created a new document library in this exercise
called Web Part Pages. You could now customize this Web Part Page using the
techniques described earlier in this chapter.

Once a Web Part Page is created, you need to provide a link to the Web Part Page
from your home page so the rest of your team can see it. Either make the Web Part
Page document library appear on the Quick Launch bar, or if you have a links list,
add a link item that points to the new Web Part Page.

CLOSE Internet Explorer.

Key Points

Windows SharePoint Services uses a technology known as Web Part Pages, which
are containers for Web Parts.

A Web Part Page contains Web Part zones where Web Parts can be placed.

Web Parts are reusable components that can contain any kind of Web-based
content. They can display the contents of lists and libraries, as well as other content,
such as the results of database queries, Web sites, Web pages, files, and folders.

To customize a Web site you must have certain rights or be a member of the
Administrator or Web Designer site groups.

A 'Web Part Page can have these two views: shared view and a personal view. All
users see changes made to the shared view. Changes made to the personal view are
visible only to the user who altered their personal view of the Web Part Page. A
user can reset their personal view back to the Shared View settings.

Web Parts are placed in one of these four Web Part galleries: Web Part Page gallery,
Team Web Site gallery, Virtual Server gallery, and Online gallery.

The Web Part Page gallery is a temporary storage space for Web Parts that are
removed from a Web page using the Close option.

The Team Web Site gallery contains a List View Web Part for each list or library
created in the team site, plus these six built-in Web Parts: Content Editor Web
Part, Form Web Part, Image Web Part, Members, Page Viewer Web Part and XML
Web Part.

Using the browser, you can create additional Web Part Pages, which are stored
within a document library.
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Appendix

Windows SharePoint Services
User Rights

In Microsoft Windows SharePoint Services, access to sites is controlled through a role-
based membership system based on site groups. Site groups specify what rights users
have on a SharePoint site. These rights determine what specific actions users can per-

form on the site.

The following table lists all SharePoint Services user rights, their associated permissions,
and groups that include these rights by default.

Right Permissions Groups included by default

Add and Create pages for a Web site Web Designer, Administrator

Customize Pages

Add Items Add items to lists or add Contributor, Web Designer,
documents to document libraries  Administrator

Add/Remove Add and remove Web Parts to Contributor, Web Designer,

Private Web Parts

personalize Web Part Pages

Administrator

Apply Style Sheets

Apply a style sheet to the entire
Web site

Web Designer, Administrator

Apply Themes
and Borders

Apply a theme or border to an
entire Web site

Web Designer, Administrator

Browse
Directories

Browse the directory structure of a
Web site

Contributor, Web Designer,
Administrator

Cancel Check-out

Cancel the check-out action
performed by another user

Web Designer, Administrator

Create Cross-Site
Groups
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Create or delete cross-site groups,
or change membership of a cross-
site group

Contributor, Web Designer,
Administrator
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Right

Permissions

Groups included by default

Create Subsites

Create a new subsite or workspace
site, such as a Document
Workspace site or Meeting
Workspace site

Administrator

Delete Items Delete list items and documents Contributor, Web Designer,
from the Web site. Administrator
Edit Items Edit existing list items and Contributor, Web Designer,

documents in the Web site

Administrator

Manage Lists

Create, edit, or delete lists and
change their settings

Web Designer, Administrator

Manage List
Permissions

Change permissions for a list or
document library

Administrator

Manage Personal
Views

Create, edit, or delete personal
views on lists

Contributor, Web Designer,
Administrator

Manage Site
Groups

Create, delete, and edit site
groups, both by changing the
rights assigned to the site group
and by changing which users are
members of the site group

Administrator

Manage Web Site

Perform administration tasks for a
particular site or subsite

Administrator

Update Personal
Web Parts

Update Web Parts to display
personalized information

Contributor, Web Designer,
Administrator

Use Self-Service
Site Creation

Use the Self-Service Site Creation

tool to create a top-level Web site.

