Chapter 16 - Tutorials

Terms

This Windows SharePoint Services Operations Guide (WSSOPS) from the Computer Information Agency is
provided as is. Every effort has been made by the author to ensure that information provided is correct
however this cannot be guaranteed.

By using the Guide you also acknowledge that any work performed on production systems is a potentially
dangerous act and may involve significant business risk and downtime. You hereby agree to release, waive
and discharge the Computer Information Agency and/or the author from any liability incurred to yourself,
your business or customers for any and all loss or damage, and any claims or demands therefore on
account of problems arising from the use of this Guide.

By using this guide you hereby assume full responsibility for any risk to computer systems, now and
forever arising out of, or related to the use of this Guide on any computer system.

Distribution and Duplication Guidelines

This document is copyright and only available directly from the Computer Information Agency. This work
is now licensed under Creative Commons.

http://creativecommons.org/licenses/by-nc-sa/4.0/

By using this Guide you agree to these terms.
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16.1 Scope

This chapter will show you how to complete a number of tasks when using WSS v3.

16.2 Connecting to Outlook

This tutorial will show you the steps required to link Outlook 2007 to a WSS v3 calendar.
This will allow you to create appointments in either WSS v3 or Outlook 2007 and have
them automatically sync with all other linked calendars. Only using Outlook 2007 it is
possible to achieve two way synchronization between the calendars. It is possible to
follow the same steps with Outlook 2003 but you can only synchronize from WSS v3 to

Outlook 2003 and the not the reverse.

{= Calendar - Windows Internet Explorer,

@\— ¥~ |§, http: ffcompanywebjListsiCalendar/calendar, aspx?CalendarDate=23%2F03% V| +p|[ % | | Soaks
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w o I'_’gCa\endar ] l B - B - @ - [2rage - Tk -
-~
Companyweb > Calendar b
‘1 Calendar
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Jan Feb Mar New + Actions * | Settings + view: | C
Apr May Jun
ul Aug  Sep «||>] March 2009 Expand Al Collapse All M pay @w
Oct Mow Dec .
Monday Tuesday Wednesday Thursday Friday Saturday
Today is
Monday, 23 March 2009 = ey = i - o
Wiew All Site Content
Documents
= Shared Documents
= Fax Center 2 3 4 5 6 7 -
Lists
= Calendar
= Tasks
Discussions 9 10 11 13 13 14
= Team Discussion 6:00 PM
SMB ITPro
Sites meeting
= Archived E-Mails bl
& A
'@ Local inkranet H100% <

R @O L 17

The first step in the process is to locate the WSS v3 calendar you wish to synchronize
with Outlook 2007. It is also recommended that you have Outlook 2007 already running

before you commence this process.
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Calendar, - Windows Internet Explorer

6\; - |§, http: ffcompanywebjListsiCalendar/calendar, aspx?CalendarDabe=23%2F03% V| +2 (X |L|ve Search | P~
w e I@Ca\endar ] l - - o v [k Page - () Taoks -
CT— ]
1 Companyweb > Calendar u
H Calendar
4 2009 3 Use the Calendar list to keep informed of upcoming meetings, deadlines, and other important events.
Jan Feb Mar MNew ~ | Actions ~ | Settings = View: | C
Apr May Jun
~~—1 Connect to Outlook
Jul Aug Sep L,:E)’ Synchronize items and make them Expand Al Collapse All [ pay Ew
Oct Mov Dec available offine.
Mg — Thursday Friday Saturday
Today is port to Spr
Monday, 23 March 2003 3 Analyze items with a spreadsheet 26 27 28
application.
View All Site Content e Feed
Documents Syndicate items with an RSS reader.
= Shared Documents Alert Me
= Fax Center 2 Receive e-mail notifications when 5 6 7 L
items change.
Lists
= Calendar
= Tasks
Discussions 10 11 12 13 14
= Team Discussion
Sites meeting
= Archived E-Mails A
< I >
Done W Local intranet H100% -

MR @O L 117

From then menu bar select Actions | Connect to Outlook.

[ mbox - Microsoft Outlook - =2 X
: File Edit Wiew Go Tools Adions Help Type a question For help =
Q,jﬂew - ugh _3 >‘( 4aReply (2§ Replyto All (g Forward '\?’ Lé Send/Regeive + [ [ search address books - @ s
Mail « |3 Inbox Pzl «
Favorite Folders NENERT T Received size | Categories g ]e .
[ Inbox There are no items to shoaw in this view. ]
O Unread Mail [w]
[ sent Items o
= w
Mail Folders E3 o
=
2] Al Mail tems -
=] C@ Mailbox - Robert Crane [| Connect this SharePoint Calendar to Dutlook? m
@ Deleted ltems You should only connect lists Fram sources you know and krust, E
Drafts
E
f:q Tnbox Companyweh - Calendar $
o
f'ﬁ Junk E-Mail http: ffcomparywebyLists/Calendar] H
(5 Outbox T
(7 RSS Feeds To configure this Calendar, click Advanced,
ﬁ% Sent ltems v
& [0 Search Folders WS g
o ﬁ SharePoint Folders E'
@ £ SharePaint Lists =
g
H
[~ mail
o Calendar
89 L@ -
0 ftems All folders are up to date. {;‘,‘ Connected to Microsoft Exchange ~

R @O L e

You will now be taken to Outlook 2007 where you will see the above message asking for
permission to connect Outlook 2007 to your WSS v3 calendar.

Select Yes to continue.
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I File Edit View Go

 Pnew - | X

[ calendar - Microsoft Cutlook

Tools Actions Help
g4  Today | [ Search address books

- 3 X

Type a question for help =

Calendar

<« Day Week

Details: () Low () Medium () High

4 March 2009

20
[23] 24 25 26 27
2 3

"Il ® 3 March 2009

O] All Calendar Ttems

My Calendars 3

Other Calendars 3

How to Share Calendars

|:| er Calendar in Sl

ﬁ Companyweb - Cale

Open a Shared Calendar,
Search Calendars Online +

mf.‘ start

{7 Calendar - W

Send/Receive Complete 7%~

I® Calendar - Micrasaft ...

.":;' Connected to Microsoft Exchange ~

RSO L niarm

When you select Calendar in Outlook 2007 you should now see you have an additional

calendar from which you can select to view.

As you can see in the above screen shot above there is the normal (private) Outlook
calendar on the left (in blue) and the new linked WSS v3 calendar on the right (in green).
Under the All Calendar Items on the left hand side of the screen you can see that making
a selection of which calendar to view is as simple as clicking the selection box for that
calendar. Likewise, to remove any calendar from the view, simply uncheck the box that
corresponds to that calendar.
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[~ Calendar - Microsaft Outlook - T X
I File Edit View Go Tools Actions Help Type a question for help =
i New ~ @ x B | Today | @} Searchaddresshooks - | @) =
Calendar <« Day | Week | Maonth | Details: () Low () Medium (3 High
4 March 2003 vl @ 3 Dy
w e 2l © ) March 2009 | | ¥
23 24 35 26 27 8B 1 s h
Companyweb - h
23 456 7 8 _. Calendar =Y Calendar
9 10 11 12 13 14 15 Mon | Tue | Wed | Thu | Fri | sat | sun -
L0 i ) 40 5l & 23 Feb 24 25 26 27 28 1 Mar
[ 22 25 6 7 8 19 ||
3031 1 2 3 4 5 ‘ ‘ ‘ ‘ ‘ ‘ ‘
-
o
2] All Calendar Items - 2 3 4 5 B 7 8
My Calendars 2 ~ll <
E Calendar o
[Ld] :ﬁ Cther Calendar in 5l Y 10 11 12 13 14 15
Other Calendars 2 =| SMEITPro. [ Personal it |
ﬁ Companyweb - Cale = EI
How to Share Calendars = i, AB 19 2, 2, 22
=
Open a Shared Calendar, =] ‘ ‘ ‘ ‘ ‘ ‘ ‘
Search Calendars Online 23 24 25 26 27 28 29
[~ Mail
~ 5] catendar
89 L3 @ -
2 tems All folders are up to date. ;’;' Connected to Microsoft Exchange ~

— —
:s Start 74 Calendar - W . I® Calendar - Microsoft ... & BO L 11sen

You will also notice on the left of the tab, at the top of the calendar, that contains the
name of the calendar there is an arrow. If you press this arrow that calendar will overlay
the other one.

In the above case, the Companyweb calendar (green) that was on the right of the screen
has been overlaid on the private Outlook 2007 calendar (blue). You will notice that
although the calendars are overlaid you can still see the appointments in both. If you
look closely at the appointment on the 12t you will see that it is coloured blue. This
indicates that this appointment belongs in the private Outlook 2007 calendar (blue).

This overlay ability is unique to Outlook 2007 and provides an easy way to view two
calendars to determine whether appointments clash. This could prove to be very handy
if the WSS v3 calendar represented common company-wide appointments, because it
could be quickly linked and then overlaid on private calendars to determine business
scheduling.
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—
v
15 Start

C % Calendar - W ﬂ Calendar - Microsof

To demonstrate the bi-direction synchronization ability of WSS v3 calendars and

ltv, Calendar - = ox
I File Edit View Go Tools Actions Help Type a question for help =
: il New + = = )
o——— Da HY ™ a9 = Untitled - Event - = X
Calendar | Event Insert Format Text ©
4 March = 1 calend: VR L -
Mot l i T! |3 calendar ﬁ B0 Free _ A Recurrence 1) % 2~y
3 24 35 ﬁ >< Delete g Time Zones !
Save & Copyto My . Appointment L - Spelling
23 4 Close  Calendar Lo Forward ~ |18 hours HH categorize - § -
810 11 Actions Show Options T || Proofing | Sat | SunT -
16 17 18 28 1.
@l 435 | This appointment occurs in the past. ‘
3031 1
Subject: |TestItem in SharePoint Ca\endarl ‘
2] Al Calenday 7 8
Location: | v ‘
My Calendars ‘ ‘ ‘
% Calends start time: | Tue 10/03/2009 v | | 212 day event
Cther ¢
— = Enatme: [Tue 10/03/2009 v | | el
Other Calendal —
ﬁ Compal x| = I
-
How to Sharf = 22
Open a Sharl ‘ ‘ ‘
Search Cale 28 29
(.~ Mmail ‘ ‘ ‘
~ 5] catendar ¢ 5
84 |F -
P In Shared Folder: ﬁ Companyweb - Calendar T

B Untitled - Event

MR @O L e

Outlook 2007 a new appointment is created in the WSS v3 calendar from Outlook 2007.

To create a new appointment, simply locate the WSS v3 calendar (in this case green)
and double click on any day. This will launch the event window like shown above. You
will note that this new appointment will reside in the WS v3 calendar by examining the
lower left corner of this window. Here it says In Shared Folder: Companyweb — Calendar
confirming we are actually creating this new event in our WSS v3 calendar.

Complete the remaining details for the event and press Save and Close in the upper left

of the window when complete.
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[ calendar - Microsoft Cutlook
¢ File Edit View Go

iHlNew - @ X |5

Tools  Actions

Help
g4  Today | [ Search address books

- @ L

Type a question for help =

- 3 X

Calendar “

Week

Details: () Low () Medium () High

2
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2 3 4
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16 17

[23] 24

March 2009

eb - C3

ch Companyw

30031 1

O] All Calendar Ttems -

My Calendars & B2
m Calendar

[Ld] m Cther Calendar in 5l

Other Calendars -
ﬁ Companyweb - Cale

How to Share Calendars

Open a Shared Calendar,

Search Calendars Online +

BM&

When you are returned to your calendar view you should now see the new appointment
you just created. In the above example we can see the new appointment on the right
hand side, in the green calendar on the 10™".

{Z Calendar - Windows Internet Explorer,

%ﬂ - |§, http: ffcompanywebjListsfCalendar/calendar. aspxiCalendarDate=23%2F03%: % | |"|| X | |LiVE Search ||P '|
T | caencar = B - B - @ - [2rease - {3 Tock -
i ——_ AT T AT ¥
|
4 2009 3 Use the Calendar list to keep informed of upcoming meetings, deadines, and other important events,
Jan Feb Mar New =+  Actions - Settings - View:  C
Apr May Jun
Jul Aug Sep March 2009 Expand All  Collapse All m Day m W
Oct Nov Dec .
Monday Tuesday Wednesday Thursday Friday Saturday
Today is 23 24 25 26 27 28
Monday, 23 March 2009
Wiew All Site Content
Documents E
= Shared Documents
= Fax Center 2 3 4 5 & 7
Lists
= Calendar
= Tasks W
Discussions 9 10 11 12 13 14
= Team Discussion Test Item in
6:00 PM SharePoint
Sites SMB ITPro Calendar
meeti
= Archived E-Mails e
Pictures
16 17 18 19 20 21 v
= Photos r ]
I L ] =
Done g Local intranet H 100% +
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If we now return to our calendar in WSS v3 and refresh the page, we can see that the
new appointment we just created in Outlook 2007 now appears in the WSS v3 calendar
(on the 10 as expected).

To create calendar events in WSS v3 you must have the appropriate rights to do so,
these same rights apply when creating events from linked Outlook 2007 as well.

16.3 Creating linked fields

Good database design allows you to create fields which are linked between database
tables. This is known as relational databases and improves the performance of
databases by avoiding redundancy and data errors.

It is possible to create something similar within WSS v3 via the use of linked fields. In
this case we are going to create a new list that records telephone calls from an existing
list of customers. Here our WSS v3 site already has a list of the customer details so we
will link our new list to this.

(_ Contacts - Windows Internet Explorer

@‘\-:) - |§, http: ffcompanywebjLists{Contacts/Allltems . aspx V| *2|| % |

v e I'_’étontacts ]_l ﬁ - - @ - [z Page ~ ’:} Tk
Companyweb Welcome Robert * A
#@# companyweb [This List =] | 2|
Home

Companyweb > Contacts
la;J Contacts

Wiew All Site Content New =+  Actions ~ Settings * View: All contacts -

L=l sl @ LastName First Name Company Business Phone Home Fhone E-mail Address
piaredioment Crane ! riew Robert CIAOPS 0403010950 director @ciaops. com

" Fax Cemter Doe ! new John Company 901901901 jdoe@domain. com

Lists

= Calendar

= Tasks

= Contacts
Discussions

= Team Discussion
Sites

= Archived E-Mails
Pictures

= Photos

Pannls and Granne b

W Local intranet H 100% +
e = =
:y' start 7= Contacts - ¥ L., | (8 Calendar - Mi oo EM "Js 0L 126pM

As you can see from the above screen shot a list of contact details already exists in our
WSS v3 site. Note here that this list contains a field called Last Name which we will be
using to link to in our new list.
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{= Contacts - Windows Internet Explorer

6\?{} - |§, http: ffcompanywebListsfContacts/Allltems, aspx

V| +2|| % |L|ve Search | S

[ 0 - o v [k Page - () Taoks - -

Welcome Robert =~ | - |
Pl

|_Site Actions -

5} e I@Cnntacts

=

Companyweb

@4 companyweb

™

|Th\5 List v| |

— Companyweb > Contacts BE g;‘;ﬂte = = o -
f a new library, list, or web page
8 Contacts i this ebsite.
: ) ) Edit Page
en Al St Contogh New = Actions - Settings - l g Add, remove, or update Web Parts on
LIErzis @ LastMame First Name Company Business Phone | this page.
piaredbomen Crane ! rew Robert CIAOPS 0409010950 ||| gk Site Settings )
= Fax Center Manage site settings on this site.
Doe ! Hew John Company 901901901 JOUETUOENT-ComT
Lists
= Calendar
= Tasks
= Contacts
Discussions
= Team Discussion
Sites
= Archived E-Mails
Pictures
= Photos

Pannle and Gronns

g Local intranet H 100% +

1% start

H Calendar -

7 Contacts - i

The first step in the process is to create our new list. To do this we select Site Actions |
Create from the upper right of the screen. Remember, that you do not see the Site

Actions tab unless you have the appropriate design rights on the WSS v3 site.

{Z Create - Windows Internet Explorer

5\‘_—‘; - |§, http: ffcompanyweby_layoutsjoreate. aspx
i} R"k Igcreate

V| || % |LiVE Search | R
@' @'@Pagev-@mnlsv &

Welcome Robert + | [ |

=

Companyweb
## companyweb

| — |_stte Actions - [

Companyweb > Create

Create

Custom List

Create a custom list when you want to specify yvour own columns. The list opens as a
Web page and lets you add or edit items one at a time.

Libraries Communications Tracking Custom Lists Web Pages

8 Document Library @ Announcements 8 Links © Custom List @ Basic Page

@ Form Library @ Contacts @ Calendar © Custom Listin @ Web Part Page
= Wiki Page Library 8 Discussion Board 8 Tasks Datashest View B Sites and

8 Picture Library 8 Project Tasks ° IS";FED;EShEEt Workspaces

8 Issue Tracking

@ Survey

g Local intranet

HoA00% -

v

H Calendar - Mici

N &M@ 127Pm

Next, select Custom List from under the Custom Lists heading.
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= New - Windows Internet Explorer

6\?{} - |§, http: ffcompanyweby_layoutsinew, aspx?Featureld={00bfea?1-dez2-43b2-a8 V| +2 (X |L|ve Search

B

5} e IENEW

=

@ o @ v @Paga v-@Tonls- -

Companyweb
@4 companyweb

™

Welcome Robert ~ | - |

Site Actions ~

Companyweb > Create > Mew

New

Name and Description
Type a new name as you want it to appear in headings and

links throughout the site. Type descriptive text that will help
site visitors use this list.

Navigation

Specify whether a link to this list appears in the Quick
Launch.

Name:

Callers

Description:

. Display this list on the Quick Launch?

® ves O e

Iv

H Calendar - Microsoft ...

g Local intranet H 100% +

N &M@ 127Pm

Give the new list a name. In this case it is Callers. Add a description if desired, set the
navigation option and press the Create button to create a new list.

{Z Callers - Windows Internet Explorer

5\‘_—‘; A |§, http:ffcomparywebjLists/Callersfallltems. aspx

V| || % |LiVE Search | R

i} e Ieca\lars

B - B - d v [k rage v 03 Took - -

Companyweb
## companyweb

m—

Welcome Robert + | (=]
|Th\5L|st v|| J‘:'l

Site Actions ~

Companyweb > Callers

e

Callers
View Al Site Content New =  Actions ~ Settings View: All Tkems -
Documents 0 Tite

= Shared Documents
= Fax Center

Lists

= Calendar

= Tasks

= Contacts

= Callers
Discussions

= Team Discussion

There are no items to show in this view of the "Callers™ list. To create a new item, dick Tew™ above.

Iv

Sites
|| = hrchived E-Mais

Pictures I

= Photos
Done g Local intranet H 100% +
7;' start 7= Callers - wiindows Tnt... | [ Calendar - Microsoft ... o R @L 127

You should now see the new list displayed on the screen as shown above. You will

notice that it only has a single field called Title.

© www.ciaops.com
29 December 2014

Page 11


http://www.ciaops.com/

Chapter 16 - Tutorials

{= Callers - Windows Internet Explorer

\\t{_—l’f - |§, http: ffcompanywebjListsiCallersfalltemns, aspx V| || % |L|ve Seatch | P
w e IECa\Iars ]_l B v By v o ov [ikPage - ) Took -
Companyweb Welcome Robert = | o’
@4 companyweb [This List_»|| 2]

o

Companyweb > Callers
Callers

View Al Site Content New =~  Actions ~ Settings ~ | View: AllTtems -
LIErzis 0 Tite i Create Column

Add a column to store additional
0 EEEH B There are no items to shoy| ﬁjﬂ

information about each item. i, dlick "New" above.
= Fax Center

- | Create View
Lists gz Create a view to select columns,
filters, and other display settings.

= Calendar
——4, List Settings
= Tasks bed
,@ Manage settings such as permissions,
= Contacts columns, views, and policy.
= Callers
Discussions

= Team Discussion

Sites
= Archived E-Mails

2

ES

g
[E3

= —
Done g Local intranet H 100% +

To create a new field select Settings | Create Column from the menu.

Create Column - Windows Internet Explorer

5\?; - |§, http: ffcompanyweby_layouts FldhewEsx, aspxiList="%TB63EGDTFE%2D1E31% V| ([ % |LiVE Search | |-
w Iecreate Column ] l @ © @ - [z Page ~ @ Tools +
Companyweb Welcome Robert = | o]

## companyweb

| — |_stte Actions - [

Companyweb = Callers > Settings » Create Column

Create Column: Callers

Use this page to add a column to this list.

Name and Type

Column name:
Type a name for this column, and select ‘Caller
the type of information you want to
store in the column, The type of information in this column is:

(@) Single line of text

O Multiple lines of text

O choice {menu to choose from)
Cumber (1, 1.0, 100)

O Currency (5, ¥, €

O Date and Time

® Lookup (information already on this site)
(@) ‘fes/Mo {check box)

O Person or Group

(4] Hyperlink or Picture

O calalated (calculation based on other columns) o

= —
g Local intranet H 100% +

ﬂ Calendar -

In the Create Column screen select a name for the field (in this case Caller) and then
select the type of field desired.
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In this case we want the Caller field to reference another list so we select the Lookup
option.

Scroll down the screen for further options.

{= Create Column - Windows Internet Explorer,

%ﬂ - |§, http:ffcompanyweby_layouts FldNewEs. aspx?List="%7be3E807Fa- 1E31-417F V||§||z| |L|ve Search ||P '|
w e Igﬁeate Column ]_l - = v i Page - ) Todls - -

@ Lookup (information already on this site)
(4] fesMNo (chedk box)

O Person or Group

O Hyperlink or Picture

O caleulated {calculation based on other columns)

Additional Column Settings Description:

Specify detailed options for the type of
information you selected.

Require that this column contains information:
Oves @no
Get information from:
In this column:
‘ Last Name
[ allow multiple values

Add to default view

GLocaI\ntranet H100% <
[® calendar - Microsoft ... & @L nzEem

You can enter a description if desired.

In the Get Information From: field you will see a drop box, that when selected, will allow
to select from any existing list you have on your WSS v3 site. In this case we select our
existing list Contacts.

Once you have selected the existing list to retrieve information from you then need to
select which field in that list the information will come from. To do this, select the drop
down for In this column:. When selected this will show all the fields (or columns) in the
previously selected list (that we are linking to). In this case we wish to select the field
Last Name.

Press the OK button to create the new field.
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= Callers - Windows Internet Explorer,

&\;}:f - |§, http: ffcompanywebjListsiCallersfalltemns, aspx V| || % |L|ve Seatch

S - .
w e IECa\Iars ] l - - o v [k Page - () Taoks -
Companyweb Welcome Robert = | |

@4 companyweb [This List_»|| 2]
| tome
Companyweb > Callers
Callers
View All Site Content
Documents

New =~  Actions ~ Settings ~ View: AllTtems -

0 Tite Caller
= Shared Documents

There are no items to show in this view of the "Callers” list. To create a new item, dick New™ above.
= Fax Center

Lists

= Calendar
= Tasks

= Contacts

= Callers

Discussions

= Team Discussion

Sites
= Archived E-Mails

gLUcaI\ntranet H 100% +
@ Calendar - o & @L naiem

You should now see the new field displayed in the list as shown above.

Continue to add any columns required for the new list.

{= Callers - New Item - Windows Internet Explorer

%r A |§, http: ffcomparywebjLists{CallersiMewForm. aspxRookFolder=%2FLists % 2FCi V| *2|| % |LiVE Search
— ; »
w Igca\lars-New Item ] @ © @ - [z Page ~ @ Tools +

Welcome Robert = |
## companyweb [This List =] | 2|

| — |_stte Actions - [

Companyweb > Callers = Mew Item

Callers: New Item

Companyweb

* indicates a required field |

‘ [ Attach File

Title *

‘Issues with product ‘

Caller

Time

S L

g Local intranet H 100% +

RS

ﬁ Calendar -

M

If you now create a new item in that list you can see the linked field in operation.
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In the above example you can see when a choice is required for the Caller field a drop
down selection is presented. This drop down is populated with entries from the Last
Name field of the list Contacts that we chose to link to. No option, unless it already
appears in the Contacts list, will be listed here. This greatly reduces the chance of errors
being introduced into your information since data in this new list is now directly linked
to information you already have present on your site.

Pres OK to save the item when compete.

= Callers - Windows Internet Explorer,

=X

@\— ¥~ |§, http: ffcomparnywebiLists/Callersiallitems, aspx:

v|&, X|

B

— = £ »
w o I{’écmm ] l B - B - @ - [2rage - Tk -
Companyweb Welcome Robert = ~
@4 companyweb [This List 1~ | 2]

| tame. -y in

Companyweb > Callers
Callers
View All Site Content MNew ~  Actions ~ Settings = View: AllItems -
LIErsis @ Tite Caller Time
gl =dBoaments Issues with product ! Hew Crane 23/03/2009 2:00 FM
= Fax Center
Lists
= Calendar
= Tasks
= Contacts
= Callers
Discussions
= Team Discussion
Sites -
= Archived E-Mails
Pictures
= Photos el
Done 'Q Local intranet "'\ 100% -

& @L nazem

Once we have saved this item we can see it displayed as shown above.

If you now click on the value for any entry in the linked field (in this case CRANE), you
will be taken directly to that entry in the linked list (in this case Contacts).
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{Z Contacts - Crane - Windows Internet Explorer

=X

= New Item

Last Name
First Name

Full Name
E-mail Address
Company

Job Title
Business Phone
Home Phone
Mobile Phone

Fax Number

Address

s <.
@\— ¥~ |g http: ffcompanywebyListsfConkacts/DispForm, aspx?ID=12RootFaolder="* V| | A | | R
- S = »
w R I@Cnntacts-Crane ] l [ R ] i ~ |:-kPage ~ (L) Tools ~
Companyweb Welcome Robert = @ A
@4 companyweb [This List_»|| 2]
Home.
Companyweb > Contacts > Crane
Contacts: Crane

R Edit item | ¥ Delete Item 2ljl‘ﬂanage Permissions

Crane

Robert

Robert Crane
director@ciacps.com
CIAOPS

Principal

0409010950

0298681121
PO Box 5

Alert Me | Export Contact

.
Ll
14 Start

= Contacts - Crane - Wi..

P Calendar - Microsoft ...

W Local intranet H 100% +

&M@ nazen

The display from the original linked list (in this case, Contacts) is shown above. To return
to the new list simply press the Back button on your browser.

The big advantage of using linked or lookup fields in your lists, is that you can reduce the
amount of information in each list and you can also improve your data integrity. This
means that when others use the WSS v3 site they do not have to remember what values
should appear in fields they simply select that from a drop down if that field is already
linked.

16.4 Configuring a basic workflow

A workflow is a pre-configure set of steps that are followed from beginning to end. WSS
v3 comes with what is known as three state workflow built in. It is also possible to
create additional workflows via SharePoint designer. In this tutorial we will only cover
the basics of using the standard three stage workflow.

For more information about Windows SharePoint workflows see:

Introduction to workflows: http://office.microsoft.com/en-
us/sharepointtechnology/HA101641241033.aspx

A good example of workflow might be where a new document is uploaded to a WSS v3
document library. Once this document is completed it needs to be reviewed and
approved by someone within the organization. You would like this process to be as
automatic as possible with the appropriate person being notified at each stage of the
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process, as to what their requirements are. In short,
tutorial will take you through.

{Z Shared Documents - Windows Internet Explorer

that is exactly the process that this

]

5\; - |g, http: ffcompanywebfShared ¥ Z0Documents/Farms/ Allkems, aspx

|| % |L|veSearch

=

5} B IgShar’Ed Documents

@ 4 hd @ v IﬁvPagav-@Tonls- -

Welcome Robert =~ | L]

= Team Discussion

Sites
= Archived E-Mails

Companyweb
m’ Companyweb [This List ]| 2|
| tome.
— Companyweb > Shared Documents
[- = Shared Documents
Wiew All Site Content Share a document with the team by adding it to this document library.
Documents New ~ Upload -  Actions ~ Settings = View: All Documents -
® Shared Documents Type Name Modified 'Modified By
DI R gl There are no items to show in this view of the “Shared Documents™ document library. To create a new item, dick New” or
Lists "Upload™ sbove,
= Calendar
= Tasks
= Contacts
= Callers
Discussions

v

Pictures
= Photos I
Daone Q Local inkranet  100%

[® calendar -

¥ Shared Documents - ...

N R BL nadEm

The first step in the process is to locate the document library in your WSS v3 site that
you wish the workflow to apply to. Note that you can attach a workflow (or multiple

workflows) to many WSS v3 items, but not all.

{= Shared Documents - Windows Internet Explorer

6\9 - |§, http: ffcompanywebfShared: Z0Documents /Forms/ AlTkems . aspx V| *2|| % |LiVE Search | |-
—— - »
w Ig Shared Documents ] l @ - b @ - |izr Page ~ () Tools ~
Companyweb Welcome Robert = | A
## companyweb [This List =] | 2|
| | Home | Site Actions ~
- Companyweb > Shared Documents
[- = Shared Documents
Wiew All Site Content Share a document with the team by adding it to this document library.
Documents New ~ Upload ~ Actions ~ Settings = | View: All Documents -
= Shared Documents Type Mame Create Column By
Add & column to store additional
" Fax Cemter There are no ftems to show in s view o i[ﬂ e & & new item, click Tew” or
Lists "Upload™ above.
- Create View
= Calendar () | Create a view to select columns,
» Tasks filters, and other display settings.
0Bt === Dacnment_LihrarvSetting_s )
L@ Manage settings such as permissions,
= Callers columns, views, and policy.
Discussions
= Team Discussion
Sites -
= Archived E-Mails
Pictures
= Photos I bl
Done W Local intranet H100% -

is Start

= shared Documents - ...

M Calendar -
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The first step in the process is to create an additional field in our document library that
will be used for controlling the stages of our work flow. To add this field, from the menu

Chapter 16 - Tutorials

of the document library, select Settings | Create Column.

{= Create Column - Windows Internet Explorer,

@ L |§, hittp: ffcompanyweby_layoutsifidiew, aspxiList= % 7BEBSBFA 1 C%2D250A%2] ¥ | +p|[ % | | Pl
— = £ »
w o I & Create Colurn ] l Eiov Bl b v | pPage - 0 Taoks -
Companyweb Welcome Robert = ~
@4 companyweb
Companyweb > Shared Documents > Settings > Create Column
Create Column: Shared Documents
Use this page to add a column to this document library.
Name and Type Column name:
Type a name for this column, and select the type of |Status b |
information you want to store in the column.
The type of information in this column is:
(O Single line of text
(O Multiple lines of text
() Choice (menu to choose from)
O Number (1, 1.0, 100)
O Currency (8, ¥, €
(O Date and Time
(O Lockup (information already on this site)
() Yes/No (check box)
() Person or Group
(O Hyperlink or Picture
N . . ™
Done Q Local intranet "'\ 100% -

Give the new column or field a name (in this case Status) and select Choice for the type

of information that this column will hold.

Scroll down the screen for further options.

M O& @ 1P
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ﬂT Create Column - Windows Internet Explorer |:HU?”Y|

% = |§| http:ffcompanyweby_layouts Fldhevs, aspxrList="%7BEBSBFA 1 C%20250A%2] V||§||z| |L|ve Search ||P '|
w e IECreate Column [_l - e = |k Page - ) Todls - -

Require that this column contains information:
O Yes (& Mo
Type each choice on a separate line:

Created
Pending
Approved

Display choices using:
(&) Drop-Down Menu

O Radio Buttons
() Checkboxes (allow multiple selections)

Allow Fill-4n" choices:
O Yes (& Ne

Default value:
(& Choice () Calculated Value

Enter Choice £1

Add to default view

g Local intranet H, 100%

-win... | [ Calendar - M o & @LE 1aerm

In the Type each choice on a separate line: box enter three values to represent the
different stages of your workflow (here created, pending and approved). Remember,
given that is a three state workflow any additional choices apart from the initial three
will have no effect on the workflow, although they could still be used at a later stage if
you wanted to have additional states available in this field after the workflow has

completed.

Select any additional choices that you require and press the OK button to save your
changes.
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{Z Shared Documents - Windows Internet Explorer

6:; 4 |§, http: ffcompanywebishared L 200ocuments Faormsy Alllkems  aspx V| +2 (X ||_|\,-5 Search | Feay
w e I@Shared Documerts ]_l - - o v [k Page - () Taoks - -
Companyweb Welcome Robert = | A
g# companyweb [This st~ [ 2]

| tome.
— Companyweb > Shared Documents
[E Shared Documents

Wiew All Site Content Share a document with the team by adding it to this document library.
Documents MNew + Upload + Actions » || Settings ~ view:  All Documents -
» Shared Documents Type Name Create Column By
Add & column to store additional

O [FEsE=s There are no items to show in this view o iﬂj information about each item. e a new item, click New” or
Lists "Upload™ above.

' Create View
= Calendar () | Create a view to select columns,
- Tade filters, and ather display settings.
« Contacts == [N)cllment_LihrarvSetting_s .

Lﬁ' Manage settings such as permissions,
= Callers columns, views, and policy.
Discussions
= Team Discussion
Sites =
= Archived E-Mails
Pictures
= Photos I bl

W Local intranet H 100% +

red Documents - ... | @ Calendar - BN &R @L 134mm

After you have been return to the document library, now select Settings | Document
Library Settings from the document library menu to commence configuring a workflow.

Customize - Windows Internet Explorer

5@ - |§, http: ffcompanyweby_layoutslistedit, aspxfList="%FEEBSEFALC% 2D ZS0A%: 20 V| ([ % |LiVE Search | |-
—— - »
w Igcustumize ] l @ - @ - |izr Page ~ () Tools ~

Companyweb Welcome Robert = | el

ﬁiﬂ Companyweb
m | site Actions -

Companyweb > Shared Documents > Settings

Customize Shared Documents

List Information
MName: Shared Documents
Web Address: http:/fcompanyweb /Shared Documents/Forms fAllltems.aspx
Description: Share a document with the team by adding it to this document library.
General Settings Permissi and [« ications
& Title, description and navigation 8 Delete this document library @ Incoming e-mail settings
8 Versioning settings 8 Save document library as template @ R55 settings
8 Advanced settings @ Permigsions for this document

library
8 Manage checked out files
o Workflow settings

Columns I b

http: ffcompanyweby_layoutsiaddirkf. aspxiList="%7BEBSEFALC %% 2DZ50A%: 2047 g Local intranet; H100%
i4 Start r ize - Wi .. | 1 calendar &S 134

In the Customize Document Library window select Workflow settings from under the
Permissions and Management section in the middle of the window.
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{= Add a Workflow - Windows Internet Explorer

6\; - |§, http:ffcompanyweby_lavoutsfaddwrkfl,aspx?List="%7BEBSBFA1C % 2DZS0A% V| +p|| X | | B

— = £ »
W I@Add & WorkFlow [ l - B i v b Page - ) Tooks -
Companyweb

Welcome R
@4 companyweb

i [ i
Companyweb > Shared Documents > Settings > Workflow settings > Add or Change a Workflow

Add a Workflow: Shared Documents
Use this page to set up a workflow for this document library.
Workflow Select & workflow template: Description:

Select a workflow to add to Use this workflow to track items in a list.

this document library. If the

workflow template you want N |
does not appear, contact

your administrator to get it
added to your site collection
or workspace.

Name Type a unigue name for this workflow:

Type a name for this
warkflow. The name will be
used to identify this workflow
to users of this document
library.

Document approval

Task List Select a task list: Description:

g Local intranet
————
:5 start 75 add

In the Workflow section, at the top of the page, you should see the only option available
is Three-State.

In the Name section, give your workflow a unique descriptive name because, remember,

it is possible to have multiple workflows attached to different elements of a WSS v3
element like this document.

Scroll down the screen for further options.

© www.ciaops.com
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{= Add a Workflow - Windows Internet Explorer

@ o |§, httpe ffcomparywebd_layoutsiaddwrkl, aspexeList="7BEBSBFA1 C%HZD250A% V| +2|| % | | Pix
— = . »
w e I@Add = Workflow ] l v B) - d=h - [bPage - (0 Tooks ~
~
Task List Select a task list: Description: B
Select a task list to use with New task list | A new task list will be created for use by this

this workflow. You can select workflow.
an existing task list or

request that a new task list

be created.

History List Select a history list: Description:
Select a history list to use Workflow Histary (new) + | A new history list will be created for use by
with this workflow. You can this workflow.

select an existing history list
or request that a new history
list be created.

Start Opti
phions Allow this workflow to be manually started by an authenticated user with Edit Ttems Permissions.
Specify how this workflow

can be started. ] Require Manage Lists Permissions to start the workflow,
Start this workflow to approve publishing a major version of an item.
Start this workflow when a new item is created.

Start this workflow when an item is changed.

Done W Local intranet H100% -
— -
:5 start 72 add

You now need to select a Task list to use with the workflow. You can use an existing task
list on your WSS v3 site but it is generally recommended that you select the option New
task list in order to have the workflow information separate from any other task lists
you may have on your site.

Additionally, you will require a History list to keep track of the operations of the
workflow. For reasons of separation again it is recommended that you select the option
Workflow History (new) from the drop down list to create a new history list.

In the Start Options section you specify how the workflow will be started. In this case we
require the options that the workflow be able to be started manually as well as

commencing automatically when a new item is created or uploaded.

When you have made the desired options press the Next button to continue.

© www.ciaops.com
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{= Customize the Three-state workflow - Windows Internet Explorer

@\— ¥y |§, http: ffcompanyweby_layoutsiItemRwlAssoc, aspxrList={EBSBFA1C-2504-471 V| +2 (X | | R

]

w e I (& Customize the Three-state workFlow

fir - B

=

= £ »
- - E}Paga ~ F Tools -

Companyweb

@4 companyweb

™

~

Companyweb > Shared Documents > Settings > Workflow settings > Add or Change a Workflow = Customize

workflow

Customize the Three-state workflow L

Workflow states: Select a 'Choice’ field:

Select a 'Chaice’ field, and ‘ Status v |

then select a value for the Initial state

initial, middle, and final

states. For an Issues list, the ‘ Created v |

states for an item are Middle state

spedfied by the Status field,

where: ‘Pendlng v|

Initial State = Active Final state

Middle State = Resolved

Final State = Closed ‘Appm“d vl

As the item moves through

the various stages of the

workflow, the item is updated

automatically.

Specify what you want to Task Details:

happen when a workflow Task Tite:

is initiated:

Far examnle. when a Custom message:  |Workflow initiated: TE’Y"EEE_\E: THE‘EEI(_ )
< | 3
Done W Local intranet H100% -

=
v
15 Start

= Customize the Three-...

In the Workflow states section you are now asked to select a field in your document
library that can be used to control the workflow progress.

In this case, because that field was created prior to starting the workflow configuration
process (at the beginning of this tutorial), it has automatically selected this field (which
is called Status). If you do not have a suitable field in your document library then you

will not be able to progress past this point, because you will have to return and create a
suitable field.

You can adjust the state values for Initial, Middle and Final to any value in the choice
field if required, however in this case they are correct.

Scroll down the screen for further options.
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HEIE

> Customize the Three-state workflow - Windows Internet Explorer B[
G@ - |§| http: ffcompanyweby_layoutsiIkemRywlassoc, aspu?List={EBSBFALC-250A-472 V||i| |£| |L|ve Seatch ||P '|
& Custarize the Three-state workfow [ l @ - @ ¥ @Page © @Tonls -

Specify what you want to Task Details: L]
happen when a workflow Task Title:
is initiated:
For example, when a Custom message: | Workflow initiated: z::;ﬂ:;z:ﬁziﬁﬁw:k-
warkflow is initiated on an
issue in an Issues list, Indude list field: E
Windows SharePoint Services
creates & task for the Task Description:
igned . When the -
S:z‘??:m;zi;s mee;sk,eme Custom message:  |A workflow has been ini

workflow changes from its X e =
initial state (Active) to its [ Tnclude list field: [ Title

midde state (Resolved). You Insertlink to List item
can also choose to send an
e-mail message to notify the

assigned user of the task. Task Due Date:
Include list field: | Created ~|
Task Assigned To:
@ Include list ficld: | Created By v
O Custom: ‘

E-mail Message Details:

Send e-mai message

To:
[ moudeTask signesTo v
L1 ] 3 I

| % Local intranet

Next, you need to decide what actions will take place when a workflow is initiated (the
first stage of the workflow). You can now set the options for what will appear in the
workflow task list that you created in the previous screen and also determine when the
task is due and who the initial task will be assigned to.

Scroll down the screen for further options.

{= Customize the Three-state workflow - Windows Internet Explorer

G@ A |§| http:ffcomparyweby_layouts/ThemRif Assoc, aspe?List={EBSEFA1C-Z50A-477 % | |‘t|| X | |LiVE Search

'ig’ & ecustumize the Three-state workfow ]_l @ < @ i @Page - @Tnnls -

E-mail Message Details: A0

Send e-mail message
To:
Indude Task Assigned To
Subject:

Body:
Insert link to Listitem

SharePoint ~
workflow has been
started

Specify what you want to Task Details:
happen when a workflow Task Tide:

changes to its middle - The value for the fiek
Shons P Toe o or e ek

For example, when an issue

in an Issues st changes to Inciude list field: | Name ha
Resolved status, it creates a

task for the assigned user. Task Description:

When the user completes the

task, the workflow changes Custom message:

?Ruggc‘aﬁen;?gloeitss%ﬁea\ state Indude list field: | Title v |

(Closed). You can also [#] insert link to List item
choose to send an e-mail

message to notify the - o
[l | &

| % Local intranet How -

N R @LL 140Pm
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As part of the workflow initiation process you can also elect to send an email to any
email address as well as to whom the task is assigned to. The reason for this maybe to
give visibility to some third party that the workflow is progressing. Also, as part of that
email you can include a specific subject and body as well as a link to the list item.

The next section of the workflow is similar to that you have just completed except it
applies to actions that will be taken when the workflow changes to its middle state (or
second stage).

Once this information has been entered scroll down to the bottom of the screen and
press the OK button to save the workflow.

{= Shared Documents - outlook notifications. pptx - Windows Internet Explorer, |'._H'E|E|
@ o A |g, http: ffcompanywebfShared%20Documents /FormsfEditForm, aspx ?Mode=Uplo V| +p|[ % | | Soaks
- S = »
W I"_’,é Sharsd Documents - outlook notifications. ppts: ] l S5 ov B e v [ikPage - 0 Took -
Companyweb Welcome Robert =
@4 companyweb [This site ] | 2]
— Site Actions ~
Companyweb > Shared Documents > outlook notifications > Edit Item
Shared Documents: outlook notifications
¥ The document was uploaded successfully. Use this form to updste the properties of the document.
X Delete Item * indicates a required field
Name * ‘out\ook notifications |.ppb(
Title ‘SBS design and implementation ‘
Status
Created at 23/03/2009 1:42PM by Robert
Last modified at 23/03/2009 1:42PM by Robert
'EJ Local inkranet H100% <

(e — —
i4 start {2 shared Documents - ... k.. ER f()g X 142PM

If we now return to the document library and upload a new document we will initiate
the workflow just created.

When we do this we see the Status field with the default entry of Created as shown
above. Once we press the OK button and save the document to the document library
the workflow will commence since we configured it to automatically commence
whenever a new item was created in the document library.
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{= Shared Documents - Windows Internet Explorer

6\; - |§, http: ffcompanywebishared L 200ocuments Faormsy Alllkems  aspx V| +2|| % |L|ve Search

—— £ »
w e I@Shared Documerts ] l - - o v [k Page - () Taoks -
Companyweb Welcome Robert = | A

@4 companyweb [This List_»|| 2]

o

— Companyweb > Shared Documents
[- = Shared Documents

Wiew All Site Content Share a document with the team by adding it to this document library.

Documents MNew + Upload + Actions * | Settings + view:  All Documents -
= Shared Documents
= Fax Center

Type Mame Modified _'Modified By Status Document approval
ﬁlﬁ outlook notifications ! HEW 23/03/2009 1:42 PM Robert Created In Progress

Lists

= Calendar

= Tasks

= Contacts

= Callers
Discussions

= Team Discussion
Sites -
= Archived E-Mails

Pictures
= Photos I bl

Done W Local intranet #100% -

:5 Start 7 shared Documents - ... 1® Inbox - Ft k... N & BL 4aEm

After saving the document to the document library we can now see it listed along with
the workflow field (Document Approval) which indicates that the workflow is In
Progress. We can also see that the Status of the item is set to Created.

[ mbox - Microsoft Outlook - = x
: File Edit Wiew Go Tools Adions Help Type a question For help =
Q,jﬂew - ugh _3 >‘( 4aReply (2§ Replyto All (g Forward '\?’ Lé Send/Regeive + [ [ search address books - @ s
Mail « || 3 Inbox Search Inbox Pzl «
Favorite Folders NENERT T Received size | Categories g ]e .
5 nbox (1) o
O Unread Mail (=) Date: Today IU
[ sent tems .| Compa.. SharePoint Workflow has bee... Mon 23/03/2009 ... 5 KB ;
Mail Folders 3 o
|| =
2] Al Mail tems -
5 85t Mailbox - Robert Crane || SharePoint Workflow has been initiated Workflow initiated: outlook =
(3 Deleted Items notifications.pptx 2
Draft: . 8
i lll CompanyWebAdmin@sbs2008.local H
(g Junk E-Mail Sent: Mon 23/03/2009 1:43 PM 3
(5 Outbox To:  Robert Crane
% RSS Feeds N
sent ftems The following SharePoint workflow has been started miY
# [0 Search Folders 5
o ﬁ SharePoint Folders . E E . R g
@ 5 sharePaint Lists hutp://companvweb/Shared Documents/outlook notifications.pptx =
2
H
=l =
[~ mail
o Calendar
8 Ll 3@ - -t
1 ‘em All folders are up to date. {;‘,‘ Connected to Microsoft Exchange ~

1@ tnbos - Mi

If we now examine the inbox of the person whom we nominated to receive the
workflow initiated email alert when the workflow was initiated, we find the above email
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from WSS v3. You will notice that the email has a link to the WSS v3 document library to

make access very easy.

{= Shared Documents - Windows Internet Explorer

5\; - |§, http: ffcompanywebishared L 200ocuments Faormsy Alllkems  aspx

v|&, x|

52? B I@Shar’ad Documents

=

ﬁ o W E&A v IﬁvPagav-@}Tonls- -

Companyweb Welcome Robert =
@4 companyweb [This List 1~ | 2|
| tome.

— Companyweb > Shared Documents

[j Shared Documents
Wiew All Site Content Share a document with the team by adding it to this document library.
Documents New ~ Upload -  Actions ~ Settings = View: All Documents -
® Shared Documents Type Mame Modified OModified By Status Document approval
DI R gl L] | outlook notifications ! Hew - | 23/03(2009 1:42PM Robert Created  InProgress
Lists View Properties
= Calendar f,} Edit Properties
phi== n—'tjl Manage Permissions
: Z::?::E IT:_I] Edit in Microsoft Office PowerPoint

X Delete

Discussions Send To 3
= Team Discussion I.h Check Out
Sites ij Workflows
= Archived E-Mails Alert Me
Pictures
= Photos ‘ ‘

~

<

Done

Q Local inkranet H100% <

&)@ 14sPM

Returning to the document library we now see there is an additional menu item on the
properties menu (the pull down arrow appears when you hover over the item in the
document library). This Workflow item allows us to view the workflow process in more

detail.

Select the item Workflow from the item’s property menu.
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{= Workflows - Windows Internet Explorer,

G@ = |§| hittp:ffcomparrywebf_layoutsworkflow, aspx?ID=18List={EBSBFALC-2504-4; ¥ | |"r|| S | |L|ve Search

2]

w e IEWnrkﬂnws ]_l - e = |k Page - ) Todls - -
Companyweb

Welcome Robert = |
@4 companyweb

™

Site Actions ~

Companyweb > Shared Documents > outlook notifications > Workflows

Workflows: outlook notifications

Use this page to start a new workflow on the current item or to view the status of a running or completed workflow,
Start a New Workflow

There are no workflows currently available to start on this item.
Workflows

Select a workflow for more details on the current status or history.

Name Started Ended Status
Running Workflows

Document approval 23/03/2009 1:42PM In Progress
Completed Workflows

There are no completed workflows on this item,

g Local intranet

1® Inbo -1

N R 14
We can now see the details of the workflow for that item.

In this case we can see that the item is already running the Document approval
workflow and that it is In Progress.

{Z Shared Documents - outlook notifications. pptx - Windows Internet Explorer,

- =)

6@ - |§| http:{{companywebyShared*:200ocuments/Forms/EditForm. aspx?ID=1&50ur % | |2| |£| |LivE Search

|[2]]
W Iesharad Diocuments - outlook notifications. pptx ]_l ﬁ - @ v @PBQE v @TDDE -7
Companyweb

Welcome Robert = |
## companyweb

|Th\sS|te v|| ﬁl
| tome.

Companyweb > Shared Documents > outlook notifications > Edit Item

Shared Documents: outlook notifications

‘ K Delete Item

* indicates a required field |
Name * ‘uut\ook notifications |.ppb(
Title ‘SEIS design and implementation ‘
Status
Created at 23/03/2009 1:42PM by Robert
Last modified at 23/03,/2009 1:46 PM by Robert

g Local intranet
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If we now return to the file in our document libra

ry, view the properties of the item and

then change the Status field from Created to Pending and select OK to save we will
move the workflow from the initial stage to the next (or middle) stage of the workflow.