Reader, Contributor, Web
Designer, Administrator

View Items View items in lists, documents in Reader, Contributor, Web
document libraries, and Web Designer, Administrator
discussion comments

View Pages Browse pages in the Web site Reader, Contributor, Web

Designer, Administrator

View Usage Data

View reports on Web site usage

Administrator
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Address book A collection of names, e-mail addresses, and distribution lists used
to address messages.

alert An e-mail notification of changes made to the content of a SharePoint site.
Blank Site A SharePoint site that begins with no lists or document libraries.

Calendar The scheduling component of Microsoft Outlook that is fully integrated
with e-mail, contacts, and other Outlook features.

central template gallery Centralized location where site templates can be stored
to be available to all sites.

check in Checking In a document is the reverse process to checking out a document.
It tells SharePoint that you are done working on a document and anyone else can
now check it out.

check out Checking Out a document gives you an exclusive lock on the document.
It implies that you are the one working on the document and no one else can edit
the document while it is checked out to you.

Close-ended questions Questions that have a finite set of answers from which the
user chooses.

column references Identifies a cell in the current row in a datasheet and tells a list
where to look for the values or data you want to use in a formula.

columns A SharePoint list is made up of columns or fields that define what kind of data
will be collected for each list item. Document libraries also have columns or fields
that define what kind of metadata will be collected to describe each document.

configuration Section of a site definition that determines what lists, document
libraries, Web Parts, and navigation will be available when a new site is created.

constant A value that is not calculated. For example, the date 4/13/2054, the number
210, and the text “Quarterly Earnings” are all constants. Constants data types can
be string, number, date, or Boolean.

contact A person whom you wish to save information about, such as their e-mail
address, home address, office address, telephone number, and fax number.

Create Subsites right Determines whether the user has the ability to create a new site
from the current site.

cross-site groups Named collections of users, similar to Windows groups, managed
in SharePoint in each site collection.
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Data View Web Part A Web Part that retrieves data from a data source in the form
of XML and applies XSLT to it. Microsoft FrontPage 2003 enables you to add Data
View Web Parts to a Web Part Page and has a WYSIWYG XSLT editor so you don’t
need to know XSLT to customize a Data View Web Part.

Datasheet view Provides a Microsoft Excel-like environment for viewing and editing
data. It displays the contents of a list or a document library in a grid of rows and
columns. In Microsoft Access, this term is used for the view that displays the
information in a table or query.

discussion boards A specialized SharePoint list that enables you to create an online
discussion forum. Discussion boards provide a forum on which visitors to a
SharePoint site can converse about topics that interest them.

document library A folder where a collection of files is stored and the files often use
the same template. Each file in a library is associated with user-defined information
that is displayed in the content listing for that library.

Document Workspace A site that enables colleagues to work together on a particular
task, document, or project. A Document Workspace can be created directly from
within Microsoft Word. It provides a document library for storing the primary
document and supporting files, a task list for assigning to-do items, and a Links
list for resources related to the document. If the Document Workspace is created
from a document in its parent site’s document library, the Document Workspace
can publish the document back to the source location.

Dynamic Web Parts Web Parts placed in a Web Part Page zone.

Excel list A block of cells that you can use to manage and analyze the data in the list
independently of data outside the list.

Extensible Markup Language (XML) A defined markup language for documents that
describes document content and structure rather than appearance. An XML docu-
ment has to be formatted before it can be read, and the formatting is usually
accomplished by using an XSL template file.

Extensible Stylesheet Language (XSL) A language used to create stylesheets for XML,
similar to CSS (Cascading Style Sheets) that are used for HTML. XSL Transfor-
mations (XSLT) can be used to transform XML to HTML or one type of XML
to another.

Flat view A view that can be used in a Discussion Board to list replies in chronological
order (the order in which they were created).

form library A SharePoint library that enables you to use, store, and share Microsoft
InfoPath forms.