{= Shared Documents - Windows Internet Explorer

@‘\T} - |§, http: ffcompanywebishared L 200ocuments Faormsy Alllkems  aspx

x| [F

ﬁ—&l @ Shared Documnents [_l

ﬁ © © E&A e IﬁvPagav-.;’j}Tonls- el

Companyweb

@4 companyweb

| -

Welcome Robert =

A

| >

|Th\5 List vl |

Companyweb > Shared Documents

3

Wiew All Site Content

Shared Documents

Documents

= Shared Documents

Share a document with the team by adding it to this document library.

New ~ Upload -  Actions ~ Settings =

View: All Documents

Type MName

Modified
23/03/2009 1:45 PM

= Fax Center

@]

outlook notifications ! new
Lists

= Calendar

= Tasks

= Contacts

= Callers
Discussions

= Team Discussion
Sites

= Archived E-Mails
Pictures

= Photos

Done

' Modified By

Robert

Status Document approval

Pending In Progress

<

Q Local intranet

£, 100%

N &@L 14rem

Once the document properties update is complete we see that the Status of the
document has now changed to Pending. Also note that our workflow field, (Document
approval), still shows as In Progress because the workflow still hasn’t been completed.
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[ mbox - Microsoft Outlook

= 4

© File Edit View Go Tools Actions Help Type a question for help =
4 New - @ ] X Qﬂeply Q Reply to All @ Forward \d '-é Send/Receive ~ |}9 ) Search address books — ~ | (@) =
Mail « ||3 Inbox Search Inbox P3| «
Favorite Folders 2 ||B, ¢35 O @8 From Subject Received Size Categories W |A 4
5 nbox (1) °
L Unread Mail = pate: Today IU
[ sent Items | Compa... Document approval Tasks - ... Mon 23/03/2009 ... 10 KB :]
Mail Folders =] (=} Compa. SharePoint Workflow has bee... Mon 23/03/2009 .. 5KE 2 gl‘
2] All Mail Items -
= 24 Mailbx - Robert Crane | [ Create Rule.. (S Edit this task.. a5
3] Deleted Items . e =
[ Dratts Document approval Tasks - Workflow initiated: outlook not... has been g
[ Inbox 1) assigned to you §
L@ Junk E-Mail . ?
4 Outbox Companyweb [CompanyWebAdmin@sbs2008.local] g
RSS Feeds Sent: Maon 23/03/2009 1:46 PM
Sent Items To:  Robert Crane L d
@ (@ search Folders E &
=] ﬁ SharePoint Folders E‘
# [ SharePoint Lists A workflow has been initiated on the following list item. SBS design and implementation =
http:/fcompanyweb/shared Documents/outlook notifications.ppbe g
=
a Mail To complete this task:
Cal 1. Review outlook notifications.pptx.
ﬁ L 2. Perform the specific activities required for this task.
3. Use the Edit this task button to mark the tazk as completed. (If you cannot update this
B (sl Car [ task, you might not have access to it. Click here to request access.) E
2 ems All folders are up to date. 3"; Connected to Microsoft Exchange ~

If we examine the inbox of the recipient of the email whom we configured to receive a
task alert when the workflow entered its second (or middle) stage, we find an email

similar to that shown above.

The email outlines the steps that must be taken to complete this task as well as links to

relevant areas in the WSS v3 site.

= Shared Documents - outlook notifications. pptx - Windows Internet Explorer,

5\‘_—‘; A |§, http:ffcompanywebiShared: 20Documents Forms EditForm. aspx? ID=1&Sour V| *2|| % |LiVE Search

2]

i} e I e Shared Documents - outlook notifications, pptx

=

@ - @ i @Paga v-@Tnnlsv =

Companyweb

Welcome Robert = |

## companyweb [This site »] |

A

I

Companyweb > Shared Documents > outlook notifications > Edit Item

Shared Documents: outlook notifications

‘ K Delete Item

* indicates a required field |

Name *

‘uut\ook notifications |.ppb(
Title ‘SEIS design and implementation ‘
Status AD d B2

Created at 23/03/2009 1:42 PM by Robert

Last modified at 23/03,/2009 1:46 PM by Robert

1% start

{2 shared Documents - ... | I8 Inbox

HoA00% -
N &M@ 14aPm

g Local intranet
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As part of this document approval process we return to the properties of the item in the

WSS v3 document library and change the Status field to Approved and press OK to
update.

6;'Shared Documents - Windows Internet Explorer 8] x|
@?; - |g, http:/fcompanyweb/Shared %20Documents/Forms/Alltems, aspx j LIPS ILr--'e Search Peibsd

e e {& shared Documents | | M0 - B - = - =) Page + () Tools » 7

Companyweb

Welcome Robert = =l
#i# companyweb [This Lst =] | 2|

| — Companyweb > Shared Documents

| _'I] Shared Documents
view All Site Content Share a document with the team by adding it to this document library.
Documents

Mew ~ Upload ~  Actions ~ Settings View: All Documents -

= Shared Documents

Type Mame Modified _'Modified By ~ Status Document approval
= Fax Center

@j outlook notifications ! new 23/03/2009 1:48 FM Robert Approved  Completed
Lists

= Calendar

= Tasks

= Contacts

= Callers
Discussions

= Team Discussion
Sites

= Archived E-Mails
Pictures

= Photos

Ad|
P

Once the document status has been updated you will be returned to the document
library. You will now see that the workflow field, (Document approval), has changed to

read Completed. This indicates that the workflow process for that document is now
complete.
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(:' Shared Documents - Windows Internet Explorer

=lalx|
5@ - Ig‘ http:/fcompanyweb/Shared % 20Documents Forms [Allltems. aspx j |£| |Z| ILiv‘E Search ‘Ez‘
W {& shared Documents | | M- - (= - | Page + (i Took ~ 7
Companyweb Welcome Robert = | =]
@d Companyweb [This List =] | 2|
—
— Companyweb > Shared Documents
[' J Shared Documents
View All Site Content Share a document with the team by adding it to this document library.
Documents MNew ~ |Upload = Actions* | Settings ~ view: All Documents -
® Shared Documents Type Name Modified _) Modified By Status Document approval
0 [rerEEn: &1 ym| 23/03/2009 1:48 PM Robert Approved  Completed
Lists View Properties
» Calendar a Edit Properties
s % Manage Permissions
= Contacts , L
I £ Edit in Microsoft Office PowerPoint
X Delete
Discussions Send To 3
= Team Discussion I_al T
| | = @ Workflows
= Archived E-Mails Alert Me
Pictures
| = Photos I
R p—

=

= [ [ [ [ [ | [ [6Localintranet | Protected Mode: On HI00% - g

If you now select item properties for the item in the document library again and choose
the Workflows item you will be able to view the properties of the workflow again.

{= Workflows - Windows Internet Explorer,

6\?{} - |§, http: ffcompanyweby_layoutsworkflow, aspx?ID=18List={EBSBFA1C-250A-47 V| +2 (X |L|ve Search | P~
—— £ »
w e I@Wnrkﬂnws ] l - e = |k Page - ) Todls -

Companyweb
@4 companyweb

| tome |

Companyweb > Shared Documents > outlook notifications > Workflows

Workflows: outlook notifications

Welcome Robert = |

Use this page to start a new workflow on the current item or to view the status of a running or completed workflow,

Start a New Workflow
Document approval

Use this workflow to track items in a list.
Workflows

Select a workflow for more details on the current status or history.

Name Started Ended Status
Running Workflows

There are no currently running workflows on this item.
Completed Workflows

Document approval 23/03/2009 1:42 PM 23/03/2009 1:48 PM Completed

gLucal intranet H 100% +
N R @ 14am

At the top of the screen you will see that it is possible to initiate another workflow on

this item (since the previous one is now complete). You will also notice that the status of
the workflow says Completed.
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To view the history of the workflow click on the workflow name, in this case Document
approval, under the heading Completed Workflows at the bottom of the screen.

= Workflow Status - Windows Internet Explorer

@‘C/ - |§, http:ffcompanyweby_layoutsiwrkstat,aspx?List={EBSEFA 1C-250A-4739-AFE V| +p|[ % |

52? B I@Wnrkﬂnw Status

B

g&a W IﬁvPaga - _’3} Tools - el

Companyweb > Shared Documents > Workflow Status

Workflow Status: Document approval

>

Workflow Information

Initiator: Robert Document: outlook notifications
Started: 23/03/2009 1:42FM Status: Completed
Last run: 23/03/2009 1:48 PM

Tasks

The following tasks have been assigned to the partidpants in this workflow. Click a task to editit. You can also view these
tasks in the list Document approval Tasks,

Robert Workflow initiated: outiook 23/03/2009 Completed The task has been -
notifications.pptx 1 HEW completed.,
Robert Review task outiook notifications.pptx ! Hew 23/03/2009 Completed  The task has been
completed.
Workflow History

The following events have occurred in this workflow.

23/032009 1:42PM  Workflow
Done

Robert  Three-state workflow started on

<

Q Local intranet

H100% -

1:51 PM

You can see the tasks that were assigned, their due dates as well as their status. You can
click on the task names if required for more information.

Continue to scroll down the screen for more information.
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= Workflow Status - Windows Internet Explorer

e e & Workflow Status [_l

Y

Robert Workflow initiated: outiook 23/03/2009 Completed The task has been
notifications.pptx 1 HEW completed,

Robert Review task outiook notifications.pptx ! Hew 23/03/2009 Completed  The task has been
completed.
Workflow History
The following events have occurred in this workflow.

23/03/2009 1:42 PM  Workflow Robert  Three-state workflow started on
Initiated http:fcompanyweb,Shared Documentsfoutiook
notifications. pptx.

23/03/2002 1:46 PM Task Robert  Three-state workflow state change on The task
Completed http:/fcompanyweb,/Shared Documents foutiook has been
notifications. pptx. Shared Documents. Status is now completed.
Pending.
23/03/2009 1:46 FM System  The e-mail message cannot be sent. Make sure the
Account  outgoing e-mail settings for the server are configured
correctly.
23/03/2002 1:48 PM  Task Robert  Three-state workflow state change on The task
Completed http:/fcompanyweb,/Shared Documentsfoutiook has been
notifications. pptx., Shared Documents. Status is now completed.
Approved.
23/03(2008 1:48 PM Workflow Robert  Three-state workflow completed on
Completed http: {fcompanyweb/Shared Documents foutiook
notifications. pptx.

| % Local intranet

1® Inbo -1

At the bottom of the screen you will find the workflow history providing you a complete
audit trail of all the steps that have been taken.

All of this workflow information is available at any stage during the workflow process.
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{= Document approval Tasks - Windows Internet Explorer

@C'-} - |§, http: ffcompanywebListsfDocument % 20approval¥%20T asks/Alllbems, aspx V| +2 (X | | P~
— = £ »
w e I@Dncument appraval Tasks ] l - v s v [ihPags - (G Tools ~
Companyweb Welcome Robert = | 1%
@4 companyweb [This List ] [ g
Companyweb > Document approval Tasks
v Document approval Tasks
View All Site Content Task list for workflow.
Documents New + Actions * | Settings + view: All Tasks
» Shared Documents @ Tite _) Assigned To  Status Priority  Due Date % Complete  Link Qutcome
O [FEsE=s Workflow initiated: Robert Completed  (2) 23/03/2009 100%  outiook The task
Lists outlook Normal notifications  has been
notifications.pptx  MEW completed
= Calendar
Review task outlook Robert Completed  (2) 23/03/2009 100%  outiook The task
= Tasks notifications.ppb ! MEW Mormal notifications  has been
« Contacts completed
= Callers
Discussions
= Team Discussion |
Sites
= Archived E-Mails
Pictures o
< |_&
Done W Local intranet H100% -

ol -
iy Start = Document approval T... S Inbo ci - EN f(.g X 1:50PM

If you View All Site Content (in the upper left above the Quick Start menu) you will find a

Task list corresponding to your workflow (in this case called Document approval Tasks) if
required for review.

This tutorial has taken you through the steps of configuring and using a basic three state
workflow that come standard with WSS v3.

16.5 Displaying an updating spreadsheet

This tutorial will cover the creation of an updating Excel graph displayed in WSS v3. This
can allows the display of a range of graphical results in WSS v3 directly linked and
updated from a spreadsheet.
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(Oa) H9-o- = Bookl - Microsoft Excel Chart Tools - 2 X
e |
Home Insert Page Layout Formulas Data Review View Design Layout Farmat @ -2 X
“ EEI @ i 1 i ! i b ol i
{in] il I | I l =
Change Save As Switch Select Quick ey [Ty Move
Chart Type Template || Row/Column Data Layout = - Chart
Type Data Chart Layouts Chart Styles Location
v(» £ | v
mrzn i |
L - I
mvc

s = ___=__=_=_s = =
- = - Series "QLD" Point "Apr| Y 7 = .=

4 < » w| chart1 Sheetl ~Sheet? - Sheelyads:38 ! [ I

Ready | £ (O] 1) 56% (=)
T;’ start (_ Shared Docurnents - ... E} Bookl

0L %, 10:54 AM

The first step in the process is to create a spreadsheet including a graph using Excel. It is
recommended that the graph be moved to its own sheet (in this case called Chart1).

Bookl - Microsoft Excel

Chart Tools

Save In! |D Shared Documents v‘ @- | XociE-
@MV Recent Companyweb

Documents
[Boeston Shared Documents

E M Type MName _Modified By Modified
BD:cuments There are no documents of the specified type in this document library.
My
Computer

g My Metwarlk
Flaces

File name: |foracast.xlsx

Save as bype: |Exca| Warkbook [*.xlsx)

Tools M

4 4 » W | Chartl, Sheetl ~ Sheet? Sheet3 ~©J I
Ready |

i start 77 shared Documents - ..,

Once the spreadsheet has been created, save it into a document library within your WSS
v3 site (in this case Shared Documents).
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You can save directly to a WSS v3 document library in Excel by typing the URL (i.e
http://companyweb) into the File name field when you go to save the file and then
navigate the WSS v3 from there.

{= Shared Documents - Windows Internet Explorer

3@# - |§, http: ffcompanywebfShared ¥ Z0Documents/Farms/ Allkems, aspx V| || X |L|ve Search | P

P — - 33
w & 88 'IESha”Ed Dacuments x [ghttp:,l’,l’cumpanyweb,ishared... ] I @ v ~ @ v |izkPage ~ i) Tools ~
Companyweb Welcome Robert = | e
@4 companyweb [This List 1~ | 2|

E Site Actions ~

— Companyweb > Shared Documents
[' = Shared Documents

Wiew All Site Content Share a document with the team by adding it to this document library.
Documents

New ~ Upload -  Actions ~ Settings = View: All Documents -

= Shared Documents

Type MName Modified _)Modified By
= Fax Center

) forecast DrEw 4/27(2008 10:55 AM Robert
Lists

= Calendar

= Tasks
Discussions

= Team Discussion
Sites

= Archived E-Mails

| | Pictures

= Photos L
People and Groups
= - v

-/ Trusted sites H100% <
i4 start {= shared Dacuments - .., i | 153 g % 2, 10:56 AM

Once the save is complete, if you display the WSS v3 document library in a browser you
should see the spreadsheet file you just saved displayed (in this case forecast).

@ H9-™ & forecast.xlsx - Microsoft Excel Chart Toals - 8 X
Wiew Design Layout Farmat @ -9 X
Save f the d it
D MEW 4 copy ol locumen| @
[y Excel Workbook % | lﬂ_‘, H =
~ il | Save the workbook in the default file =y Ty || move
/7 Open format. T || Chart
(% Excel Macro-Enabled Workbook Chart Styles Location
I I Save 3] Save the workbook in the XML-based and ¥
- macro-enabled file format.
=—] ﬁ;‘ Excel Binary Workbook
& Save As | b | | Save the workbook in a binary file format
optimized for fast loading and saving.
@ =M D Excel 97-2003 Workbook
- Fal | Savea copy of the workbook that is fully
compatible with Excel 97-2003.
@ Prepare »
& Find add-ins for other file formats
@ Send * | [=] Other Formats nsz |
‘ Open the Save As dialog box to select from maa 3
| ~ all possible file types. b
Eégj Publish  »
Server  k
=,
Close
[ 22 Excel options | X Exit Excel |
;.

S
4 4 » M| Chartl ~Sheetl - Sheet? . Sheet3 %0
Ready |

14 start

/7 shared Dacuments - .., B for
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Now return to the spreadsheet and select the chart tab (in this case Chart1). Then select
Office Start Button | Save As | Other Formats.

(0a

Chart Tools

=

Save in: |D Shared Documents V| @@ X E-

B hocmanns | |Companyweb
Shared Documents

@ Deskkop
E " Type Name DModfied By Mocified
BDgcuments There are no documents of the specified type in this document library.

- P4
¥ Computer

‘g My Metwork
Flaces

File name: forecast.htm , |

Title:

save: O Entire Workbook ) Edisciion: hart
1 4 » 1| Chartl Shestl . Shestz . Sheetd ./ ¥d : T e
Ready B

o % w, 10:56 AM

~r =
1y Start (~ Shared Documents - ...

) forec

Navigate to the same document library in WSS v3 if not already displayed. Change the
Save as type field to Web page (*.htm, *.html). Next, select the option to save the chart
rather than the entire workbook by selecting Selection: Chart in the Save: area towards
the bottom of the Save As window.

Now press the Publish button.
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If’ag H9-™ s forecastxlsx - Microsoft Exce Chart Tools - 8 X
~ Home Insert Page Layout Formulas Data Review View Design Layout Farmat @ -2 X
2 @ )
al || [0 be bo oy || B ol Bl :
Change Save As Switch Select Quick __"_“*'i—z.—'i —— || || T — 27 = Move
Chart Type Template || Row/Column  Data Layout = - Chart
Type Pub eb Page Location

«

Item to publish

| Shoose | irems on Chart1 w

| Publish as
a0
File name: ‘http:,i,l’companywebishared Documents/Forecast.him | Browse... s A
o |3 3
[¥]iautoRepublish every time this workbook is saved:
Open published web page in browser Publish

4 4 » n| Chartl “Sheetl ~Sheet2 ~Sheet3 %J . 0|
Ready |

S
v
15 Start

C: Shared Documents - ...

B forecast.xsx

o % w1057 AM

You should now see the Publish as Web Page window appear. The chart should already

be selected in the Choose: area, along with the filename which has a .htm extension and
destination of the WSS v3 document library.

If you wish this chart .htm file to be updated every time spreadsheet is saved then
ensure you check the AutoRepuplish every time this workbook is saved option. If you

also check the Open published web page in browser you will see the chart displayed as a
web page which is recommended.

Press the Publish button to complete the process.
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7 hitp:{icompanywe ared’ ocumentsiforecast. htm - Windows Internet Explorer
{= http:iicompanywehb/Shared% 20D Hi ] Wind | Exple

——
L&A o2 A |§, http: ffcompanywebfShared%20Documents Forecast hitm V| || % |L|ve Seatch | P
— S o .
w e [Bgl']gsharad Diocuments l@http:ﬁcumpanywe”. l & hitp:ffeampan, .. X] l - e = |k Page - ) Todls -
~
250
200 7
Chartl
150 -
. “I I l | . I ‘l
£ | &
Done /' Trusted sites HoA00% -

4y 10:57 AM

The chart should now be displayed in your browser. Leave the page open so that the
URL address can be copied and pasted into your WSS v3 site later.

{Z Shared Documents - Windows Internet Explorer

5@ - |§, http: ffcompanywebfshared%.20Documents/Forms/alllkems, aspx V| +p|[ % |L|ve Seatch | Pl
— i~ o .
w & 88 'IESha”Ed Dacuments x [Ehttp:,l’,l’cumpanyweb,ishared... ] I @ v ~ @ v |izkPage ~ i) Tools ~
Companyweb Welcome Robert = | |
@4 companyweb [This List 1~ | 2|

| tome.
— Companyweb > Shared Documents
[Q Shared Documents

Wiew All Site Content Share a document with the team by adding it to this document library.

Documents New ~ Upload -  Actions ~ Settings = View: All Documents -
= Shared Documents

Type MName Modified _)Modified By

= Fax Center ) forecast Inew 4/27/2008 10:57 AM Robert

Lists 5] forecast !ew 4/27/2009 10:55 AM Robert
= Calendar

= Tasks
Discussions

= Team Discussion
Sites

= Archived E-Mails

Pictures
= Photos L

People and Groups

|
|<

—
Daone -/ Trusted sites F100% <

i4 start {= shared Dacuments - ..,  fore 153 ! 0 50 9, 10:58AM

If you now examine the WSS v3 document library, which you may need to refresh in
your browser, you should see a new file. This file will be the .htm chart that was just
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published (in this case forecast). If you look closely at the Type icon you will notice a
slight difference to the standard Excel file, denoting a published Excel file.

{= Shared Documents - graph - Windows Internet Explorer,

5\; - |§, http: ffcompanywebfShared%20Documents/graph, aspx?Pageview=SharedsD V| +p|[ % | | Pl
w o % ?I‘_’ésharad Documents - graph 30 [@http;chmpanywewsha,ed,_ ]_I S5 ov B e v [ikPage - 0 Took - -
Companyweb Welcome Robert =
@4 companyweb [This site ] | 2|
Home
Version: You are editing the Shared Version of this page Exit Edit Mode %

Companyweb > Shared Documents = graph

il graph

Edit Title Bar Properties

Internal Web site

Full Fage

5, Add a Web Part

Done

/' Trusted stes H100% <
7 = > =
15 Start {2 shared Documents - ... B foree % g ), 10:59 AM

To display the graph you will need to insert a web part into the desired page. Remember
that web parts can only be added to web part pages generally. In this case a new web
part page called graph has been created to host the Excel chart.

Click the area Add a Web Part to continue.
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(- Shar 2 Add Web Parts -- Webpage Dialog

& Compznyweb
N
d)Add Web Parts to Full Page i
W s -
Compan
. . A
ﬁ’ (| il Form Web Part =
— Use to connect simple form controls to other Web Parts.
Versid ) Image Web Part X
Use to display pictures and photos. —_—
Comp
l@ Page Viewer Web Part
DEI ’ Use to display linked content, such as files, folders, or Web pages. The linked content is isolated from other content on
the Web Part Page. |-
[ [E3] relevant Documents =
Intg Use this webpart to display documents that are relevant to the current user.
[ (&l site users
Use the Site Users Web Part to see a list of the site users and their online status.
) E User Tasks E
Use this webpart to display tasks that are assigned to the current user,
[ =] %ML web Part
Use for XML, and XSL Transformation of the XML. =
v
Advanced Web Part gallery and options
_—
:

:s Start = shared Documen

From the Add Web Parts window that appears, scroll down until you locate the Page
Viewer Web Part option and place a tick in the corresponding box.

Press the Add button to continue.

Shared Documents - graph - Windows Internet Explorer

3‘;; - |§, http: ffcompanywebfShared%20Documents/graph, aspx?Pageview=SharedsD V| +p|[ % |L|ve Seatch | Pl
e e % jl {& shared Documents - graph % [Ehttp:lflfcumpanyweblishared._ ]_I [ = v i Page - ) Todls -
Companyweb Welcome Robert = |
@4 companyweb [This site ] | 2|

| tome
Version: You are editing the Shared Version of this page Exit Edit Mode %

Companyweb > Shared Documents = graph
(=]
il graph

Internal Web site

Edit Title Bar Properties

Full Fage

5, Add a Web Part

Page Viewer Web Part edit - X
To link to content, cpen the tool pane and then type a URL in the Link text box. SLurE
Close
¥ Delete

E; Modify Shared Web Part

Export...

-/ Trusted stes F100% <

71 start

fﬁ Shared

11:00 AM
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When the web part is displayed on the page select the Edit option in the top right of the
web part and then Modify Shared Web Part from the menu that appears.

{= Shared Documents - graph - Windows Internet Explorer,

==X

@‘\T} - |§, http: ffcompanywebfShared%20Documents/graph, aspx?Pageview=SharedsD V| +p|[ % |

52? afy 88/= I @ Shared Documents - graph 3¢ [@ hitp: ffcompanywebShared. .. ] I

fi- B

g&a W IﬁvPaga - _’3} Tools -

B

»

Companyweb
@4 companyweb

==

Version: You are editing the Shared Version of this page

Welcome Robert =

|Th\55ite v|| pl

Exit Edit Mode X

il graph

Companyweb > Shared Documents = graph

Edit Title Bar Properties

Internal Web site

box.

Page Viewer Web Part

Full Fage

5], Add a web Part

edit~ X

To link to content, cpen the tool pane and then type a URL in the Link text

Page Viewer Al

Select whether you want to display

a file, folder, or Web page in the

Page Viewer Web Part. -
® web Page

O Folder

O File

Link

To specify a link, type a URL or

path. (Test Link)

‘1%2UDo:uments/furecast.htm | ’_| bl

[ Ok H Cancel ][ Apply ]

—_—
4
15 Start

When the properties of the web part are displayed enter the URL of the chart by

{f' Shared Documents - ... ) Fore

/' Trusted stes  100%

1y 11:01 AM

copying and pasting from the previously viewed browser page. This URL should appear
something like http://companyweb/Shared%20Documents/forecast.htm.

Also ensure that the Web Page option is selected at the top of the column.

Scroll down the page for further options.
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{= Shared Documents - graph - Windows Internet Explorer |ZHE”X|
&\;; - |§, http: ffcompanywebfShared ¥ 20Documents/graph, aspx?PageYiew=SharedaD V| +2 (X |L|ve Search ||EE|
W % jl & shared Documents - graph % [ghttp:chmpanyweb,ishared... ]_I @ A @ o @Paga - @ Tools - -
Companyweb Welcome Robert = |
@4 companyweb [This site ¥ [ 2]

| Home
Version: You are editing the Shared Version of this page Exit Edit Mode %

Companyweb > Shared Documents > graph
‘i graph

Internal Web site

Edit Title Bar Properties

Ll
Full Fage e

|>

| Excel Graph |

B, Add a web Part

Height

Should the Web Part have a fixed
height?

To link to content, cpen the tool pane and then type a URL in the Link text

Oves

O No. Adjust height to fit zone.

Page Viewer Web Part edit - | X

Width

Should the Web Part have a fixed
wirdth?

53

[ ok ”Cancel ][ Apply ]

/' Trusted sites HoA00% -

,’.‘ start {2 shared Documents - ... B Forec

11:01 AM

You may need to adjust how the chart page is displayed within the web part. This can be
done under the appearance options where you can set properties like the Title and the
size of the window in which the chart appears.

You may return at any point and re-edit these options if needed. When complete press
the OK button to continue.

{= Shared Documents - graph - Windows Internet Explorer,

3;;' |§, http: ffcompanywebfShared%20Documents/graph, aspx?Pageview=>Shared V| +p|[ % |L|veSearch

—
p—— — ; »
e e = vlgﬁharad Documents - grsph %0 [Ehttp:lflfcumpanyweblishared._ ] I [ = v i Page - ) Todls -

Companyweb > Shared Documents > graph

@graph

[+

Internal Web site
Excel Graph -
s

250 o

[

200 o

150 o

100 7

Done ' Trusted stes

i4 start {= shared Dacuments - .., H fora
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If you now also exit Edit Mode (top right hand side if displayed) you should see the Excel
chart displayed on the WSS v3 page as shown above.

To ensure that the chart does indeed update, return to the Excel spreadsheet and make
a change. After saving the chart in Excel (remember, updates will only take place once

you save the updated spreadsheet), return to the WSS v3 chart page.

= Shared Documents - graph - Windows Internet Explorer,

5\; - |§, http: ffcompanywebfShared: 20Documents 'graph, aspx#Pageview=>Shared V| *2|| % |LiVE Search | |-

—— — = 2 »
ﬁ iy e -]@Sharad Documents - graph 0 I@http:,f,fcompanyweb,ishared... l I ﬁ - B [ I QPBQE - Qf Tools ~

Companyweb > Shared Documents > graph

Done .Ff Trusted sites ﬂ“ 100% -

>

i graph

Internal Web site

Excel Graph

3] +

120 4

100 o

80

[E3

La % "4y 11:05 AM

If you now press the refresh button in your browser you should see that the page has
updated. If not, ensure that you selected the option to AutoRefresh the graph
highlighted earlier.

This tutorial has shown you how to publish an updating Excel chart to a .htm file and to
display that chart via a web part in WSS v3.

16.6 Taking files offline with Outlook 2007

This tutorial is designed to explain how to take documents in WSS v3 Document
Libraries offline with Microsoft Outlook 2007. To complete this process you will require
access to a WSS v3 site via a web browser as well as Microsoft Outlook 2007 installed on
your local system.

© www.ciaops.com
29 December 2014 Page 45



http://www.ciaops.com/

Chapter 16 - Tutorials

hared Documents - Windows Internet Explorer

&5} - |§, http:ficia, webcentral, com, auftestShared%e20Dacument s Forms  Allltems, asp V| +2 (X |L|ve Search | P~
e ale I@ Shared Documnents ]_l @ 4 hd @ o |j’ Page ~ Q Tools ~
Team Site > Test ‘Welcome Robert Crane = |
ﬁ Test |Th\5 List v| | }Jl

Home

= Test > Shared Documents
[Q Shared Documents

View All Site Content Share a document with the team by adding it to this document library.

Documents New + | Upload = | Actions = | Settings = \ﬁew:
® Shared Documents Type Mame Modified _'Modified By
o Tips and Tricks - Windows SharePoint Services Blogs ! HEw 5/18/2009 4:56 PM Robert Crane
Lists Tips and Tricks - Windows SharePoint Services Wikis | MEw 5/18/2009 4134 PM Robert Crane

= Calendar

= Tasks

= Customers

= Site

Discussions

= Team Discussion

Sites

People and Groups

2] Recycle Bin

Done & Internet H 100w -

:5 start nents /2 Shared Docu... | (8 Inks

To take files from a WSS v3 Document Library offline using Outlook 2007 firstly navigate
to the Document Library in your WSS v3 Site using a web browser.

{= Shared Documents - Windows Internet Explorer

6\9 - |§, http:ffcia. webcentral. com. auftest{Shared:200ocuments/Forms [ Allltems, asp V| *2|| % |LiVE Search

i} R'ﬁ IgsharadDucuments ]_l @ - - @ o @Paga i -@Tnnls ¥

Team Site > Test

Welcome Robert Crane » |

ﬁ’ Test [This List =] | 2]

Home Site Actions ~
|—= Test » Shared Documents
[Q Shared Documents
View All Site Content Share a document with the team by adding it to this document library.
Documents New -~ ‘ Upload = ‘ Actions | Settings * view: | All Documents -
® Shared Documents Type MName Edit in Datasheet Modified _'Modified By
Wiki Bulk edit items using a datashest
- i Tips and Tricks - @ oep) “ 5/18/2008 4:56 PM Robert Crane
Lists A 5 ’
Tips and Tricks - Open with Windows Explorer 5/182008 4:34 PM Robert Crane
= Calendar Drag and drop files into this library.
= Tasks ~1 Connect to Outlook
= Customers | [y Synchronize items and make them
available offine.
= Site
Export to Spreadsheet
Discussions Analyze items with a spreadsheet
lication,
= Team Discussion SR
View RSS Feed
Sites Syndicate items with an RS5 reader.
People and Groups Alert Me
&/ Recydle Bin Receive e-mail notifications when
iteme change.
Done

Internet .

From the Actions menu item of the Document Library select Connect to Outlook item.
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[ box - Microsoft Outlook - g x
I File Edit View Go Tools Actions Help Type a question for help =
djﬂm - @ _3 . 4 Reply (g Reply to All (g} Forward Vw @ -ﬁ Send/Receive v [ Gl Search address hooks - .@ 3
Mail « |2 Inbox «
Favorite Folders £ | h Inbox R v| ¥
-
fz:] Inbox Arranged By: Date MNewest on top | — ?
L Unread Mail [w)
[ sent Items There are no items to show in this view. o
Mail Folders = g
" ) B
O] All Mail Items - Microsoft Office Outlook
= @ Mailbox - Robert Cra = Connect this SharePoint Document Library to Dutlook? ﬁ
E % Deleted Items (2} ou should only connect lists From sources wou know and krust, F
Drafts
[ ) Inbox Test - Shared Documents E
2
. = ]
G Junk E-Mail 3 http: /Jcia. webcentral. com. aujtest/Shared Documents) H
Outbox
% RSS Feeds To configure this Document Library, click Advanced.
[ sent Items \d
8 Seorch Folders ves 3
,,,,, =
L] mait :
g
=
| Calendar =
8=| Contacts
|o] Tasks
O3 (3] - -
0 ftems All folders are up to date. {;‘,‘ Connected to Microsoft Exchange ~

If not already open, Outlook 2007 will launch. You will then be presented with a warning
window like that shown above asking whether you wish to allow Outlook 2007 to
connect to this document library.

Press the Yes button to allow this connection.

ocuments

™ Shared Docu...

Type a question for help =
g ﬂ Use the choices below to configure options for this SharePoint: list, .
E eive ~ %% | [ Search addressbooks - | (@ B
General “
Folder Name: |Test - Shared Documents —
List Mame: Shared Docurments ‘;"
Type: Document Library: g
—] Location: http:ficia webcentral .com, auftestjShared Documents) g
Server Version: Mot Avalable =
4 Permissions: Read
Description: utlook? |
d Erust. 2
]
§
[ oon't display this list on other computers Tuse: =
1= H
Update Limit
[v] Update this subscription with the publisher's recommendation. Send/Receive groups do
not update more frequently than the recommended limit to prevent your subscription \ 4
from possibly being cancelled by the content provider. Mo o
o
- Current provider limit: Mot published. E'
A =
| g
8=| contacts
o] Tasks
fal O3 (8] - -
0 ftems All folders are up to date. {;‘,‘ Connected to Microsoft Exchange ~

® mnbox

453 FM
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If you press the Advanced button a new window appears with a number of additional
options displayed that can be altered if desired.

Make any changes and press the OK button to continue.

[~ Test - Shared Documents in SharePoint Lists - Microsoft Qutlook

EEiIe Edit View Go Tools Acions Help

= 4

Type a question for help =

7 shared Dacw. .

PAANew - | @3 (B3 X | ClReply (3 Replyto All (3 Forward [ Send/Receive + [ | (@ Search address books — + | @ o)
Mail « ||+ Test - Shared Documents Tips and Tricks - Windows |
Favorite Folders 2| 2~ c By Robert Crane
= N —
1= Inbox . Arranged By: Availability Downloaded on top N ?
L Unread Maii 11 Monday, 18 May 2009 [w]
[=4 sent It (=]
= Sent ems EN ded Documents 360 kB m
Mail Folders E3 &
8] Tips and Tricks - Windows SharePoint Service... -
2] Al Mail Items - Robert Crane
-
@ E ;_;;;: - Iﬂl_j Tips and Tricks - Windows SharePoint Service... = m
(g Junk E-Mail Robert Crane z
= o
U= Outbox m =
L) RSS Feeds 8
[ sent Items H
@ [0 Search Folders Using Blogs in Microsoft®
=) = SharePaint Lists 1|
5 Deleted Items 3 Windows® SharePoint® A4
_ﬁ{Tﬁl-s"_ﬂl Documen . E
=1 L search Falders Services 3.0 H]
L2 offiine Documents | s
L@ SharePaint Drafts What is a Windows SharePoint =
- =
""" o Services Blog site? °
= 98 Sales Support Blog
L~ Mail
| Calendar
LER~ NN R
2Items

Once the WSS v3 Document Library is connected you will see that Outlook 2007 creates
an additional folder (if it did not already exist) called SharePoint Lists under the current
mail folders on the left of the screen. Underneath this folder you will find your linked

SharePoint list (in this case Test — Shared Documents).

If you click on this SharePoint List in Outlook 2007 you will see a list of the documents in
the WSS v3 document library appear as items. Selecting any of these items will display a
preview of that file (provided the appropriate file viewer is available in Outlook 2007).
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[ Test - Shared Documents in SharePoint Lists - Microsoft Outlook - T X
I File Edit View Go Tools Actions Help Type a question for help =
3 New @ ] X i~ Reply QReplytu Al (7} Forward '-é Send/Regeive ~ @ G Sesrch addressbooks — » | @) =
i \f . . . ~
Mail « ||« Test - Shared Documents Tips and Tricks - Windows — I~
Favorite Folders 2 ||[search Test - Shared Documents 2 v| % || changed By Robert Crane 4
E Inbox Arranged By: Availability | Downloaded on top |‘ - doutTe 2
O Unread Mail Last Changed: Monday, 15 May 2009 [w]
o
[ sent Items B Documents . 360 KB e
Mail Folders 3 : o
@ Tips and Tricks - Windows SharePaint Services... -
QN‘ Mail Items hd Robert Crane Open
g vants 5 N -
@ E Tnbox @ Tips and Tricks - Windows| @ Print r = ﬁ
G Junk E-Mail Robert Crane Q neot oz
(3 Outbox L& z
% RSS Feeds % Forward E
Sent Items Copy Shorteut . . . E
= (3 searcn Folders sing Blogs in Microsoft®
B &5 SharePoint Lists A @ Mark as Unread
&l Deleted Items 5 Find Al R indows® SharePoint® ¥
4+ Test - Shared Documen naA N E
= (@ search Folders Remove Offline Copy ' Vices 3.0 2
Eﬂ Offline Documents | . :
[ SharePoint Drafts ] Message Options..  Jhat is a Windows SharePoint z
=
_____ | | Services Blog site? °
~ 8 Soles Swpport Blog

=d Docum... I ared ... 1 5:04 PM

You can open an item in the list by double clicking on it or using the right mouse and
selecting Open from the menu that appears.

[ Test - Shared Documents in SharePoint Lists - Microsoft Outlook - =2 X
: File Edit Wiew Go Tools Adions Help Type a question For help =
Q,jﬂew - ugh LE X Qﬁeply @ Reply to Al Q Forward Lﬁ Send/Receive - @ [ search address books - | @ 3
. \ . A ) -
Mail « ||« Test - Shared Documents Tips and Tricks - Windows 2 s
Favorite Folders ES ‘.‘ ch Test - Sh, Documents P " ¥ || changed By:  Robert Crane —
(5 nbox o
0 Unread Mail Monday, 15 May 2009 IU
[ sent Items o
. . w
Mail Folders 2 Opening File o
=
QA” Mail Items M P 4 ou should only open files From a trustworthy source.
i v WP ]
f =
B g Inbox } File: Tips and Tricks - Windows SharePaint Services Blogs.doc m
L@ Junk E-Mail from Test - Shared Documents in SharePoint Lists - Micrasaft 2
(5] Outbox Outlaok §
RS5 Feeds e
Sent ftems i
@ [0 Search Folders ‘would vou like to open the file or save it to your computer? logs in  Microsoft®
= 5§ SharePaint Lists 1
(3] Deleted Items 3 Open I Cancel = SharePoint® v
—
» Test - Shared Documen a 2 ’ =
= Always ask before opening this type of file a
= L@ Search Folders Pl [P e -0 2
E{j Offline Documents | :
m SharePaint Drafts What is a Windows SharePoint &
F
,,,,, | | Services Blog site? °
= 58 Sakes St Blog
[~ Mail
-
] Calendar : = | Kill the Modem Line - Save our
CERE N NS - >
2 Ttems - Updated 18/05/2009 4:59 PM.

ared Docum. .. I est - Shared ... 1 % 504 PM

You will normally be prompted as to whether you wish to open the file since the source
may be un-trusted to the local machine.
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In this case select the Open button to continue.

‘/l:la = ¥ - 3 )7 Tips and Tricks - Windows SharePoint Services Blogs (2) (Read-Only) [Compatibility Mode] - M - = X
~ Home Insert Page Layout References Mailings Review Wiew @
B T = {aBbCcD:  AaBbCcD¢  AaBbCcDd #
& \ei=s e x, x* |[2]||[= Eanthaae | i =
Paste - - — 7 Change | Editing
b L oI £
# ||| -TA A [ATAT i[5 styles -
Clipboard ™ Fant Paragraph Styles
X
L} Offline Server Document To modify this document, edit it offline and save it to the server later. Edit Offline
ST T UTTIC e vie
iz}
Using Blogs in Microsoft® Windows® SharePoint® Services 3.0
What is a Windows SharePoint Services Blog site?
A Blog, or web log, is an online journal that is created by an individual or team to communicate ideas to others
with access to the site. In business, blogs are useful to build communities, express opinions or test ideas with
team mates. Some Organizations g sees swspon siog ] F
Lt
have chosen to extend their
G » A L
employee’s blogs to external s | Kill the Modem Line - Save our Company
Internet users to help teams get
feedback on product ideas,
generate a robust ‘power user’ = Classic Line Target Market Updates a
community or to simply break = et i - - - @
[T . . . o .
down the barriers of - o = e e = &
. T [
Page: 1 of 6 | Words: 2175  English (U.5.) EEEERN e v )
: - s : )
is Slart @ Outlock ¢~ Shared Docum... | [ Test - Shared ... B x so05m

The document will now open. Because the document opened is a Word document it will
open in the version of Word we have on our local machine. A document will not open on
the local machine unless the correct program to open that file is installed.

When opened in Word you will notice a message bar, just below the ribbon menu that
says:

Offline Server Document. To modify this document, edit it offline and save it to the
server later.

You will also notice an Edit Offline button to the right.
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d9-0

Edit Offline

=
|'p| TGl DI wel ¥

-
1 ) Toallow you to edit offiine, this document will be stored on your
ILlsing Blogs in ErEETE
SharePeint Drafts
What is a Wing

You can turn off offline editing or change the settings in:
A Blog, or fnmunicate ideas to others

Offiine Editing Options
with acce: @ B sy pinions or test ideas with
team mat [ &

L e
have chd
g pos
employee’s blogs to external aicel | Kill the Modem Line - Save our Company -
Internet users to help teams get
feedback on product ideas,
generate s robust ‘power user - Classic Line Target Market Updates
community or to simply break =l e, s
down the barriers of
T [

Page:1 of &6 | Words: 2175 | English (U.5) |

¢~ Shared Docum... | [ Test - Shared ... @2 vicosoft ... - BN | @6 2% 50580

If you wish to edit the document press the Edit Offline button.

A message like shown above will be displayed indicating that a local copy of the

‘/cl., ¥ ps and Tricks - Windows SharePoint Services Blogs [Compatibility Mode] - Microsoft Word - =2 X
i g
Home Insert Page Layout References Mailings Review Wiew @
B T = {aBbCcD:  AaBbCcD¢  AaBbCcDd _ #
1 & | B e 5= Eanthaae | i —
Paste - - E T 5 Change | Editing
b A - F
7 |a/_ “\_ Aa ”P\ A | |")"_ i }l qa Styles ~
Clipboard ™ Fant Paragraph Styles
X
L} Offline Server Document To modify this document, edit it offline and save it to the server later. Edit Offline

5]

e

document will be stored in the SharePoint Drafts folder on the local machine. You will
also be informed that this setting can be altered by changing the Offline Editing Options

in Word.

Press the OK button to continue.
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@ SharePoint Drafts

File Edit ‘Wiew Faworites Tools  Help

@ Back ~ d Lﬁ p Search

[E Folders '

Address | i C:\Documents and SettingsirobertiMy DocumentsiSharePoint Drafts v| Go
Folders =
=l I robert ~ _private
1) 43B7A0090-5AB6-4838-B146-968EBERFS4D1 |
(5 Application Data T ~dps and Tricks - Windows
I Cookies ﬂ SharePaint Services Blogs.doc
55 Desktop Micrasoft Office Word 97 - 20,
ﬂf Favorites 2 deskh X
1) Local Settings *‘ esitop. i

. Canfiguration Settings
=[5 My Documents ’TJ 1KE

Iy Music

@ My Pictures @
i) sharePaint Drafts
B My Recent Documents

1) NetHood
I PrintHood
1) sendTo
1) Start Menu
1) Templates
15 user
15 MsOCache
I Program Files
155 System Yalume Information
[ WINDOWS
(23 PIYER_2_0_REY_D (D:)

[ cControl Panel

[ IOy TR,

Tips and Tricks - Windows
SharePoint Services Blogs.doc
Microsoft Office Word 97 - 20,

The location of the SharePoint Draft folder by default is C:\Documents and
Settings\<current_user>\My Documents\SharePoint Drafts as shown above.

r

Word Options

Popular 2
P H Customize how documents are saved.
Display
Proofing Save documents
W '“i Save files in this format: |Word Document [*.dood R
Advanced Save AutoRecover information every minutes
Customize AutoRecover file location: |C:\Do(uments and Settings‘robert\Application Data'Microsoft\Word', ‘ [ Browse... ]
Add-Ins Default file location: |C:\Do(uments and Settingsirobert\My Documents', ‘ [ Browse... ]
Trust Center Offline editing options for document management server files
Resources

Save checked-out files to: (i)
@ The server drafts location on this computer
) The web server

Server drafts location: | C\Documents and Settings\robert\My Documents'\SharePoint Drafts', ‘ [ Browse...

Preserve fidelity when sharing this document: ‘@ Tips and Tricks - Windows SharePoint .. W |

[] Embed fonts in the file

You can alter the offline Word options either by clicking the hyperlink shown in the
previous window or selecting Office Button | Word Options | Save in Word.
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When you do you will see a window similar to that displayed above. The middle section

on the right displays the offline editing options which can be changed if desired.

oint Dra...

1’5 Tes!

¢~ shared Docum,..,

After you finish editing the document and close it,

@* [H ¥ - U )7 Tips and Tricks - Windows SharePoint Services Blogs [Compatibility Mode] - Microsoft Word - = X
eview Wiew @

Recent Documents 1

- -

1 Tips and Tricks - Windows SharePoint Services ... 1= 4aBbCcDc AaBbCeD¢  AaBbCceDd

e ] 2 get started.doc {21 Emphasis T Mormal strong — Change Editing
7 Qpen = Stylesw | -

3 get started.doc styles o |
iw{ﬂ- Convert WAL ] VT WPl VI E,?gl
i =

o
E SaveAs b
dual or team to communicate ideas to others
@ Print L Tunities, express opinions or test ideas with
=3 #
@ Prepare S Mot
e e
Bave our Company
E Send » o e . e
: ./ Publish  »
Iricat Updates
L[ Server * k
3
b £
LY - o
Close
¥
] Word Options | | > Exit Word
| I esvrs | ———.

[ Test - Shared Documents in SharePoint Lists - Microsoft Outlook - 2 X
: File Edit Wiew Go Tools Adions Help Type a question For help =
gauew - ugh LE X Qﬁeply @ Reply to Al Q Forward | - '-E,a Send/Receive @ [ search address books - @ =
Mail « ||« Test - Shared Documents Tips and Tricks - Windows & s
Favorite Folders ES Changed By:  Robert Crane —r
(5 nbox Che ut To: o
0 Unread Mail Last Changed: Monday, 15 May 2009 IU
Sent It e o
[ sent Items Do Documents Size: 360 KB o
Mail Folders T - - - o
Tips and Tricks - Windows SharePoint Services, -
2] Al Mail Items - Robert Crane I
Loy LA N X X " Changes to this document are only
D Inbox = Tips and Tricks - Windows SharePoint Services... z\,a“am. ;_;{-. th||‘s (:l:npu‘lel. ?.pen this m
(@ Junk E-Mail Robert Crane ocument to check in your changes, z
(5] Outbox « |l 5
RS5 Feeds = 8
Sent ftems i
[ search Folders
= 5§ SharePaint Lists 1
(] Deleted Ttems 3 :’
4+ Test - Shared Document| Using Blogs in Microsoft® g
= L@ Search Folders 2
Offline Documents Windows® SharePoint® =
L@ sharePoint Drafts E
- Services 3.0 =
What is a Windows SharePoint
-
. o
C i Services Blog site? s
8 Sales Swppont Blog -
b2 L)@@ - -1 v
2 Items - Updated 18/05/2009 5:07 PM.
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You will now see in a small icon in the bottom right of the item in Outlook 2007 as well a
message window in the document preview basically telling you that the changes made
to the document only reside on the local machine and have not been updated to the
WSS v3 Document Library. This is typically because the machine is now working in an
‘offline’ state, not connected to the original WSS v3 Document Library.

Review Wiew ‘@
. #
AaBbCcD:  AaBbCcD¢  AaBbCcDd
Emphasis T Mormal strong — Change Editing
Styles = -
Clip . El Styles ]
Saving as: 'http: ficia, webcentral, com. auftestfShared Documents)Tips —
and Tricks - Windows SharePoint Services Blogs. dac' W H d Fa
| ) incows
' SharePoint Services
Edit Offline
Using Blogs in Microso
E e You are currently online. Would you like to try to update the server with your
! offline changes?
What is a Wind! Sharg
s @ Windows Shar After your update, you can Check Out the document which will prevent others
A Blog, or web log, i from making changes while you are working. b others
with access to the si ‘ Update | [ Do not update server | fas with
team mates. Some OrganiZatiONSs g sabes Supporn oy (=] F
e i ]
have chosen to extend their
employee’s blogs to external = Kill the Modem Line - Save our Comgany
Internet users to help teams get
feedback on product ideas,
generate a robust ‘power user’ E Classic Line Target Market Updates .
community or to simply break . o
down the barriers of | . - - . e e ¥

I
Page:10f6 | Words: 2,175 | <3  English (U.S) | Word is saving Tips an.., s | |[E/0BR ==

~ry [~ : 7 < [ - .
15 slarl W SharePoint Dr... /= Shared Docu, . Test - Shared ... rﬂ 2 Microsoft ...