Formula An equation that performs calculations on values in a list. A formula starts
with an equal sign (=).You can use a formula in a calculated column and to calculate
default values for a column. A formula can also contain any or all of the following:
functions, column references, operators, and constants.
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function A predefined formula that performs calculations, also known as a name
procedure or routine, often used for mathematical or financial calculations. Lists
do not support the RAND and NOW functions. The TODAY and ME functions
are not supported in calculated columns, but are supported in the default value
setting of a column.

General Discussion board A builtin discussion board included in the default team site.
top-level site A site that does not have a parent site.

Global Address List (GAL) An address book provided by Microsoft Exchange Server
that contains all user and distribution list e-mail addresses in your organization.
The Exchange administrator creates and maintains this address book.

home page The main page of a SharePoint Web site; it provides a navigational structure
that links the site components together.

Hypertext Markup Language (HTML) Defines the structure and layout of a Web
document by using a variety of tags and attributes. Browsers are programmed to
interpret HTML for display.

InfoPath form An XML document that collects information from a user in a struc-
tured way.

InfoPath form template A file that defines the appearance, structure, and behavior
of an InfoPath form.

Internet Service Provider (ISP) A company that provides individuals or organizations
with the necessary software and information to gain access to the Internet.

Linked object An object created in another program that maintains a connection
to its source. For example, when you export a SharePoint list to an Excel spread-
sheet, the Excel list in the spreadsheet is a linked object. The source in this situation
is the SharePoint list.

listitems A finite collection of defined, related columns combined to create a single
item in a list. Each document in a document library and its associated columns
are also considered items in a list or a list item. Each list item can be created,
reviewed, updated, and deleted individually.

list templates The columns, list views, and general settings for a list used as a template
to create new lists.

list view Definition for how a list should be displayed. It has a range of options
including the columns to show; the sequence from left to right to show those
columns; the order in which the list items will be displayed; the filters that will
be applied to the displayed list items; and any grouping, totaling, or stylization,
and pagination.
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List View Web Part A built-in Web Part that can display data from various data sources
including SharePoint lists, SharePoint document libraries, databases, XML files,
other Web sites that return XML, and XML Web Services. A Web Part representation
of content from a SharePoint list or document library.

lists A Web site component that stores and displays information that users can add to
by using their browsers. Requires a Web server that is running Windows SharePoint
Services.

local machine groups Named collections of users managed on a single computer
for local use only.

Meeting request An e-mail message inviting its recipients to a meeting.

Meeting Workspace A SharePoint site for colleagues to collaborate around a meeting.
Meeting Workspaces can be created directly from within Outlook. There are
five Meeting Workspaces to choose from: Basic, Blank, Decision, Social, and Multi-
page. Meeting Workspaces provide some unique out-of-the-box lists, such as
Objectives, Attendees, and Agenda, tailored specifically for meetings. They use a
tabbed navigational interface rather than the quick launch bar and streamline
the creation of lists directly from the Web Part task pane.

metadata Information about a document or list item used to describe a particular
item to find or manipulate it easier.

named range A group of cells in an Excel spreadsheet.

Open-ended question Questions that give users the opportunity to answer a question
in their own words, rather than just checking one of a limited list of alternatives.
Open-ended questions have no definitive answer.

Operators Specify the type of calculation that you want to perform on the elements
of a formula. Lists support three different types of calculation operators: arithmetic,
comparison, and text.

Outlook Profile A group of settings that define how Outlook is set up for a particular
user. For example, a profile might include access to a mailbox that resides on a
Microsoft Exchange Server.

Outlook rule A set of conditions, actions, and exceptions that process and organize
messages.