When the local machine is able to connect to the original document library again and
the same document is opened again, subsequently changed and closed, a message
window will appear like that shown above indicating that the WSS v3 Document Library

is available. The user is prompted to whether they wish to update the changes made
offline.

If the desired document changes are to be updated to the WSS v3 Document Library
simply press the Update button. Once pressed you should see a copy of the document
being saved to the WSS v3 Document Library as shown above.
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[ Test - Shared Documents in SharePoint Lists - Microsoft Outlook - T X
© File Edit View Go Tools Actions Help Type a question for help =
New ~ | & 23 4 Reply (=g Replyto All (g Forward ‘-é Send/Receive + 3 | [ Sesrchaddressbooks | @) g
||4# Test - Shared Documents Tips and Tricks - Windows =1
Favorite Folders 2 [l search Test - Shared Documents yel v\ ¥ || changed By:  Robert Crane —r
D Inbox Arranged By: Availability Downloaded on top |‘ - d0utTe: ?
O Unread Mail Last Changed: Monday, 15 May 2009 [w]
Sent It o
E ent ftems = o Documents ¢ 3E0KE W
Mail Folders E3 p o
Tips and Tricks - Windows SharePaint Services, -
L] Al Mail Ttems - Robert Crane i
" -
@ ﬁ ;‘.;:; k] Tips and Tricks - Windows SharePaint Services... = ﬁ
G Junk E-Mail Robert Crane z
&
(3 Outbox e
RSS Feeds a
Sent Items H
= [0 search Folders Using Blogs in Microsoft®
= 5 SharePoint list
&l Delet| 5 Qpen Windows® SharePoint® ¥
lwTest New Wind . g
200 searc pen in Hew Hindow Services 3.0 g
(@ ofde Rename “SharePoint Lists"... =
. . . =
L@ sH S0 Mew Folder.. What is a Windows SharePoint 5
H
Services Blog site?
- Add to Favorite Folders :'ﬁi‘kfffme
[~ Mail Open Other Folder 3 = = 1
] Calendar "‘i s S iEe B Kill the Modem Line - Save ourl
“f' Properties for “SharePoint Lists"... e s -
B ey - y
2 Ttems - Updated 18/05/2009 5:15 PM.

The actual SharePoint Lists folder in Outlook 2007 is merely a PST file saved on the local
workstation. You can determine the location of this PST by right mouse clicking on the
SharePoint Lists item in Outlook 2007 and then selecting Properties from the menu that

[ Test - Shared Documents in SharePoint Lists - Microsoft Outlook - =2 X
: File Edit Wiew Go Tools Adions Help Type a question For help =
PEiNew - | i3 23 X | SuReply haddress books -+ | @) |2
-l
—1 P Dna old —
Mail & s} m ks - Windows i o
Favorite Folders £ [ bert Crane
D Inbaox ; Mame: ‘SharePolnt Lists ‘ a'
0 Unread Mail ] Monday, 15 May 2009 o
Sent tems | 3 +\Documents and SettingsirobertiLocal Settings\Ap o
. Filenarne: :AD ks and Setti bertLocal Setti A
w
Mail Folders 2 | o
e l_'[ Format: ‘ Persanal Folders File ‘ =
2] Al Mail tems - N N o
| Changes the password used to access
[ Inbax B Change Password... | . personal Folder file = | B
& Junk E-Mail Reduces the size of your personal z
% Outbox CompaeH o Folder file :
RSS Feads 2
Sent ftems i
® [0 search Folders Commenk les in  Microsoft®
=) (5§ SharePaint Lists 1
) Deleted Items 3 SharePoint® !'
4% Test - Shared Document| g
D E
= L@ Search Folders =
Offline Documents Apply bt
L@ sharePoint Drafts Windows SharePoint 2
= [ Folder Size... ] Advanced... g site? =
= = ort Blog
H Mail Upgrade ko Color Categorie:
7| Calendar Al L kil the Mogem Line - Save ouf =
FERE ENE e R vl<_ I »
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In this case you can see that SharePoint Lists item is a Personal Folder File format (i.e.
PST) and by default its location is C:\Documents and Settings\<current_user>\Local
Settings\Application Data\Microsoft\Outlook.

=X
",l

File Edit ‘Wiew Favorites Tools  Help
G Back v () lﬂ; /.\‘ Search [f“ Folders '
Address | ) C:\Documents and SettingslrabertiLocal Settings|pplcation Datalicrosoftioutiock v B
Folders x Mame Size | Type Date Modified
=1 [ robert | 3] sharePaint Lisks(z) pst 1,753 KB Microsoft Office Ou...  18J05/2009 5:16 PM
[ {3B7A0090-5AB5-4335-B T "—l' outlook, ost 3,985 KB  Microsoft Office Ou...  18§05/2009 5:15 PM
[ Application Data | ~outlook, ost, tmp 64 KE TMP File 18/05/2009 5:13 PM
[ Cookies | ~sharePaint Lists{23.pst.tmp 448 KB TMP File 18/05/2009 5:08 PM
() Desktop Outlook,shating, xml, obi 3KB CBIFile 18/05/2009 4:59 P
* Favarites SharePo\nt Lists,pst 2,745 KB Microsoft Office Qu,,,  L8J0S{2009 4156 PM
= () Local Settings utmiplts. aab Z5KE  OMEFile 18/05(2009 4:17 FIM
= [ Application Data urdndex. oab 1 KB OAE File 180512009 4:17 PM
B [ Microsoft updndesx.oab 1 KE A File 18J05/2009 4:17 PM
) €0 Burning udetails.oab 2KB  OAB File 18j05/2009 4:17 PM
[ Credertidls ubrowse.nab 1KBE OAEFile 18/05/2009 4:17 PM
[ Feeds uanrde:x, oab 1KBE ©OABEFile 18/05/2009 4:17 P
[ Feeds Cache exctend dat ZKE DATFie 18/05(2009 4:14 PM
1) FORMS
I3 Internet Exph
1) Media Player —
1) offi
=] outiook
159 Windows
1) windows Mec
15 Micrasoft Help
) Histary
1L Temp
E Temporary Internet F
SR T ——. s

If you view this location with the Windows file manager you can see the .PST file (in this
case SharePoint Lists.pst).

Inside this PST file is initially kept a full copy of every document in your WSS v3
Document Library. If you wish to connect to a large document library it could result in a
large PST file being created on the local system.

It is also important to note that while the offline files remain read only they reside inside
this PST. When you elect to edit them locally a copy is also stored in the SharePoint
drafts folder also on the local machine as shown previously.
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[ Test - Shared Documents in SharePoint Lists - Microsoft Outlook - T X
I File Edit View Go Tools Actions Help Type a question for help =
3 New @ ] X i~ Reply QReplytu Al (7} Forward '-é Send/Regeive ~ @ G Sesrch addressbooks — » | @) =
B ] . " "
Mail « || l# Test - Shared Documents Tips and Tricks - Windows Al =
Favorite Folders 2 |[[search Test - Shared Document £ =] % || SharePoint Services “| o
f:.qlnbox Arranged By: Availability | Downloaded on top |‘ Sent Tue 13/05/2009 3:15 AM Q
A Unread Mall Changed By: Robert Crane CIU
E Sent Items = b Documents Checked Out To: @
Mail Folders & Y Last Ch di Mon 18/05/2009 5:19 PM o
= @ Tips and Tricks - Windows SharePaint Services... a ange 36:”)(3 7051, -
L] Al Mail Ttems - Robert Crane Open
| wrans download and preview this docul
- .
@ [ nbox (= Available for Download @ Erint al |
(@ Junk E-Mail F
(3 Outbox @ Tips and Tricks - Windows SharePoint 53- Reply :
% RSS Feeds Robert Crane % Forward E
Sent Items :
Copy Shortcut
@ [0 search Folders icd =
B &5 SharePoint Lists A @ Mark as Unread
@ Deleted Items 5 Find Al R !
4 Test - Shared Document] - a
a Eﬂ Search Folders Remove Offline Copy E
E}J Offline Documents h :
L@ sharePoint Drafts [ Message Options... H
- -
[~ Mmail
a| Calendar
] - D load this d 14
e .ﬂ Tl @ 1 [ ownloa is documen ]

It is possible to remove the offline copy of the file from the local PST file by right mouse
clicking on the item and selecting Remove Offline Copy from the menu that appears.

I File Edit View

| Snew - | @23 X

Go  Tools

4a Reply

[ Test - Shared Documents in SharePoint Lists - Microsoft Outlook

Actions  Help

@ Reply to All (g Forward

Lﬁ Send/Regeive - @ [ search address books

=

Type a question For help

v@-_.

Mail «

'+ Test - Shared Documents

Favorite Folders

(5 nbox
O Unread Mail
[ sent Items

*

=

for D

Mail Folders

2] Al Mail tems

o v

® [ Inbox
(@ Junk E-Mail

Ea Qutbox

% RSS Feeds

Sent ftems
@ [0 Search Folders
= 5§ SharePaint Lists
(] Deleted Ttems
4+ Test - Shared Document|
= L@ Search Folders
Eﬂ Offline Documents
D:l SharePoint Drafts

@ Tips and Tricks - Windows SharePaoint Service:
Robert Crane

| @ Tips and Tricks - Windows SharePoint Services...

=Y

Robert Crane

Tips and Tricks - Windows
SharePoint Services

Sent Tue 19/05/2009 3:15 AM
Changed By: Robert Crane

Checked Out To:
Last Changed:
Size:

~
v

Mon 18/05/2009 5:19 Ph
360 KB

Click below to download and preview this dacu

e

[ Download this document ]

x

Jeg og-o)

=a3dn op %

syse] g :lepo) 4

After doing this you will no longer see a preview of that file. If you wish to have an
offline copy for viewing simply click the Download this document button to copy that
file from the WSS v3 document library back to the local .PST file again.
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{= Shared Documents - Windows Internet Explorer

G\— ¥~ |§, http:ficia, webcentral, com, auftestShared%e20Dacument s Forms  Allltems, asp V| +2 (X | | R
— = £ »
w e I@Shared Documerts ] l B v B v o v [kPage - ) Took -
Team Site > Test Welcome Robert Crane ~
ﬁ”ﬁ Test |Th\5 List v| | }3|
Home Site Actions ~

— Test > Shared Documents
| 1| Shared Documents

View All Site Content Share a document with the team by adding it to this document library.
Documents New + | Upload = | Actions = | Settings = View: | All Documents -
® Shared Documents Type Mame Modified 'Modified By
Wiki

- Iﬂ_] Tips and Tricks - Windows SharePoint Services Blogs | HEw + | 5/18f2009 5:10 PM Robert Crane
Lists Iﬂ_] Tips and Tricks - Windows Shar View Properties 5/18/2009 4:34 PM Robert Crane
D@k J Edit Properties
= Tasks o .

i,j Manage Permissions
= Customers

B8] Edit in Microsoft Office Word
= Site

Delete
Discussions
Send To 3

= Team Discussion

By Checkout
sites Alert M

ert Me

People and Groups

2] Recycle Bin

———— -
15 Stant e 7 shared Docu... @ Test -5

If you connect to a WSS v3 document library in Outlook 2007, subsequently take it
offline and edit documents offline, you may face the issue of document version conflicts
when you try and update a document to the WSS v3 Document Library upon return. This
is because another person may have already updated that document in your absence.

Any such document version conflicts will need to be handled by the document
application software.

To prevent document version conflicts you should ensure any documents you wish to
take offline for editing are checked out in the document library beforehand. This
checkout process can only be done via a browser in the WSS v3 Document Library and
not via Outlook 2007. Simply select the options arrow to the right of the document
name and select Check Out from the menu that appears.
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(- Shared Documents - Windows Internet Explorer

%ﬂ - |§, http:ficia, webcentral, com, auftestShared%e20Dacument s Forms  Allltems, asp V| +2 (X |L|ve Search

—— . »

w e I & shared Documents ] l - - o v [k Page - () Taoks -
Team Site > Test ‘Welcome Robert Crane = |
Ea’ Test |Th\5 List v| | }Jl

Home Site Actions ~

7'__ Test > Sharegelacuzas
= s 1g=ls Microsoft Internet Explorer

View All Site Content Share a docuny " You are about to check out:
Documents " - ‘ u = MName: ..t Services Blogs.doc i ‘Al Documents -

shared D = From:  cia.webcentral com.au -
= Shared Documen -
- Wiki Type  Namd ¥ Use my local drafts folder — § it i

Tips /2009 5:10 PM Robert Crane

Lists Tips Cancel /2009 4:34 PM Robert Crane
= Calendar
DiEEE Some filez can harm your computer. [F this information looks
= Customers suspicious, of you do not fully trust the source, do nat open the file.
= Site

Discussions

= Team Discussion
Sites

People and Groups

2] Recycle Bin

Done o Internet H 100% +

When you do a check out you will be prompted whether you wish to use the local drafts
folder. This again stores a copy of the file in your SharePoint Drafts folder as detailed
previously. If you elect not to use the local draft folder, a copy will be made anyway
when you elect to edit the document after opening it in Outlook 2007.

" Shared Documents - Windows Internet Explorer

- =X
%ﬂ - |§, http:ffcia. webcentral. com. auftest{Shared:200ocuments/Forms [ Allltems, asp V| +5 )S |LiVE Search ||EE|
i} e Ig Shared Documents ]_l @ = ~ @ v |3' Page - @ Tools - -l
Team Site > Test ‘Welcome Robert Crane = |
ﬁ’ Test [This List =] | 2]
Home
_'\‘ Test » Shared Documents
[ = Shared Documents
View All Site Content Share a document with the team by adding it to this document library.
Documents 1 o o i~ B mvocmers ]
® Shared Documents Type  Mame Modified “Modified By
DT @Y Tins and Tricks - Windows SharePoint Services Blogs ! new 5/18/2009 5:27 FM Robert Crane
Lists Tips and Tricks - Windows SharePoint Services Wikis 1 HEw 5/18/2009 4:34 PM Robert Crane
= Calendar
= Tasks
= Customers
= Site
Discussions
= Team Discussion
Sites
People and Groups
|z Recycle Bin
Done o Internet H 100% +
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When a document is checked out from a document library the type icon appears with a
little green arrow in the bottom right when viewed in a web browser. In this mode any
other user will only be able to view this file and not make changes until the file has been
checked back in.

[(~ Test - Shared Documents in SharePoint Lists - Microsoft Outlook - T X
{ File Edit View Go Tools Actions Help Type a question for help =
Jjﬂew - @ 25 X Qﬂeply QReplytu Al Z—.\g Forward —ﬁ Send/Receive - lg G Search addressbooks  » | @) =
Mail « || l# Test - Shared Documents Tips and Tricks - Windows = I
Favorite Folders 2l P~ly|lc dBy: Robert Crane
- —
fz:] Inbax Arranged By: Availability Downloaded on top | - utTo: Robert Crane 9
O Unread Mail L =d: Monday, 18 May 2009 [w]
[ sent 1t ze -]
= Sent Items = loaded Documents Size: 386 KB =
Mail Folders E3 &
@l_] Tips and Tricks - Windows SharePoint Services ]
2] Al Mail Items - Robert Crane
g wrans - - X N Changes to this document are only
| f:'q Tnbox - E._j Tips and Tricks - Windows SharePaint Services.., available on this computer. To update the ﬁ
02 Junk E-Mail i Robert Crane server with your changes, check in this =
@ - document from your Web browser, o
[ outbox £
[F) RSS Feeds afls
[ sent Items =Q§:
# [ Search Folders
= 5 SharePaint Lists 1
5 Deleted Items I !
44 Test - Shared Document] L. g
= O search Folders Using Blogs in Microsoft® 2
L@ offline Documents E
L@ SharePaint Drafts Windows® SharePoint® 2
- &
vvvvv Services 3.0
[~] Mail
What is a Windows SharePoint ¥
ﬁu Calendar 8
£
688 L]aE - »
2 Items - Updated 18/05/2009 5:28 PM.

s start

After the file has been checked out, and in this case saved to the local drafts folder, you
will again see the icon in the bottom right of the item in Outlook 2007 and the message
window in the document preview telling you that the document is currently on the local
machine.
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hared Documents - Windows Internet Explorer

% - |§, http:ficia, webcentral, com, auftestShared%e20Dacument s Forms  Allltems, asp V| +2 (X |L|ve Search | P~
w e I@Shared Documerts ] l - - o v [k Page - () Taoks -
Team Site > Test Welcome Robert Crane + |
ﬂ’ Test |Th\5 List v| | }Jl

Home
= Test > Shared Documents
[Q Shared Documents

View All Site Content Share a document with the team by adding it to this document library.
Documents New = ‘ Upload = ‘ Actions | Settings * View: | All Documents =
» Shared Documents Type MName Modified _'Modified By
Wiki
- @ | Tips and Tricks - Windows SharePoint Services Blogs | HEw - ‘ 5/18/2009 5:27 PM Robert Crane
Lists Tips and Tricks - Windows Shar View Properties 5/18/2009 4:34 PM Robert Crane
® Calendar g Edit Properties
= Tasks
% Manage Permissions
= Customers
- Edit in Micrasoft Office Word
-5l
X Delete
Discussions Ty v
= o
= Team Discussion @
Check In
Sites
L% Discard Check Out
People and Groups I
. Alert Me
2] Recycdle Bin
Done & Internet H 100w -

When the local machine has been returned ‘online’ and any offline documents have
been updated you need to return to the WSS v3 Document Library via a web browser

and check in any documents that were previously checked out so other people can edit
them.

Check in - Windows Internet Explorer

6\9 - |§, http:ffcia. webcentral. com. auftest! layouts/Checkin, aspxilist={55ES45ZE-Dd V| ([ % |LiVE Search | |-
W Iﬁchackin ] l - i - [-)Page - {3 Tadks ~

Team Site > Test

8 Test
Home Site Actions ~

Test » Shared Documents = Tips and Tricks - Windows SharePoint Services Blogs > Check In

Check in

Welcome Robert Crane » | el

Use this page to check in a document that you have currently checked out.

Document Check In
; Keep the document checked out after checking in this version?
Other ugers will not see your
changes until you checkin, COes @no
Spedify options for checking in
this document.

Comments Comments:

Type comments describing what |
has changed in this version,
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When you check in a document you will be prompted as to whether you wish the
document to remain checked out and enter any comments about the version you wish.

Normally, you will select the option for Yes to check the document back into the library
and press the OK button to continue.

{= Shared Documents - Windows Internet Explorer

5\; - |§, http:ficia, webcentral, com, auftestfShared%e200ocument s Forms/ allltemns asp V| +p|[ % |

w o I{’gshamd Documents ]_l Bi- B - & - [Drae- Grocs~

Team Site > Test ‘Welcome Robert Crane = |

gl Test [This List 1~ | 2]
Home

Site Actions ~
— Test > Shared Documents
[ ;j Shared Documents
View All Site Content

Share a document with the team by adding it to this document library.
Documents

New ~ ‘ Upload - ‘ Actions | Settings * View: | All Documents v

* Shared Documents Type Mame Modified _) Madified By
Wiki

o IEI_] Tips and Tricks - Windows SharePoint Services Blogs ! ew

Lists IEI_] Tips and Tricks - Windows SharePoint Services Wikis | Hew

5/15/2009 5:29 FM Robert Crane
= Calendar
= Tasks

= Customers

= Site

5/15/2009 4:34 FM Robert Crane

Discussions

= Team Discussion
Sites

People and Groups

2] Recycle Bin

Done

& nternet F100%  ~

Once the document has been checked back in you will no longer see a green arrow in
the bottom right of the document type icon.
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[(~ Test - Shared Documents in SharePoint Lists - Microsoft Outlook - 7 X
I File Edit View Go Tools Actions Help Type a question for help =
dNew - g 3 X | CuReply SReplytoAll (g Forward 74 Send/Receive ~ [ | [} Searchaddressbocks  « | @ =
Mail « || l# Test - Shared Documents Tips and Tricks - Windows o [l
Favorite Folders Al Pl |lcn Robert Crane
— . =
‘&= Inbox . Arranged By: Availability Downloaded on top | - ?
O Unread Maii Las 1:  Monday, 15 May 2009 [w]
= - o
=3 Sent ltems = o Documents Slze: 360 KE W
Mail Folders = ? o
@j Tips and Tricks - Windows SharePaint Services... =
L] Al Mail Ttems - Robert Crane
g vants -
ﬂL_T;Inhox k] @Tlps_ﬂndjnc{(s-Wmdows SharePoint Services... = ﬁ
La Junk E-Mail Robert Crane z
=y &
| Outbox £
L[] RSS Feeds e
[I5) sent Items :
= [ Search Falders Using Blogs in Microsoft®
= = ShareFaint Lists 1 |
&l Deleted Items 5 Windows® SharePoint® ¥
4 Test - Shared Document] R E
=) L0 Search Falders Services 3.0 2
L& Offline Documents :
L@ sharePoint Drafts What is a Windows SharePoint =
=
_____ | | Services Blog site? °
- 8 Soles Swpport Blog
L= Mail
-
o Calendar - B = | Kill the Modem Line - Save ourl
LERE NN HE R L F—T— v
2 ltems - Updated 18/05/2009 5:28 PM. Send/Receive Complete 17~

1 Test- shared ... | (@

If you also return to Outlook 2007, you will no longer see any indication that there is a
local edited copy.

16.7 Creating a wiki and linking with Outlook 2007

This tutorial will demonstrate the process of creating a wiki as well as making it available
offline using Outlook 2007. You will need access to the WSS v3 site to complete this
tutorial and have Outlook 2007 installed on the local machine.

A wiki is a collection of web pages designed to enable anyone with access to contribute
or modify content, using an online editor. Wikis are used to create collaborative
websites and to provide a central location for business intelligence. The collaborative
encyclopaedia Wikipedia is one of the best-known examples of a wiki and is one of the
best places for a group of people to work with information rather than forwarding it
around using email.
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{= Home - Companyweh - Windows Internet Explorer

Lz |§, http: ffcompanywebfdefault, aspx b | +2 (X |L|ve Search | P~
w e I & Home - Comparryweh [ l - e = |k Page - ) Todls -
Companyweb Welcome Robert = | o’
@4 companyweb [This site ¥ [ 2]
- o Create
View All Site Content Internal Web site ﬂﬁl Add & new library, list, or web page to
Documents this website.
Announcements - .
= Shared Documents Edit Page
Install the server's security certificate  11/4/2008 11:51 AM l g Add, remove, or update Web Parts on
= Fax Center on your remote computer this page.
o by Administrator ) ik | Site Settings
You can configure remote computers to trust the Windows Small Manage site settings on this sit.
= Calendar Business Server 2008 server by instaliing the server's security ! =
u Tasks certificate, This will enable your browser to connect to Remote Web 200& Client Computer Help
Workplace without security warnings.
_ = E Add new link
12222005 To install the. ..
= Team Discussion
Welcome to your Internal Web site 11/4/2008 11:51 AM
Sites by Administrator
. . Windows Small Business Server provides your organization with this
= Archived E-4Mails internal Web site. You can use your internal Web site to share
Pictu documents, pictures, and other information with co-workers. You can
[ | res also use features that enable e-mail and fax. For more...
= Photos
[ Add new announcement —
People and Groups
|z Recycle Bin calend -
There are currently no upcoming events. To add a new event, dick
"Add new event” below. L]
g Local intranet H, 100%

To create a wiki, log into the WSS v3 site as at least a user with design rights. From the
Site Actions menu in the top right of the screen select Create.

indows Internet Explorer

5\‘_—‘; - |§, http: ffcompanyweby_layoutsjoreate. aspx V| *2|| % |LiVE Search
w Iecreate ] l @ © @ - [z Page ~ @ Tools +
Companyweb Welcome Robert = | o]

## companyweb

| — |_stte Actions - [

Companyweb > Create
Create
Wwiki Page Library
e Create a Wiki page library when you want to have an interconnected collection of Wiki
pages. Wiki page libraries support pictures, tables, hyperlinks, and wiki linking.
Libraries Communications Tracking Custom Lists Web Pages
8 Document Library @ Announcements 8 Links @ Custom List @ Basic Page
@ Form Library @ Contacts @ Calendar © Custom Listin @ Web Part Page
Datasheet view
o Wiki Page Library 8 Discussion Board 8 Tasks Ftashest iew 8 Sites and
Warks
8 Picture Library 8 Project Tasks prispaces

8 Issue Tracking

@ Survey

g Local intranet

H100%

In the Create section select Wiki Page Library from the Libraries section at the left of the
window.
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New - Windows Internet Explorer,

Lz |§, http: ffcompanyweby_layoutsinew, aspx?Featureld={00bfea? 1 -c796-4402-9f; V| +2 (X |L|ve Search | P~
w e I@New ] l - e = |k Page - ) Todls -
Companyweb

@4 companyweb

| tome |

Companyweb > Create > Mew

New

Name and Description

Type a new name as you want it to appear in headings b

and links throughout the site. Type descriptive text that Knowledge Base
will help site visitors use this document library.

Description:

For detailing technical information

Navigation

Spedfy whether a link to this document library appears in . Display this document library on the Quick Launch?

th ick Launch, |
® QuekLaun ® ves O o

Co== T Bs

g Local intranet

H100%

1% start

Next, provide a suitable name for the new wiki (in this case Knowledge Base) as well as a
description. Also, select whether you wish this new wiki library to appear in the Quick
Launch (which is the menu area to the left of most pages on a WSS v3 site).

When complete press the Create button to continue.

Companyweb - Home - Windows Internet Explorer

5\‘_—‘; - |§, http: ffcompanywebiknowledge: 20 ase/Home  aspx V| *2|| % |LiVE Search

i} e IQCompanyweb-Homa ] l @ = EJ ~ @ v @Page - Q Tools -
Companyweb Welcome Robert = | o]
## companyweb [This site »] | 2|

| | Home | Site Actions -
= Companyweb > Knowledge Base > Home
Home | faEdit History | Incoming Links

view All Site Content . '
D — Welcome to your wiki library! o

You can get started and add content to this page by clicking Edit at the top of this page, or you can
learn more about wiki libraries by clicking How To Use This Wiki Library.

= Shared Documents
= Fax Center

» Knowledge Base What is a wiki library?

Lists Wikiwiki means quick in Hawaiian. & wiki library iz a document library in which users can easily edit
any page. The library grows organically by linking existing pages together or by creating links to new

R pages. If a user finds a link to an uncreated page, he or she can follow the link and create the page.
= Tasks
= = In business environments, a wili library provides a low-maintenance way to record knowledge.
Discussions Information that is usually traded in e-mail messages, gleaned from hallway conversations, or written
= Team Discussion on paper can instead be recorded in a wiki library, in context with similar knowledge. b |
Sites

Other example uses of wiki libraries include brainstorming ideas, collaborating on designs, creating an
= Archived E-Mails instruction guide, gathering data from the field, tracking call center knowledge, and building an
[ | encyclopedia of knowledge.

Pictures
= Photos Last modified at 5/19/2009 12:53PM by Robert
Pannla and Graune o)

g Local intranet H 100% +

1% start
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When the wiki has been created you will be shown a screen like that displayed above.
This is actually a document in the wiki that has been created by default. To view all the
documents in the wiki select the wiki name (in this case Knowledge Base) from the

bread crumb navigation at the top of the page or from under the Documents heading in
the Quick Start menu (if you elected to display it there).

f—~ Knowledge Base - Windows Internet Explorer

@‘\T} - |§, http: ffcompanywebiknowledgev20Base FormsialPages. aspx

v|&, x|

52? ’1’% I@Knnw\edge Base

=

ﬁ © © E&A e IﬁvPagav-.;’j}Tonls- el

B

= Team Discussion
Sites

= Archived E-Mails
Pictures

= Photos

Pannla and Grannc
Done

Companyweb Welcome Robert = ~
@4 companyweb [This List 1~ | 2]
- Companyweb > Knowledge Base
[d] Knowledge Base
Wiew All Site Content For detailing technical information
Documents New =  Actions ~ Settings View:  All Pages -
® Shared Documents Type Mame _)Modified By Modified _)Created By Created
= Fax Center ¥
@ Home [ new Raobert 5/19/2009 12:53 PM Robert 5/19/2009 12:53 PM

= Knowledge Base

g @ How To Use This Wiki Library ¥ new Raobert 5/19/2009 12:53 PM Robert 5/19/2009 12:52 PM
Lists
= Calendar
= Tasks
Discussions

'y
15 start

Q Local intranet

H100% -

You should now see two default documents in this new wiki called Home and How To

Use This Wiki Library.
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f—~ Knowledge Base - Windows Internet Explorer

@; - |§, http: ffcompanywebfknowledge%20Base/Forms/alPages, aspx V| +2 (X | | R
w e I@Knnw\edge Ease ]_l fp v E) - d=h - [bPage - (0 Todks ~ ?
Companyweb Welcome Robert = A
@4 companyweb [This List_»|| 2]
| uliome, [_ste actors -8

— Companyweb > Knowledge Base
[;—Jj Knowledge Base

Wiew All Site Content For detailing technical information

Documents New + Actions * | Settings + view: All Pages -

» Shared Documents Type Mame _'Modified By Modified _)Created By Created

S & [Homelnen ~| Robert  5/19/2009 12:53PM  Robert  5/13/2009 12:53PM

* Knonledge Base @ How Ty View Properties Robert 5/19/2009 12:53 PM Robert 5/19/2009 12:52 PM

Lists J Edit Properties

pealeday 1; Manage Permissions

* Tosks ¥ Delets

Discussions send To »

= Team Discussion I-al Check out

Sites 5] version History

= Archived E-Mails Alert Me

Pictures |

= Photos

Pannle and froune a4l
Done W Local intranet H100% -

e
iy Start

To delete these default documents select the item option menu from the arrow at the
right of the Name field. Then select Delete from the menu that appears.

Once you have removed the item Home from the wiki when you now access that wiki in
future you will see a list of all the items in the wiki much like when you view a Document
Library. However, if you wish your wiki to display an opening page simply create a new
item and call it Home. Now, when you select the wiki you will see the contents of the
item called Home displayed. In summary, if you create a wiki item called Home it will
always display when anyone visits the wiki. Removing the Home item will instead display
a list of all the items in the wiki.
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f—~ Knowledge Base - Windows Internet Explorer

%ﬁ - |§, http: ffcompanywebfknowledge%20Base/Forms/alPages, aspx V| +2 (X |L|ve Search | P~
w e I@Knnw\edge Ease ]_l - - = - [k Page - ) Todks ~ ?
Companyweb Welcome Robert = | ]
@4 companyweb [This List_»|| 2]
| tome.
— Companyweb > Knowledge Base
[' = Knowledge Base
Wiew All Site Content For detailing technical information
Documents New | '| Actions * | Settings view: All Pages -
» Shared Documents -+ New Wiki Page Modified _) Created By Created
= Fax Center =] Create a new Wiki page.

ledge Base™ wiki page library, To create a new item, dick ™ew” abave.

= Knowledge Base
Lists

= Calendar

= Tasks
Discussions

= Team Discussion

Sites
' Archived E-Mails
Pictures
= Photos I
Pannle and froune )
Done g Local intranet H 100% +

S 1nbo OLt... EN | LE B Y, % 12:54PM

Once these default documents have been deleted select the New item from the WSS v3
wiki menu to create a new item.

= New Wiki Page - Windows Internet Explorer

5\‘_—‘; - |§, http: ffcompanyweby_layoutsjCreateiebPage  aspxrLisk="%FEC484E329%: 2D V| ([ % |LiVE Search | |-
—— - »
W IﬁNew wiki Page ] l - i - [-)Page - {3 Tadks ~

-
="
Name = |How to test connectivity

Wwiki Content
Baadp|9 o E 8=
AAlIB I U H A B om

1. Press Start

2. Select Run from menu
3. Enter CMD

4. Press <ENTER=>

5. At prompt type:

ping IP_ADDRESS

press the enter key|

| ]

LY
Done gLucaI\ntranet H 100% +
Page - wind... | [ Inbox - Mi

Give the item a title. The title has a few restrictions and can’t include some special
characters like ./#)( etc.
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In the Wiki Content area you can now enter the information required. You can

customize the text in this area using the menu bar that appears at the top of the box if
required.

When complete press the Create button.

f—~ Companyweb - How to test connectivity - Windows Internet Explorer,

5\; - |§, http: ffcompanyweb/Knowledgee20Base How e 20to% 20kest ¥e20connectivits V| +p|[ % | | Pl
e e I@Cnmpanyweh-Hnw to best connectivity ]_l ﬁ 4 hd @ o .ﬁvPaqe hd Q} Todls ~ ?
Companyweb Welcome Robert = | ]
@4 companyweb [This site ] | 2|

| tome Seichcon
- Companyweb > Knowledge Base > How to test connectivity
L_,é How to test connectivity

Wiew All Site Content

||3Edit History | Incoming Links

1. Press Start
Documents 2. Select Run from menu
= Shared Documents 3. Enter CMD

4. Press <ENTER=>
5. At prompt type:

= Fax Center
= Knowledge Base
ping IP_ADDRESS

Lists
= Calendar press the enter key
= Tasks
= = Last modified at 5/19/2009 12:57PM by Robert
Discussions

= Team Discussion
Sites
= Archived E-Mails

Pictures
= Photos

Pannle and Crnunc ™

Done Q Local intranet &UUU% -
¥
1a Staft

You should now see the information you entered displayed in the article.

Press the Edit button in the upper right to make changes to this item.
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f—~ Knowledge Base - Windows Internet Explorer

@C'-} - |§, http: ffcompanywebiknowledge20Base Forms/EditFarm, aspx?I0=3

w e I@Knnw\edge Base ]_l

v|€, X|

BE
ﬁ B @ v IﬁvPaqe - -:jj}ToDIs 5 ¥

Companyweb > Knowledge Base > How to test connectivity > Edit Item

Knowledge Base: How to test connectivity

1>

X Delete Item

* indicates a requirec

Name * |Huw to test connectivity ‘

Wiki Content

. Press Start
. Select Run from menu

. Press <ENTER>

1

2

3. Enter CMD

4

5. At prompt type:

ping IP_ADDRESS]|
press the <ENTER> key

For more information see www.howtoping.com
3
& | 3
Done
¥y ® | .
1y Stant 7= Knowl

As you can see from the above screen shot, you are able to easily customize the

information displayed in the item at any time. This may include changing the text colour,

making the text bold or even changing the font. You will also note that any internet
address will automatically be hyperlinked.

When you have completed making additional changes to the item press the OK button
to continue.
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Companyweb - How to test connectivity - Windows Internet Explorer,

&\;}:f - |§, http: ffcompanywebknowledge%20Base/How%20k0% 20 est Se20connectivit, V| +2 (X |L|ve Search ||P '|
S - .
w e IgCnmpanyweh-Hnw to best connectivity ] l @ v ~ @ v |1k Page ~ @ Tools -
Companyweb Welcome Robert = | |
@4 companyweb [This site ¥ [ 2]
E Site Actions ~
= Companyweb > Knowledge Base > How to test connectivity
} How to test connectivity [GResic | itory | tncoming tinks

Wiew All Site Content

e 1. Press Start
ume 2. Select Run from menu
= Shared Documents 3. Enter CMD =
= Fax Center 4. Press <ENTER>
= Knowledge Base 5. At prompt type:
Lists
= Calendar ping IP_ADDRESS
= Tasks press the <ENTER> key
Discussions

For more information see www.howtoping.com

= Team Discussion

Sites Last modified at 5/19/2009 12:53 PM by Robert
= Archived E-Mails

Pictures
= Photos

Pannle and Groune o

b - Howt.., | [ Inbox -

Once again, you should see the item displayed with all the changes you just made.

One of the benefits of the WSS v3 wiki is that it automatically tracks changes. To view
these changes select the History link in the upper right hand side of the screen.

[~ Companyweb - How to test connectivity - Windows Internet Explorer,

%r A |§, http:ffcomparyweby_layoutsVersionDiff . aspxList="%7BC 4846 329%2DD35F V| *2|| % |LiVE Search

— ; »
w IECompanyweb-How to best connectivity ] l @ - b @ - [z Page ~ @ Tools ~
L — IS . |
= Companyweb > Knowledge Base > How to test connectivity > Page History b |
How to test connectivity
Versions |§Ed\t Item | ¥ Delete Item | B@Manage Permissions | [qCheck out | Sylversion History | Alert Me

2.0 5/13/2009 12:59 PM
1.0 5/19/2009 12:57 PM

This page does not show changes in Web Parts, images, or HTML formatting. Deleted Added
Modified at 5/18/2009 12:5% PM by Robert

Wiki Content

. Press Start

. Select Run from menu
. Enter CMD

. Press <ENTER>

. At prompt type:

SR TV RN A

ping IP_ADDRESS
press the emter <ENTER> key

For more information see www.howtoping.com

g Local intranet

ﬁ Inbox
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You should now see the number of versions of the document displayed on the left hand
side (in this case 2.0). You will also notice that version additions are marked in beige and
deletions in grey. You can also select to edit the item, delete the item, manage item

permissions, check the item out, view the version history and set up alerts on this item
from the menu.

When complete press the OK button to continue.

f—~ Knowledge Base - Windows Internet Explorer |zHE|E|
@\— ¥~ |§, http: ffcompanywebkKnowledge¥e20Base jFormsfEditForm, aspx?ID=3 V| +p|[ % | | Soaks
S = »
w e I‘_’,é)(nnw\edge Base [ l [ AR ] = v |i2Page + {0 Tooks -
[2
X Delete Item
Name * |Huw to test connectivity |
Wiki Content
A0 ¢ @ 23
AKIBIU ESES|ZIZES AN
=
1. Press Start
2. Select Run from menu
3. Enter CMD
4, Press <ENTER>
5. At prompt type:|
ping IP_ADDRESS —
press the <ENTER> key
For more information see www. howtoping.com
L4
< | |

[ 1® oo

When you edit a wiki item you are able to also make changes to the base HTML. To do
this select a wiki item and then select the Edit link. To work with the HTML directly
select the Edit HTML Source button (last one on top row) once you are editing the item.
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5 " . = =3
= Knowledge Base = Wi ) 1,4 Entry - Webpage Dialog X |__H|:|_||5|
&~ |8l htpiffeo <DIV class=ExternalClass4SAF7ESEFFE74027825875F0FET30 :“EE'
E30><FONT size=2>1. Press Start</FONT»</DIV> = P =

e ale IEKnnw\edge E |2 Page = () Todls -

<DIV class=ExternalClass48AFTESEFFE74027825875F0FET30
E30><FONT size=2>2. Select Run from menu</FONT></DIV>
<DIV class=ExternalClass48AFT7ESEFFE874027825875FQFET30 [
E30><FONT size=2>3. Enter

< STRONG>CMD</ STRONG></FONT></DIV>

<DIV class=ExternalClass48AFT7ESEFFE874027825875FQFET30
E30><FONT size=2>4. Press
<EM>&ltT;ENTER&QT ; </EM></FONT></DIV>

<DIV class=ExternalClass48AFT7ESEFFE874027825875FQFET30
E30><FONT size=2>5. At prompt type:</FONI></DIV>
<DIV class=ExternalClass4EAFT7ESEFFET74027825875F0FET30
E30><FCONT size=2></FONT>&nbsp:</DIV>

<BLOCEQUOTE class=ExternalClass48AFTESEFFE874027825875
FOFET30E30 dir=1ltr style="MARGIN-RIGHT: Opx">
<DIV><FONT size=2>ping <FONT color=#0000
£E£><STRONG>IP_ADDRESS5</STRONG></FONT></FONT></DIV>
<DIV><FONT size=2>press the <EM>zlt;ENTER&gt;</EM>
key</FONT></DIV></BLOCKQUOTE>

<DIV dir=ltr><FONT face="Cooper Black" size=3>For
more information see </FONT><k
href="http://www.howtoping.com/"><FONT face="Cooper
Black" size=3>wwWww.howtoping.com</FONT></A><FONT
face="Cooper Black" size=3> </FONT></DIV>

|

] oK ] [ Cancel &
Done HoA00% -

A separate window will now appears showing you the HTML code for that item. Simply
make the required changes and press the OK button to continue.

[~ Companyweb - How to test connectivity - Windows Internet Explorer,

6@ - |§, http: ffcompanyweby_layoutsWersionDiff . aspxiList="%7BC4646329%2DD35F V| ([ % |LiVE Search

w IECompanyweb-How to best connectivity ]_l @ - b @ - [z Page ~ @ Tools ~

Companyweb Welcome Robert ~ | #%/

## companyweb [This site [+ |
| tome.

= Companyweb > Knowledge Base > How to test connectivity > Page History
How to test connectivity

|EEd\t Item | ¥ Delete Item %Manage Permissions Lhcheck Out {:J]Version History | Alert Me

Versions

3.0 5/13/2002 1:01PM
2.0 5/18/2009 12:59 FM
1.0 5/15/2009 12:57 PM

This page does not show changes in Web Parts, images, or HTML formatting, Deleted Added

Modified at 5/19/2009 1:01PM by Robert

Wiki Content

. Press Start

. Select Run from menu
. Enter CMD

. Press <ENTER>

. At prompt type:

[Ty STV S

ping IP_ADDRESS
press the <ENTER> key

< il | ¥

b-Howt... | [ In

If you now return to the History link for that item, you will see that, in this case, three
separate versions of this item have been recorded.
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Select the Version History item on the menu bar that appears across the top of the
item.

= Yersion History - Windows Internet Explorer

5\; - |§, httpe ffcomparywebyd_layoutsiYersions, asparlist="7BC4846329%20035F %2 V| *g| X | | B
— - £ »
w e I'_’,év.arsinn Histary ] l Eiov Bl b v | pPage - 0 Taoks -

Companyweb
@4 companyweb
Companyweb > Knowledge Base > How to test connectivity > Version History

Versions saved for How to test connectivity.aspx

Welcome Robert = L'

All versions of this item are listed below with the new value of any changed properties.
Delete All Versions

No. +  Modified Modified By Size Comments

3.0 5/18/2009 1:01PM Robert 3.2KB
Wiki Content 1. Press Start
2. Select Run from menu
3. Enter CMD
4, Press <ENTER>
5. At prompt type:

ping IP_ADDRESS
press the <ENTER> key

For more information see www.howtoping.com
2.0 5/19/2009 12:59 PM Robert 3.2KB

Wili Cantant 1 Dence Charck ™

Done

s start

Q Local inkranet H100% <

You can now browse through the exact information for each separate version of the
item in a single screen.

You also have the option to Delete All Versions here which will save disk space.
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[~ Companyweb - How to test connectivity - Windows Internet Explorer,

EEIE)

G@ = |§| hittp:ffcompartyweb_layoutsVersionDiff .aspx?List={c484b329-d35f-419f-831 ¥ | |"r|| S | |L|ve Search

2]

5} & I g Companyweb - How ta best connectivity

=

@' - @'@Pagav@mms- el

Companyweb

@4 companyweb

Welcome Robert = | |

|Th\s Site v| |

A

Site Actions ~

ping IP_ADDRESS

press the erter- <ENTER> key

= Companyweb > Knowledge Base > How to test connectivity > Page History

How to test connectivity

Versions |x Delete this version | Restore this version | Gy]Version History

4,0 5/19/2009 1:03 PM . i

3.0 5/13/2008 1:01 PM This page does not show changes in Web Parts, images, or HTML formatting, Deleted Added

2.05/19/2008 12:58 PM Modified at 5/18/2009 12:53 FM by Robert

1.0 5/19/2009 12:57PM

UElE Wiki Content

1. Press Start
2. Select Run from menu
3. Enter CMD
4. Press <ENTER>
5. At prompt type:

Far mare infarmation see  wwraw. hawtanino.com

g Local intranet

If you return to the page history again and select a previous version on the left hand side
(in this case version 2.0) it will be displayed. You now have the option, via the menu bar
to Restore this version of the item. This will delete the current version and overwrite it
with the version that you are viewing. This allows you to recover from any mistakes or

errors in that item.

{= Knowledge Base - Windows Internet Explorer,

6@ A |§| http:ffcompanywebKnowledges: 20Base /Forms/EditForm, aspx?ID=3

v | |E| |z| |LiVE Search

|2l

i} e IeKnow\edge Base ]_

@' @'@Pagev@mnlsv =

Name * |HDw to test connectivity

‘Wwiki Content

419
AAIBIU

. Press Start

. Select Run from menu
. Enter CMD

. Press <ENTER>

. At prompt type:

=

[ -y S RN

ping IP_ADDRESS
press the <ENTER> key

2EE

ZEE AN M

For more information see [[what is ping]]

| )Ii

crosoft Out..,

g Local intranet

EN | L@, % 10apM
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When you create a wiki item you can also easily create a link to another wiki item. This is
recommended practice since it is much better to have a large amount of smaller

documents about specific topics than a few very large ones.

To create a link to a new wiki item, even if the page doesn’t already exist, simply place

the text inside double square brackets (i.e. [[ ]]).

As before, when editing is complete simply press the OK button.

f—~ Companyweb - How to test connectivity - Windows Internet Explorer,

@‘\T) - |§, http: ffcompanyweb/Knowledgee20Base How e 20to% 20kest ¥e20connectivits V| +p|[ % |

&
W I'_’,éCnmpanyweh-Hnw o best comnectivity ]_] B - B - dh o [Shrage - @Todk v
Companyweb Welcome Robert = ]
@4 companyweb [This site ] | 2]

| ultome, [ site actors -

- | Companyweb > Knowledge Base > How to test connectivity
Lj How to test connectivity

||_2Edit History | Incoming Links

Wiew All Site Content

. Press Start
Documents

1

2. Select Run from menu
= Shared Documents 3. Enter CMD

4

5

= Fax Center . Press <ENTER=>
= Knowledge Base . At prompt type:

Lists

= Calendar ping IP_ADDRESS

= Tasks press the <ENTER> key
Discussions

For more information see what is ping
= TeamDiscussion | | mmemeeeeemReR

Sites Last modified at 5/19/2009 1:03 PM by Robert
= Archived E-Mails

Pictures
= Photos

Pannla and Cennnc

Done 'Q Local intranet

When you now view the document you will see that the text you enclosed in double

brackets has a broken line underneath it and is in fact hyperlinked.

If you now click on the hyperlinked words you will be automatically taken to that item in

the wiki.
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& News Wiki Page - Windows Internet Explorer

6\; - |§, http: ffcompanywebf_layoutsjCreatewebPage  aspxPList=4{c484b329%2Dd35 V| +2 (X | | P~
— = . »
w e I@NewWikiPage ] l v B) - d=h - [bPage - (0 Tooks ~
T
Companyweb > Knowledge Base > New Wiki Page |
New Wiki Page
Name * |what is ping
‘Wiki Content
H19 == 2=
AAIB ZIU EES(IZ=ZEEFEAAT M
I
sl
< | >
Done W Local intranet H100% -

:5 start el 1@ Inbos: - Mic

i Page - Wind. ..

EM

R % L04Em

If the item link which you just selected does not already exist in the WSS v3 wiki then
you will be automatically placed in the edit mode for this item so it can be created. You
also note that the Name field has already been completed since this is what is linked.

(: Mews Wiki Page - Windows Internet Explorer

6\; - |§, http: ffcompanyweby_layoutsjCreateiwebPage . aspxrLisk={c454b320% 2Dd 35 V| ([ % | | |-
w o I'_’éNew ‘wiki Page ]_l - B o - [k Page - G Tooks ~ ?
Companyweb > Knowledge Base > New Wiki Page b
New Wiki Page
—
‘Wiki Content
BAI9 = 2
AAIB T U EEF|IS=ZEE AN TN
0 4 8 12 16 20 24 28 32
| 1 | |
A Internet Header| i B N
Version “L‘:"gm T _f Type Of Service (TOS) [, Total Length (TL)
Identification Fragment Offset
Time To Live (TTLJ | Protocol " Header Checksum
Source Address
S0 3
< | >
Done W Local intranet H100% -

EM

R % 10aFm

To complete the process simply add the required information to the item and press the

OK button.
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By allowing you to create links before you actually create the wiki items WSS v3 speeds
up the process of collaboration.

Knowledge Base - Windows Internet Explorer

3@# - |§, http: ffcompanywebfknowledge%20Base/Forms/alPages. aspx
5} & IgKnnw\edge Base ] l

V| (X |L|ve Search | A=

[ v o v ik Page - ) Tooks -

Welcome Robert ~ | - |
o]

Site Actions ~

Companyweb

@4 companyweb

—

|Th\5 List vl |

Companyweb > Knowledge Base

Knowledge Base

Wiew All Site Content
Documents

= Shared Documents
= Fax Center

= Knowledge Base

For detailing technical information

New =~  Actions ~ Settings -

View:  All Pages -

Type
@
@

Mame
How to test connectivity ! vew

what s ping ! HEw

) Modified By

Modified
Robert 5/19/2009 1:03 PM

Robert 5/19/2009 1:08 PM

) Created By
Robert
Robert

Created
5/18/2009 12:57 PM
5/19/2009 1:08 PM

Lists
= Calendar
= Tasks
Discussions
= Team Discussion
Sites

= Archived E-Mails

Pictures
= Photos

Pannle and Crnunc L]

G Local intranet

H100% -

Returning to the wiki library you should see the new document you just created.