Page tabs A navigational paradigm used in Meeting Workspaces to organize Web Part
Pages using a clickable row of tabs at the top of the page.

personal view A personalized view of a SharePoint list, document library, or Web Part
Page that is available only to yourself, but not for others. The personal view of a Web
Part Page uses a combination of shared property values and personalized property
values. You can reset a personal view back to the shared view.
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Quick Launch bar The navigation area on the home page of a SharePoint site used on
team sites to organize site content by using clickable collections of links on the
left of the page.

range A block of cells in a worksheet or datasheet.

relationship An association between common fields in two lists or tables. A relationship
is maintained in SharePoint by creating a Lookup column.

Select query A query that retrieves data matching specific criteria from one or more
data sources, such as a SharePoint list or an Access table, and displays the results.

shared attachment A document that is stored on a SharePoint site and linked
to an e-mail message.

shared documents A built-in document library included in the default team site

shared view A view of a SharePoint list, document library, or Web Part Page that every
user with the appropriate permissions on a site can see.

SharePoint Central Administration The administrative interface thatis used to manage
the entire SharePoint installation.

site group A role-based membership system that provides access control to SharePoint
sites. That is, a collection of rights that determine what specific actions users can
perform on the site. Each SharePoint site user belongs to at least one site group,
either directly or indirectly. There are five default site groups: Guest, Reader,
Contributor, Web Designer, and Administrator.

site collection A hierarchical collection of sites headed by a top-level Web site that
can have one or more subsites.

site collection site gallery A document library in the root of the site collection that
contains custom site templates.

site definitions A set of file-based XML files that define the latent capabilities
of a SharePoint site.

sites A collection of lists and document libraries and Web pages needed to create,
review, update, delete, and manage content and properties. Sites have a Web Part
Page called a home page as their starting point.

site template Similar to a configuration, a site template captures all the lists, document
libraries, optionally its data, the navigation, and look and feel of a site at a point
in time. This can subsequently be used to create new sites that look just like the
site did when it was captured into the site template.

Static Web Parts 'Web Parts placed on a Web Part Page, but not in a Web Part Page
zone. A browser cannot manipulate static Web Parts, but FrontPage 2003 can.

subsite A SharePoint site that has a parent site

survey A specialized SharePoint list that enables you to create a Web-based
questionnaire.
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task pane A pane that enables you to quickly access commands related to a specific
task without having to use menus and toolbars.

Team Site A SharePoint site for colleagues to work together. It is the default site when
creating a new SharePoint site.

theme A named set of properties, such as fonts, colors, buttons, and backgrounds,
that can be selected for altering the appearance of a site.

Threaded view In Discussion Boards, you can use the Threaded view to group
comments by conversation or thread.

top-level site A site that does not have a parent site. The default, top-level site provided
by a Web server or virtual server.

top link bar One of the main navigation areas of a SharePoint site, located at the top
of the page, appearing on all pages within the site.

views Use metadata to display a subset or grouping of information to find information
more easily.

Web folders Web folders are a feature of Microsoft Windows that enable you to open
a SharePoint site like any other shared folder in Windows Explorer.

Web Part connections These connections allow Web Parts to send and receive infor-
mation. Web Parts that receive data can alter their content based on the informa-
tion they receive.

Web Part gallery A container for Web Parts. Web Parts are placed on a Web Part Page
from a Web Part gallery.

Web Part Page A special type of Web page that contains one or more Web Parts. A Web
Part Page consolidates data, such as lists and charts, and Web content, such as text
and images, into a dynamic information portal built around a common task or
special interest.

Web Part Page zone A container that controls the organization and format of Web
Parts on a Web Part Page.

Web Part A modular unit of information that consists of a title bar, a frame, and content.
Web Parts are the basic building blocks of a Web Part Page.

Windows groups An operating system method of grouping users by membership.

Windows NT groups A named collection of users, similar to Windows groups,
managed in the SAM database.

workspace A specific kind of SharePoint site with additional functionality, typically
with how it integrates with Microsoft Office.

XML See Extensible Markup Language.
XSL See Extensible Stylesheet Language.
XSLT See Extensible Stylesheet Langauge.
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