Knowledpe Base - Windows Internet Explorer

5\‘_—‘; - |§, http: ffcompanywebiknowledge: 20 ase /Forms/AlFages. aspx V| *2|| % |LiVE Search | |-
w IeKnow\edge Base ] @ - b @ - [z Page ~ @ Tools ~
Companyweb Welcome Robert = | |
## companyweb [This List =] | 2|
| | Home | Site Actions ~
e—— Companyweb > Knowledge Base
[ = Knowledge Base

Wiew All Site Content For detailing technical information

Documents New =~  Actions ~ Settings ~ View:  All Pages -

= Shared Documents Type MName ) Modified By  Modified ) Created All Pages

O (R &) How to test connectivity ! Hew Robert 5/19/2009 1:03 FM Robert By Author =
= Knowledge Base . i By Editor

& whatisping ! rEw Rabert 5/19/2009 1:08 PM Robert
- Created By Me
Lists
Recent Changes
= Calendar _—
L@' Madify this View
= Tasks .
[ | Create View

Discussions

= Team Discussion

Sites

= Archived E-Mails

Pictures

= Photos

Pannla and Graune o)

Done g Local intranet H 100% +

1,09 PM
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Using the View option on the right hand side you can change the view of the wiki to only
see certain documents that meet that criteria. You can also create your own views if

desired.
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& Wiki - Windows Internet Explorern

5\; - |§, http:ficia, webcentral, com, auftestfwikifForms/ AlPages. aspx

v|&, x|

— = £ »
w o I'_’,éwuq ] l - « b - (b Page - G Tooks -
Team Site > Test Welcome Robert Crane = |
ﬁ"‘lﬁ Test |Th\5 List vl | pl

Home Site Actions ~

= Test > Wiki
[ EE Wiki

View Al Site Content MNew - ‘ Actions ~ | Settings = View: | All Pages -
sty Type Nal Edit in Datasheet d _JCreatedBy  Created Customer

Shared D its Bulk edit items using a datasheet
° nared Socumen & ﬁ 1 “ 003 1:15  Robert 5/19/2009 1:15PM
u Wiki Crane

— Connect to Outlook . .
Lists & (1S swmchrorize tems and make them 009 1:15  Robert - 5/13/2009 L:15PM
» Calendar o available offiine. rane
= Tasks Export to Spreadsheet
(PR Analyze items with a spreadsheet
= Customers application.
o= | ViewRsSFeed
Discussions |_E_\ Syndicate items with an RSS reader.
= Team Discussion } Alert Me
4_1, Receive e-mail notifications when
Sites items change.
People and Groups
2] Recycle Bin
Daone & nternet H100% <

The most logical method for taking wiki information offline is to connect it with Outlook
2007. To do this, navigate to the wiki library and select Actions from the menu. From

the menu that appears select Connect to Outlook.

B R L S nsem
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1% start

® 1rbox

[ box - Microsoft Outlook - g x
I File Edit View Go Tools Actions Help Type a question for help =
d_]ﬂew - @ (A5 X 4 Reply (g Reply to All (g} Forward \ 4 @ '-é Send/Receive ~ [*% | [f] Search addressbooks  » @ =
Mail « |2 Inbox «
Favorite Folders 2 ‘;:—. pv‘x
-
E Inbox Arranged By: Date MNewest on top | e ?
L Unread Mail [w)
E Sent tems There are no items to show in this view, [=]
Mail Folders E3 g
4 ) B
O] All Mail Items R Hicrosoft Office Outlook
=1 @ Mailbox - Robert Crane Connect this SharePoint Document Library to Outlook? ﬁ
E % Deleted Items (2} You should only connect lists from sources you know and krust, oz
Drafts
@ [ Inbox Test - Wiki §
. o
E Junk E-Mail http://cia. webcentral . com. aujtestWikif H
(5] Outbox § §
RSS Feeds To configure this Document Library, click Advanced.
sent Items \d
9 Search Folders ves E
H
S
=
g
-
[~ Mail
a| Calendar
8@ LA - =
0 tems This folder was last updated on 18/05/2009. ?-é Need Password ™

B L

116PM

If Outlook is not already running it will be launched. You will then be prompted as to
whether you wish to connect to this SharePoint Document library.

Select Yes to accept the co

[ Test - Wiki in SharePoint Lists
¢ File

GdNew - | g [ K | FuRep

Edit  View Go Tools

nnection.

- Microsoft Outlook
Actions  Help

Iy Q Reply to All Q Forward

Send/Receive - @ [(Y Search address books

;X

Type a guestion for help |+

-@i‘

Mail «

+ Test - Wiki

About Ping.aspx

Favorite Folders

[ Inbox
O Unread Mail
[} sent Items

Robert Crane

= o

Documents

Mail Folders
£ Al Mail items

= 4% Mailbox - Robert Crane
® (5] Deleted Items (2}
@ Drafts
] E Inbox
L[ Junk E-Mail
E Cutbox
1= [ RSS Feeds
[ Test: Wiki
E Sent [tems
3] E{j Search Folders
=2 £ SharePaint Lists
&) Deleted Items
L Test - Wiki
E

Last Changed:
3KB

Tuesday, 19 May 2009

Size:

] About Ping.aspx
Robert Crane

leg oq-o)

|_'] How to test connectivity.aspx
Robert Crane

) Ma

5 catendar

ad g Ll E -

1:15 PM

This file cannot be previewed
because there is no previewer
installed for it.

e

Browse for previewers online

~03dn opy %

syse] g :fepop 4‘

2 Ttems - Updated 19/05/2009 1:17 PM.
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Once the connection has been made you will find the Wiki information under
SharePoint Lists. However, when you select the list (in this case Test — Wiki) and an item

(in this case about ping.aspx) you will see that you receive no preview. This is because
there is currently no viewer for the wiki items (.aspx pages).

This limitation is a major drawback of connecting wikis to Outlook.

& Wiki - Windows Internet Explorern

@@ - |§, hittp: ficia, webcentral, com, auftestfwikifFormsfalPages, aspx V| (X | | Pl
w o I'_’,éwuq ] l - + @b - [hpage - {FTodks -

Welcome Robert Crane = |

Team Site > Test

gl Test [This List 1~ | 2]

Home Site Actions ~

= Test > Wiki
[ 53 ] Wiki

View Al Site Content New - ‘ Actions | Settings * view: | All Pages v
Documents Type Nal Edit in Datasheet d I Created By  Created Customer

Shared D its Bulk edit items using a datasheet
° nared Socumen & M @ A “ 009 1:15  Robert 5/13/2009 1:15PM
u Wiki Crane

= —1  Connect to Outlook . .
Lists @ E'DO L,::_:)‘ Synchronize items and make them D Ero‘la::ert SIS200SIL LoRT
= Calendar available offiine.
= Tasks Export to Spreadsheet

Lk Analyze items with a spreadsheet
= Customers application,
e @ View RSS Feed
(o TS Syndicate items with an R55 reader.
= Team Discussion Alert Me
4_1, i Receive e-mail notifications when
Sites itemg change.
People and Groups
2] Recycle Bin
Done

& nternet F100%  ~

An alternate connection method is to use an RSS feed.

Return to the WSS v3 wiki library and select Actions from the menu and then View RSS
Feed from the menu that appears.
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(> Test: Wiki - Microsoft Outlook

- 3 X

I File Edit View Go Tools Actions Help Type a question for help =
P New v | @0 B3 X | CuBeply @Replyto Al (g Forward | B W | Gt | ¥ Send/Receive ~ (& | [ Searchaddresstocks  « | @ B
Mail « | Test: Wiki How to test connectivity i
Favorite Folders 3
2| P~ % || Robert Crane a
[ Inbox . | o
0 Unread Mail Arranged By: Date Newest on top Click here to view the full article in your i
= default Web browser or to download the OU
=l Sent Items = Today article and any enclosures, @
Mail Folders 3 asted O . L
2 1" 5) Robert crane 16 B Posted On: Tue 19/05/2009 1:15 PM o
2] Al Mail Items - About Ping A
= B Mailbox - Robert Crane = | ] Robert Crane 115 PM Wiki Content: B
4 (4] Deleted Items (2 How to test connectivity 1. select Start button =
L7 Drafts 2. Select Run option :
@ [ Inbox 3.Enter CMD in line =
[ @ Junk E-Mail 4. Press <ENTER= 2
(5] Outbox = 5. Type the following at command
= [ RsS Feeds prompt: 2
3 Test: Wiki \d
[ sent Ttems ping IP_ADDRESS B
@ [0 Search Folders E‘
= 5 sharePoint Lists press the <ENTER=> key =
(5 Deleted Ttems g
2
Ut Test - Wiki - 6.See if there is a reply from the 1P H
S address. L
L man 7. Type exit and press <ENTER= to
close window.
o Calendar
For more information see About
- Ping
84 (2 L] 3 [F -~ n -

2 Ttems

s start

This folder has not yet been updated. ?& MNeed Password ~

You can then copy and paste this RSS feed into Outlook (which is also an RSS reader).

This now allows you to view each wiki item as shown above.

Another major issue with WSS v3 wikis is that you can’t simply cut and paste an image
into a wiki item. An image will only appear in a WSS v3 wiki if it referenced via a link.
Thus, images that already appear on the Internet can be linked as well as images that
appear in the WSS v3 Picture Library can be easily added but simply cutting and pasting
from another document won’t work.
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r.
GKnnwledge Base - Windows Internet Explorer

@; - |g, http: ffcompanyweblknowledgeY%oz0Base jForms EditForm, aspx?ID=3 V| 2| % | | L~
W I‘_’éKnnwledge Base l_l - B = v [ Page « (0 Tools - =
Companyweb ~
§4 companyweb C
e,

Alternative text: | ‘

X oq Address: | ‘
Nam| |
wiki

1. Press Start

2. Select Run from menu
3. Enter CMD

4. Press <ENTER>

5. At prompt type:

ninao TP ADNDRFSS

|~

|
g Local intranet

s start

Thus, if you wish to add custom images to you wiki you need to ensure that they already
exist in the WSS v3 Picture Library before they are linked to the wiki item using the
insert image button. The above screen shot shows what happens when you press the
Insert Image button. You are requested to enter a link to the image you wish to display,
which you need to know beforehand.

Despite some limitation WSS v3 wiki can utilized to great effect in most businesses.
16.8 Mapping a Network Place
This tutorial will cover how to create a standard Windows network place that points to a

WSS v3 Document Library. You will need access to a local workstation and need to know
the address of the WSS v3 Document Library you wish to directly map to.
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Robert Crane

£ Internet

Internet Explorer
‘ L E-mail
LX) Micrasoft OFfice Outlook
\, Msh
@ ‘Windows Media Player
‘3 Windows Messenger
@ Tour Windows XP

P Files and Settings Transfer
Wizard

—
|_'LE Microsoft Office Word 2007

All Programs D

74 start

f " Wiki - Windows Inter. . iki

D My Documents
b My Recent Documents »

E] My Pictures

@ My Music
g‘ My Computer

. My Network Places

B’ Control Panel

@, Set Program Access and
Defaults

@ Printers and Faxes

@ Help and Support
p Search

77 Run...

B [0

Microsoft ...

183 Mic

On a local workstation select the option to view Network Places after logging in as the

required user.

: My Network Places

File Edit Miew Favorites

Q= - ©

Taools

[% pSEar(h E{\z‘ Folders v

Help

Address G My Network Places

Network Tasks

Q Add a network place
‘; Wiew network connections

5
<2 Setup 3 wireless network
Far a home or small office

@ Search Active Direckory

E Show icons For networked
UPnP devices

Other Places

@ Desktop

“ Entire Metwork

9 My Cormputer

My Documents
&2y Printers and Faxes

Details

The Internet

Select the option to Add a Network Place.
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My Network Places

1,’5 psaarch u Folders

Add Network Place Wizard

Welcome to the Add Network Place
Wizard

This wizard helps you sign up for a service that offers online storage space.
You can use this space to store, organize, and share vour documents and
pictures using only aWeb browser and Internet connection.

You can also use this wizard to create a shorteut to a'wWeb site, an FTF site,
or ather network location.

To continue, click Next

EM

15 Stant Ft... & W Add Het...

In this case click Next to continue with the wizard.

s ] My Network Places

&0

\J J l.ﬁ pSEar(h u Folders

Go

Add Network Place Wizand

Network T4 Where do you want to create this network place? Rj

g Add a %

ﬂ_, View nel

,__g Set up o Select a service provider. If you do not have a membership with the provider you select. the wizard will help
far a ho vou create an account. To just create a shortcut, click "Choose another network location."

@ Search Service providers
@ Show ic
UPRP def @

Other Placd

@ Desktop)
H Entire R
a My Corn|
MMy Do
2y Printers

W Add Het .. o oo

Click Next again to continue.
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File:

Enter the address of the WSS v3 Document Library, in this case

. | My Network Places

]

@ Search

Other Placd

[ Deskiop

Edit Wiew Faworites  Tools  Help

OBack "\-) L% psaarch HT" Folders v

Add Network Place Wizard

Network T3 What ig the address of thiz network place? Rj
Q Add a ns “w&’
‘f; Wigw i

3]

<2 Setup o Type the address of the Web site, FTP site. or network location that this shortcut will open,
for a ho

@. Show ic Internet or network address:
UPnP def

V| [ Browsgs..

Wigw some examples

“ Entire M
g My Com|
My Docy
R4y Printers

[ < Back u Mext > J[ Cancel ]

W Add Met...

http://companyweb/shared documents.

Press Next

File:

s ] My Network Places

to continue.

Edit  View Favorites Tools  Help

OBa(k .'\-) [% pSEar(h E{\z‘ Folders v

EN | Lk B, O

Add Network Place Wizand

Network T4 What do you want to name this place? Rj
Q Add a ne %

‘; View n

_—;g Setup f LCreate a name for this shortcut that will help you easily identify this network place:
far a ho

@ search 4 Nitp://companywebsshared documents.

E. Show ic

UPnP defl  Type & name for this network. place:

Other Placd

@ Desktop)
“ Entire R
9 My Corn|
MMy Do
2y Printers

W Add Met...

EM
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Provide a descriptive name for the new network place, in this case ‘shared documents
on companyweb’.

':_ My Network Places
Edit ‘Wiew Faworites  Tools  Help ﬁ'

J l,’j psaarch u Folders -

File

Add Network Place Wizard

Completing the Add Network Place
Wizard

You have successhully created this netwark place:
shared documents on companynel
A shortcut For this place will appear in My Metwork Places.

Open this netwark, place when | click Finigh,

To close this wizard, click Finish,

W Add Met, ..

Leave the Open this network place when | click Finish checked.

Press the Finish button to complete the process.

# chared documents on companyweb

File Edit “iew Favorites Tools  Help

\_) EBack '_J I.E pSEar(h H_ Folders v

Address | Yicompanyweblshared documents v| Ga

= sharepoint - business.docx
Microsoft Office Waord Document
38 KB

File and Folder Tasks Eoim

\j Make a new folder

e Publish this Folder ko the
Web

six secrets. docx
= | Microsaft Office Word Document
34 KB

sharepoint-tech-primer  docx
Microsoft OFfice Waord Document
— | 1,551 kB

Other Places

g My Metwork Places
My Documents
a My Cormputer

Details

(] . Mic

i 2 Windows E... » EN | P M@ %, % 2:04FM
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The network place should now be displayed and it should display the files in the WSS v3
Document Library.

Look in: |g My Metwork Places v| @~ XoiE-

&= Trusted “Ent\re Network
Templates |5 by web Sites on MSN
@ My Recent shared documents on com,

N Documents

@ Deskiop

ey

Documents

g My
Computer

g My Metwork
Places

File name: | - |

Files of type: |AII Ward Documents [*.dacx; *.docm; *.dabx; * dotm; *.dac; *.dat; * htm; * html; ®.rkF; * mht; * . v|

2|

Words: 0|

Now, when you use any application you can navigate to the network place you just
created that points to the SharePoint Document Library just like any other file location.

®% shared documents on companyweb

File Edit “iew Favorites Tools  Help

@ Back - -_J I.E p Search [ff" Folders ‘
Address |;_{ Yicompanyweblshared documents v| Ga
Folders X = sharepaint - business,docx

=3 | Micrasoft Office word Document

@ Deskkop Farms
B35 KB

B MMy Documents
=] 'Q MMy Computer
a 54 Floppy (A5
e Local Disk {C:)
(23 PI_YER _Z_0_REY_D (D)
B’ Control Panel
= 58 My Metwark Places
“ Entire MNetwork
@ py wieh Sites on MSN
= ,&’ shared documents on companyweb

six secrets.docx
= | Microsoft Office wiard Docurnent
34 KB

sharepoint-tech-primer . docx (2
Micrasoft OFfice Wword Document 5=
1,551 KB

1) Forms
& Recyele Bin

@ shared dorum. .. { > 206 FM
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If you use Windows Explorer you should also be able to browse to this location under
My Network Places. The ability to create and edit documents here is determined by the
user rights within WSS v3.

16.9 Working with Picture Libraries

Picture libraries in WSS v3 work in a number of different ways from regular Document
Libraries. The reason for this is that they are designed specifically for operation with

images.

Team Site > Demonstration

Welcome Robert Crane ~ @

= Issues
= \Web Links

Discussions

= Team Discussion
Sites

= Customer 1

People and Groups

i Recydle Bin

&4 Demonstration This List [+ [ 2|
Homey Customer 1
= Demonstration > Images
| -l Images

View All Site Content Mew ~  Upload ~  Actions = | Settings ~ View: Al Pictures

Pictures

= Images

Documents

= Shared Documents

e ol A S

Lists o S 2 E =

= Calendar

= Tasks

= Projects

= Contacts

[ciaops1 [Jciaopsiss [JFrangipani Flowers

:

In most cases you access your Picture Library by clicking on the name of the library as it
appears in the left hand side Quick Start menu (in this case Images).

When clicked you should now a thumbnail preview of all the images in the library. If you
click on any of the images you will be taken to a more detailed view.
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Team Site > Demonstration
g4 Demonstration

M Customer 1

Demonstration > Images > ciaopsi

Images: ciaopsl

_jEdw Item )( Delete Item gﬁhlanage Permissions | S3Manage Copies _bcheck Qut | Alert Me

Name ciaopsi

Preview

Title CIAOPS logo

File Type ipg

Picture Size 167 x 97

Date Picture Taken 7/08/2009 12:00 AM
Description Large CIAOPS Logo
Keywords logo normal logo

Created at 11/06/2009 1:51PM by Robert Crane

Last modified at 6/08/2009 12:53 PM by CIAOPS Testing

Here you can perform a number of tasks, including editing the item, managing
permissions and so on.

If you now again click on the image you will be the full image only in your browser like
so:

3 I T e Ty S By S W W, Wy T R \ == Bty

€ http:fcia.webcentral.com. aufdemofImages1/ciaopsi. ..

CHEE A
ol P B

Uploading multiple images to a Picture Library
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Team Site > Demonstration

&% Demonstration

Welcome Robert Crane ~

= Shared Documents
= Knowledge Base
Lists

= Calendar

® Tasks

= Projects

= Contacts

= Issues

= Web Links
Discussions

= Team Discussion
Sites

= Customer 1
People and Groups

5] Recycle Bin

Upload Multiple Pictures
Upload multiple pictures from your
computer to this library.

[Cciaopsi1

[Cciaopsiss

A

This List v [ 2]
— Demonstration > Images
| sl Images
View All Site Content b ‘ Upload | = ‘ Actions = Settings = view: | All Pictures =
ST a upload Picture
= Images % Upload a picture from your computer
to this library.
Documents

[IFrangipani Flowers

You can upload images into a Picture Library in much the same way that you can with
Document Libraries however there are number of differences when you wish to upload
multiple documents to the Picture Library.

The first step in the process of uploading multiple documents is to select Upload
Multiple Pictures from the Upload menu item in the main view of the Picture Library. It
is important to note that the Picture Library is currently using the All Pictures view.

Team Site > Demonstration

m Customer 1

&4 Demonstration

Demonstration > Images > Picture Library Information

Images: Uploading Pictures

If you have not finished uploading the pictures, switch to the picture editor and finish upleading. When you have finished,

close the picture editor, and click the link below.

@ Go back to "Images”

Welcome Robert Crane +

[ St hctors - |

You should now see a page like that shown above. This indicates that the actual
uploading process is going to be handled by another program.
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Picture Tools Help

W&o 6 @ X

ploading Selected Pictures - Microsoft Office Picture Manager

Type a question for help

@ @‘ﬂ My Pictures

fﬁ Unsaved Edits

L3 Recently Browsed

1 Fles selected (26,4 KB)

C A
O S

bestbuy_thumb.jpg
C il A
olds
ciaops1ss.jpg

CR

O

ciaops-sq.jpg

A
S

bestbuy_thumb.jpg

ciaops.jpg

clill A
ol s

ciaops-small.jpg

downloads-qos-buddy-1.gif

J

100% ~ (@ g D42 A L Edit Pictures... | 74] Auto Correct s
Picture Shortcuts x |2 = & [ Upload v x
@ Add Picture Shorteut... ]
E,ﬂ My Picture Shortcuts

1 files selected

Upload selected pictures to

http:ficia.webcentral.com.au/demo

fImages1}

Upload settings

(3) Send original pictures

() Send pictures aptimized for
viewing on the Web

Total Transfer: 26.4 KB

Change Upload Settings... |Upload and Close

That program is the Microsoft Office Picture Manger that comes as part of Microsoft

Office. Thus, you simply use this application to locate the images you wish to upload and
when complete press the Upload and Close button in the lower right of the screen.

Uploading Selected Pictures - Microsoft Office Picture Manager

: Fle Edit ‘iew Picture Tools Help

# () My Pictures

K@ Recently Browsed

I8 Unsaved Edits

bestbuy_thumb.jpg

clll A
o s

ciaops1ss.jpg

Type a question for help
dishorteuts... | [ 02| % Ha @ X 100% > @ 2 D42 Sh LR Edit Pictures... | 74 Auto Correct =
Picture Shortcuts X E = = l Upload
{4 Add Picture Shortcut... ~
g My Picture Shortcuts

2 files selected

Upload selected pictures to.

fImages1}
Upload settings

(®) Send original pictures

() Send pictures optimized For
viewing on the Web

ciaops.jpg

cll A
e E

ciaops-small.jpg

Total Transfer: 48.0 KB

http://cia.webcentral.com.au/demo

ciaops-sq.jpg downloads-qos-buddy-1.gif B
2 files selected (48.0 K8) ferraricalf-240x320.jpg 4 » U
Transferting Pictures (MMM aWResws N ) 10f2 Change Upload Settings...

Once you press this button you will see in the lower left of the screen a progress bar
indicating the transfer of the images you have selected.
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Team Site > Demonstration Welcome Rabert Crane +
#4 Demonstration
Homey Customer 1

Demonstration > Images > Picture Library Information

Images: Uploading Pictures

If you have not finished uploading the pictures, switch to the picture editor and finish uploading. When you have finished,
close the picture editor, and click the link below.

@ Go back to "Images”

When the process is complete, the Microsoft Office Picture Manager should now close
and you will be returned to the above WSS v3 page. Simply click on the link Go Back to
“Images” to return to your Picture library.

Team Site > Demonstration Welcome Robert Crane ~ | @
§# Demonstration This List %] 2
Demonstration > Images

| ;_x‘j Images

| View All Site Content New > | Upload ~ Actions ~  Settings v view: All Pictures -
| Pictures 3

= Images
Documents

= Shared Documents
= Knowledge Base
Lists

= Calendar

= Tasks

= Projects

= Contacts 3
O ciaopslss
= Issues

= Web Links
Discussions

= Team Discussion
Sites

= Customer 1

People and Groups

5] Recycle Bin

Once back at the picture library you should now see the additional images you select
appear in the list.
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Team Site > Demonstration Welcome Robert Crane ~
&4 Demonstration This List_»] [ 2]
= Demonstration > Images
| Images
View Al Site Content Mew ~  Upload ~  Actions = | Settings ~ view: Al Pictures -
o= All Pictures »
= Images Explorer View
Tratoro Filenames
= Shared Documents Freven
Selected Pictures
= Knowledge Base clil A Wodify this view
i o s
Lists E Create View
= Calendar
= Tasks
= Projects
= Contacts
Dcwaopslss DFrang\pam Flowers
= Issues
= Web Links
Discussions
= Team Discussion
Sites
= Customer 1
People and Groups
[2] Recycle Bin

Using the Microsoft Office Picture Manager program can prove cumbersome at times.
An alternate method to upload multiple documents is to firstly change the view of the
Picture Library from the default All Pictures to Explorer View. You do this by selecting
Explorer View from the View menu in the top right hand side of the Picture Library as

shown above.

Team Site > Demanstration

‘Welcome Robert Crane ~ | (@)

» Knowledge Base
Lists

= Calendar

= Tasks

= Projects

= Contacts

= [ssues

= Web Links
Discussions

= Team Discussion
Sites

= Customer 1
People and Groups

] Recycle Bin

Frangipani Flowers.jpg stig.jpg

Farms

@4 Demonstration This List v [ R
= Demanstration > Images
| ;Jj Images
View All Site Content Actions | Settings ~ view: Explorer View -
Pictures
= Images
Documents {7 {2 CHREA C | A
» Shared Documents Lt e o] E S ods

ciaops1.jpg

ciaops1ss.jpg

In Explorer View you will see the images in the library displayed slightly differently from

what you saw before.
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( Images - Windows Internet Explorer.

Go-

webcentral.com.au/derofImages 1 Forr . ¥ (&) [4][x] [2

(bj H9 -0 )+
ol o B Page Layout

% My Pictures
© Fle Edt View Favortes Tools Help 4% fous &) posttodelicio.us €| Get More Add-ons ~

Q- © | P \@ rodes | [ (37 X 1) |- | G rocersime ck- @ U@ | GED@EL S

: address | (8] ks and Setti Pictures Y &d G

Welcome Robert Crane ~ | @ &

[his List &) | b

Folders
= (L) My Documents
(2 Add-in Express

3] %

® (2 Adobe
& () Camtasia Studio
& (2 Chessmaster 9000
{22 Downloads.
(5 My Downloads.
122 My eBooks.
® ) My Evernote Files C Il A C 1l A
& ) My Games c il A clill A c il A olds o @ s
) My Mestings olds o n s olds
@ () My Music
12 My Notebook.
= (2} My Pictures ciaops1ss.ipg ciaops.jpg ciaops-small.jpg
|20 Google Picasa. {FBAC728A-9CB6-4e3
) winDVD Capture

123 My Recsived Files - ny
() My Recsived Podcasts c il A S
) My RoboForm Data olds e i

My Shapes

{2 My Skype Content
(2 My Skype Pictures Bo0ps 500G Desktop.ini downloads-qos-buddy.
=) my stationery

(B pay videos @
= . [ | =30 v

2 cbjects selected 48.0KB *J My Computer

Page: 29 0f 29 | Words: 1,185 | 35 Englls;@ i REcycle 8 ‘J v

To upload multiple images into the library now, simply open your normal Windows
Explorer file manager, locate the files you desire to upload and drag and drop them into
the Explorer View page in the WSS v3 page.

View: | Explorer View

WinDVD Capture

Google
Picasa. {FBACT28A-9C. .

ciaops1.jog ciaopstss.jpg

Team Site > Demonsiration Welcome Robert Crane ~ | (@)

&4 Demonstration This List 1~ [ R

| e !
ety Demonstration > Images
[_.32 Images

View All Site Content Actions =~ | Settings ~ View: | Explorer View -
Pictures =
7 ] -
= Images i FY
Documents [l Copying... (=1 | D

S r B

= Shared Documents
= Knowledge Base ,j &
Ferraricalif-240x320.jpg

From My Pictures' ko 'Imagesl’

ciaopsiss.jpg

Lists

= Calendar
= Tasks

P ] (CEEEEEREEEEE ) [Ccancel

= Contacts

= \Web Links

= Issues
Frangipani Flowers.jpg stig.jpg

Discussions

= Team Discussion

Sites
= Customer 1
People and Groups
[5] Recycle Bin
s

Once you have dropped the images into the WSS v3 Picture Library you should see them
being copied across like shown above.
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Team Site > Demonstration

E Customer 1

&4 Demonstration

Welcome Robert Crane =
This List 1+ | Ell

e

Demonstration > Images

Images

View All Site Content
Pictures

= Images
Documents

= Shared Documents
= Knowledge Base
Lists

= Calendar

= Tasks

= Projects

= Contacts

= Issues

= Web Links
Discussions

= Team Discussion
Sites

= Customer 1

People and Groups

[2] Recycle Bin

Actions Settings ~

view: Explorer View -

Farms

Frangipani Flowers jpa

CHREA

ol s

ciaopsl.ipg

stig.jpg

The new images should now appear in the Picture Library.

Team Site > Demonstration

@@ Demonstration

E Customer 1

Welcome Robert Crane ~

This List ] | 2|

[

Demonstration » Images

= Team Discussion
Sites
= Customer 1

People and Groups

[z Recycle Bin

Images
Views All Site Content Actions * Settings ~ view: | Explorer View -
Pictures ~ All Pictures
= Images i Explorer View
Documents Loy Filenames
s (| cmecm =
= Knowledge Base
X Modify this View
Lists _t _ Forms ciaops1.jpg Create view
= Calendar
= Tasks
= Projects c il A
= Contacts o E s
= Issues
= Web Links
Ferraricalif-240x320,jpg ciaopslss.jpa Frangipani Flowers, jpg stig.jpg
Discussions

If you now change the view back to All Pictures all the images should now appear as the
thumbnails as they did before.
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Team Site > Demonstration

Welcome Robert Crane v @

## Demonstration

[ This List v\ \

o]

M Customer 1

|

Demonstration > Images

Images

View All Site Content
Pictures

= Images
Documents

= Shared Documents
= Knowledge Base
Lists

= Calendar

= Tasks

= Projects

= Contacts

= Issues

= Web Links
Discussions

= Team Discussion
Sites

= Customer 1
People and Groups

& Recycle Bin

New ~ Upload ~  Actions v Settings v

View: All Pictures R

]} bestbuy_thumb

[ciaops1

[ciaopsiss

A third method to upload multiple images is to firstly map a network place to the Picture
Library, as has been shown before for Document Libraries in Section 16.8. When this
mapping is complete the Picture Library should appear like:

-]
. File Edt ‘“iew Favorites Tools  Help f ,'
@ Back - J lﬁ /_ ) Search 0 Folders = E'r x E) - @ Folder Sync
| Address |B \\cia.webcentral.com, auldemal Images1 v| Go
Size  Type Date Modified Drake Picture Taken Dimensions
File: Folder 250942009 4:53 PM
File: Folder 25/09§2009 4:53 PM
_IForms File: Folder Z25/09)2009 10:59 AM
Liﬂ bestbuy_thumb. jpg Z7KE IPEG Image 41092006 9:18 PM
Li_ﬂ ciaops1.jpg SKE JPEG Image 240642009 2:07 PM
Li_ﬂ ciaops1ss.jpg GKE  JPEG Image 11/06f2009 1:52 PM
Llﬂ fFerraricalif-240:x320.jpg 2ZKB IPEG Image 21/09)2008 9:35 AM
Lk_ﬂ Frangipani Flowers, jpg 106 KB JPEG Image 2210712009 9:01 AM
Liﬂ stig.ipg 16 KB JPEG Image 3H12{2007 4:27 PM
9 ohiects 175 KB € Internet

You can change the view of the files just as you would any other folder using Windows

Explorer.
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. File  Edit Favorites  Tools  Help o
: oolbars >
- =
: @ Eiack.  Status Bar W= Folders = 7 x n - IE Folder Sync
= Explorer Bar 3
Address |3 ages 1 v| G
Thurnbnails
Mame Tiles Size | Type Date Modified Date Picture Taken Dimensions
ot Leons File Falder Z5(09/2009 4:53 PM
W List File Falder Z5/09/2009 4:53 PM
Farms ® Details File Folder 25/09j2009 10:59 AM
Lt_ﬂ bestbuy_th 27 KB JPEG Image 4i09/2008 2:18 PM 300 x 353
Lt_ﬂ ciaops1.jpg  Arrange Icons by S SKB JPEG Image 24/06§2009 2:07 PM 167 x 97
Lt_ﬂ cwaopslss.]! Choose Details. .. 3KB IPEG Image 11{06/2009 1:52 PM F0x 41
Ll_’j ferraricalif-] Customize This Falder. . ZZKE  JPEG Image 21/09)2008 9:55 AM 240 x 320
Ltﬂ Frangipani | 106 KB JPEG Image 22/07§2009 9:01 AM 1024 x 768
%) stig.ing GoTo * | 16KB JPEG Image 31122007 :27 PM 202 % 454
Refresh
Displays items by using thumbnails.

Simply select View | Thumbnails to see previews of all the images in the library.

. File Edt View Favartes  Tools  Help :;
é - 6 ) ; - i

e Back (=) ] lﬁ s Search || Folders oy (B x n @ Folder Syne

! Address |E} Y\cia.webcertral.com. au\demat Images1 v B G

CHNA clili ~
ol s olds

Forms bestbuy_thumb.jpg ciaopsl.jpg ciaopslss,jpg

ferraricalif-240x320.jpg  Frangipani Flowers.jpg stig.jpg

9 ohiects 175 KB € Internet

Because the Picture Library is now being displayed effectively in Explorer View you will
notice a number of additional folders that generally remain hidden in the WSS v3
library. It is important that these folders are not altered.

© www.ciaops.com
29 December 2014 Page 98



http://www.ciaops.com/

Chapter 16 - Tutorials

& Images1 Y
© File Edit ‘View Favorites  Tocls  Help ﬂ'
| PN O search | @
@Back \_J Lﬁ P Search u_ Folders = (B x m @FolderSync
: Address |E} Y\cia.webcentral.com. audemol Images1 V| Go
Yiew A cll A
Arrange Icons By R o n S
Refresh
Customize This Folder... 1.jpa ciaops1ss.ipg
Paste

Paste Shortout
(@ Groove Folder Synchronization  #

= 3

Properties

ferraricalif-240x320.jpg  Frangipani Flowers. jpg stig.jpg

To upload multiple images here simply copy the desired files from another Windows
Explorer windows and return to the WSS v3 mapped Picture Library. Then right mouse
click and select Paste from the menu that appears.

= Images’

sbs_pre_box1_jpg.jpg
From ™y Pictures' ta 'Imagesi’

] Cancel

T

ferraricalif-240x320,jpg  Frangipani Flowers.jpg stig. jpg

9 objects & Internet

You should then see the images being copied over into the location.
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File Edt view Favorites Tools  Help i

eBack - \_) 113 /.._\J Search U Folders =k x n v @Foldersvnc

Address |Lﬂ ‘lcia webcentral, com, auldermolImages 1

C N A clll ~
ol s olds

bestbuy _thumb.jpg ciaops1.jpg ciaopslss.jpg shs_pre_boxl_jpg.jpg

Fid

Windows
Small Business Server e

Ferraricalif-240x320.jpg  Frangipani Flowers.jpg stig.jpg Win-SmBizSrvr0S_v_rg...

11 objects 264 KB & mnternet

Once the copy is complete the new images should appear in the folder as shown above.

- Demonstration > Images
| Images

View All Site Content 1 New ~ Upload ~ | Actions ~ Settings ~ View: All Pictures =
Pictures

= Images
Documents

= Shared Documents
= Knowledge Base
Lists

= Calendar

= Tasks

= Projects

= Contacts

- [Jbestbuy_thumb [ciaops1 [ciaopsiss [ ferraricalif-240x320
= Issues

= Web Links
Discussions

= Team Discussion

Sites ”
.
= Customer 1 ‘ =
Windows;
People and Groups Small Business Server 2008
5] Recycle Bin

[JFrangipani Flowers [Jsbs_pre_box1_jpg [Cstig [Jwin-SmBizSrvros_...

If you now return to the WSS v3 Picture Library and refresh the page all the new images
should appear in the library.

16.10 Implementing shared OneNote notebooks

OneNote is an electronic version of a paper notebook where you can record all sorts of
information that you probably now typically keep on paper. You enter the information
into OneNote in a variety of ways including typing, copying and pasting as well as using a
stylus if available. You can also easily draw diagrams and include other graphics to
enhance the information that you save.
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OneNote allows you to easily edit and relocate your information. You can quickly and
easily create more space at the bottom of a page, move a section to another location or
create new pages and sections quickly and easily. You can even have multiple notebooks
for each different type of information.

When OneNote is installed it also installs a number of ‘clipping’ buttons to other
applications like Outlook and Internet Explorer. This allows you to easily send
information like emails or web pages directly to OneNote for later reference. As part of
this clipping service, OneNote will tag your information so you know exactly where it
came from for later reference if required.

By default, OneNote creates notebooks on your local computer. It is however also
possible to save these notebooks in a shared location such as a File or SharePoint server.
Once the notebooks are saved in a shared location they can be accessed by multiple
people. This allows a team to easily collaborate and share information such as emails
and projects. When changes are made they are immediately updated so that they are
available to all users of the notebook.

If the notebooks are saved in a shared location it is possible to work with them offline
and update the shared copy when back online. Using this feature it is possible to locate
OneNote notebooks on shared locations on the Internet and have them available to
users connected to the Internet. When these users are not connected to the Internet
they can still work on their local copy of the notebook and update the shared copy when
they return to being online.

This tutorial will show you how to create a shared OneNote notebook on a SharePoint
server that is hosted on the Internet.
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1@ Untitled page - Microsoft Office OneNote

{ Fle Edit Wew Insert Format  Share Tooks  Table  Window Help |j

(@ - @ - QNew -4 & 3@ - Wresk - YrTag ~Gndp @ 4P @[ 100% - L7 - B =L W0
» J Unfiled Notes Search All Notebooks 2 +
.......................................... X _IMew Page | n
Untitled page

Monday, 25 January 2010
11:23AM

m Untitled page -

The first step is to ensure that you have OneNote installed on your local machine. If you
do not already have a copy you can download a free trial copy from:

http://trial.trymicrosoftoffice.com/trialaustralia/product.aspx?re ms=o0o&family=
onenote&culture=en-AU

Once installed on your machine open OneNote, like shown above. You may find a
number of demonstration notebooks are loaded by default. You can either close these
or select to continue.
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Untitled page - Microsoft Office OneNote

EEi\e Edit Wiew Insert Farmat  Share Tools Table ‘Wndow Help |__ﬂ

Hew P Bage o O I TR, R : T -
|5 gpen » | subpage Cerl+Shift+ ; ’ 5
Close this Notshook ~ Section Search All Notsbooks 2 ¥
5ave As... S= Section Group ,_]New Page |
22| Publish Pages. .. g Motebook. .. Untitled page
;& Find add-ins for ather file Formats, . Page From Template. ..
d Email.. ChriShift+E @ Explain Chaices on this Menu. ..
Send Ta 3

Password Protect this Section,..
Open Backup
Page Setup...

Print Preview

Y=

Print... Ctr+P
Sync 3
Motebook Properties. ..

X Exit

+5 start Untitled page - Micros... | (= Hame - C : BN | ML % Y 1129 A0

To create a new shared OneNote notebook you will first need at least contributor rights
on a SharePoint site, whether hosted on a local server or on the Internet. You will also
need to know the location (directory or URL) into which the new notebooks will be
saved prior to creating the notebook. It is recommended that you create a separate
document library for saving OneNote notebooks to keep the same content types
together but this is not absolutely necessary.

Once you have this information select File | New | Notebook from the menu.
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1@ Untitled page - Microsoft Office OneNote

© Fle Edt Yiew Insert Format Share Tools Table  Window  Help E
@ @ - Quew -] % Ca @9 - | Wrask - vrTag - dxidp B @ [w0% - 27 .| B[IEL (.2

New Notebook Wizard |EHZ

ol

Unfiled Notes

......... _Mew Pags - | B3
i Specify the notebook properties
H Untitled page
“Monday]  Name: Colar:
From Template:

ﬁ Blank (o]

Clients Notebook

Personal Notebook

Research Notebook

Shared Motebook - Group Project

Sharad Natehonl - Dafarance Matarisle o

2
2
ﬁ Professional Services Notebook
a2
a2
2
2y N

E‘ otebook templates on Microsoft Office Onling

:5 start @l Untitled page - Micros /7 Home - CIACPS Den. .. B | @ % 9 1129 A

You will then be prompted for a notebook name and template style for the new
notebook. It is recommended that you keep the notebook name as short but descriptive
as possible and avoid using special characters like spaces, question marks, exclamation
marks and so on.

Once you have selected these options press the Next button to continue.

[ ed page osoft Office OneMote 5
! Fle Edit Wew Insert Fgrmat Share Tools  Table Window Help |7

(@~ @ - Onew || 4 G2 @9 - | VTesk - yrTag - Eide @ H @ [w00% - i1 B |=L (WL

New Notehook Wizard

Unfiled Notes

‘Who will use this notebook?
Untitled page

Monday () T will use it on this computer
11:23A
() Iwill use it on multiple computers

(=) {Muitiple people will share the H
Where should the shared notebook be stored?
(%) On a server (SharePoint document library, network share, or other shared location)
() In a shared folder on this computer

(@ About sharing notebooks between computers...
(@) About sharing notebooks with others...

[ < Back ]L MNext = ][ Cancel

:5 start M Untitled page - Micros... | (= Home - BN | ML %9, 11:29 A
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You will now be prompted for the location in which you wish to store the notebook. The
default option is usually ‘I will use it on this computer’, however to allow sharing select
the last option, ‘Multiple people will share the notebook’ and in this case because the
notebook will be hosted on a SharePoint server select the option ‘On a server’.

Press the Next button to continue.

T Untitled page - Microsoft Office OneNota !||E]
© Fle Edt ¥iew Insert Format  Share  Iools  Table  Window  Help |__E|
(@~ @ - Onew - (2] % 3 @9 - Wresk - YrTan - gsice B P @100 - Li7 .| B[ (W0

e

Unfiled Notes garch Al Notsbooks 2 =

New Notebook Wizard @

‘Confirm notebook location

Untitled page
Path:

|ht‘h::,.’,.’sharapoint.uaops‘comfdemofonenote v| [ Browse... ]

Hote:

The location must be a shared folder on a network, a SharePoint site, or another server
that other people can access.

To create a notebook on a SharePoint site, enter the site URL copied from your Web
browser (for example, http: ffexamplesharepoint/sitename). Then dlick Browse to specify
a document library or folder within the site, such as Shared Documents.

[] iCreate an e-mail with a link to this notebook that I can send to other people

< Back ][ Create ][ Cancel

MWL = % 1130AM

You will now need to enter the path or URL of the location in which you wish to store
the notebook. Remember that you require the ability to create files in that location. In

this case, the new notebook is being stored on a SharePoint server that is hosted on the
Internet, so the full URL is entered.

You can also elect to send an email to others to let them know about this new shared
notebook but it is recommended that you uncheck this option because identical emails
can be sent out once the notebook has been created.

When you have entered the required information select the Create button to continue.
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A ed page osaft O e OneMNote
© Fle Edt Yiew Insert Format Share Tools Table  Window  Help |j
@@ - Qdnew -] b G B9 - Worask - YeTag - dsicip 4@ w0% - Y7 - | B [I= . 0.0

ol

Unfiled Notes

New Notebook Wizard

......... ‘Confirm note ~ @

Connect to sharepoint.ciaops.com |E| \X|

Monday Path: Iﬁ)\
11:234 http://share] I'%\%

_Mew Pags - | £

Untitled page

Browse...

L= Connecting to sharepoint.ciaops. com.
« Thelocs| ther server
T, User name: director@ciaops..com v
*  Tocreaty ur Web
i browser|| Password: I:l e to specify
@ docum|
E [Cremember my password
I:‘ Create arj

[ < Back ]l Create |[ Cancel

is Start ¥ Unttled page - Micros...  f Connect to sharepoin... | (- Home - € . EN

M@ % 9y 11:30 AM

If the location in which you have chosen to store the new notebook requires a password
for access you will need to enter it now. If you are storing the new notebook on an

internal server then you will normally not be prompted for credentials as they will
automatically be passed through to the server for you.

Press the OK button once you have entered your login details.

1 Untitled page - Microsoft Office OneNote

! Fle Edit Wew Insert Fgrmat Share Tools  Table Window Help |7

(@~ @ -[Cotew ~ (2] % Ga @9~ | Wik - 70 - &g @A P @) 100% - 2i7 - B =W
@ Work Mew Section 1 | Search All Notebooks 2+

E | . |_Mew Page v| »

E Work | ¥

Untitled page

Manday, 25 lanuary 2010
11:31AM

0 Urtitled page - Micros... | (= Home <€ EN M@ % 9, 11:31 A0
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You should now see a new notebook displayed in OneNote. You will notice that near the
notebook name, in the upper left of the screen, is a sync icon. In this case it is green
which indicates that the information on the server and the information displayed to you

are the same.

Once you start entering information into this notebook it will automatically be synced
with the server in the background. This process will also update any one else who is
working with the notebook from the server.

(7 OneNote - Windows Internet Explorer |-_HE|E|
@\— ¥~ |§, http: fisharepoint . ciaops .comjdemoOnerote/Forms/ alllkems  asp:x V| +p|[ % | | R
— " & £ »

w o I'_’,éOneNnte ] l T B v # o+ |:rpage « {0 Taoks -
CIAOPS Welcome Robert Crane = | @ &

SRR CIAOPS Demo [This st 58] ]

ol s

Home Demo | Test CorrectSolutions Acetek  SMBITPro  Training Site Actions ~

- CIAOPS > CIAOPS Demo > OneNote
| ~_-1] OneNote

View All Sitz Content New + | Upload = | Actions = | Settings = view: | All Documents ~ ~
S Type MName Modified ) Modified By

OFELEEES Ca work 25/01/2010 11:31 AM Robert Crane

Pictures

= Images

Documents

= Shared Documents

= Knowledge Base

= OneNote

Lists =
= Calendar

= Tasks
= Projects
= Contacts
Nicruccinne

Dane @ Internet
—_—— - ~

+s Start Untitled page - Micros. ., -G

If you now visit the location where the notebook is stored on the SharePoint server, you
will find a folder with the name of the notebook in the document library (in this case

Work).
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neNote - Windows Internet Explorer

Lz |§, http: ffsharepaint cizops, comjdemo/OneMote/Farms/ Allltems, aspx?RootFolde V| +2 (X |L|ve Search | P~

ﬁ_&lgOneNmte ]_l ﬁ v ~ @ v |1k Page ~ Q Tools =

CIAOPS Welcome Robert Crane + |
C

>

CIAOPS Demo [This List_~][ 2]

Home Demo | Test CorrectSolutions Acetek  SMBITPro  Training Site Actions ~

= CIAOPS > CIAOPS Demo > OneNote > Work
[E OneNote
View All Sitz Content New - ‘ Upload = ‘ Actions | Settings * View: | All Documents v

EDES Type MName Modified _! Modified By

Feedback
OlFE=is F2  OneMote Table Of Contents ! vew 25/01/2010 11:31 AM Robert Crane
Pictures

= Images
Documents

= Shared Documents
= Knowledge Base

= OneMote

Lists

= Calendar

= Tasks

= Projects

= Contacts

[E3

Micrnesinne

Done 0 Internet

If you drill into that folder you will find the contents of that notebook displayed as single
files.

In the above screen shot you can see only a single file as that is all that there currently is
in our new notebook.

{= OneNote - Windows Internet Explorer

6\9 - |§, http: ffsharepoint . cizops.comjdemo/Cnehote/Forms/ Allltems . aspx ?RootFolde V| || % |LiVE Search | |-
W Iﬁcmemote ] l - - = - b Page - £ Tooks -
CIAOPS ‘Welcome Robert Crane = | A
C N A This List v
CIAOPS Demo [This List 3] Ed
ol s
Home Deme | Test CorrectSolutions  Acetek  SMEITPro  Training Site Actions ~

= CIAOPS > CIAOPS Demo > OneNote > Work
[Q OneNote

View Al Site Content New = | Upload - | Actions - | Settings = View: | All Documents  ~
=TS Type MName Modified _) Modified By

Feedback
" Fesdha Gl New Section 11 rew 25/01/2010 11:34 AM Robert Crane

Pictures 2 Onehote Table OF Contents ! Hew 25/01/2010 11:33 AM Robert Crane
® Images G Page 2!new 25/01/2010 11:34 AM Robert Crane
Documents

= Shared Documents

= Knowledge Base

= OneMote

Lists

= Calendar

= Tasks

= Projects

= Contacts

Nicrnccinne bl

Done 0 Internet .
—
+5 Start T un
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Once you update the notebook and add more pages you will see them appear in the
folder in the document library.

Information - Microsoft Office OneNote

EEl\e Edit Wiew [Insert Farmat  Share Tools  Table ‘Wndow Help |__a

Hew Pl W Tk - svTag - Gicip B @ w00% - 2i7 - B[I=L (.2
Open 3

Close this Motehook Page 2 Search All Notsbooks 2 +

Save ds.. e s ._]NEW Page - | s
Publish Pages. .. Information

Find add-ins for other file formats. ..

> & [t B2

E-mail... Chrl+Shift+E
Send To 3
Password Protect this Section,..

Open Backup

Page Jetup...

Print Preview

Y=

Print... Chrl4+P

Sinc 4 @_i, Notebook Syne Status...

Matebook Properties. .. Sync All Nokebooks Mow F3

1 http:fysharepaint. .. fMew Section 1.0ne Syne this Mokebook Mow  Shift+F9
W Ext ‘Wark. Offline

————— — — =
i4 start Infarmation . 7> Onehlot o EM MWL = % 1135 AM

Although a notebook stored on a SharePoint server will automatically synchronize in the
background it is possible to force this synchronization process at any time. To do this
select File | Sync | Sync All Notebooks Now or simply press the F9 key.

When synchronization occurs, the green sync icon next to the notebook name in the
upper left of the screen will spin. Once it stops spinning the synchronization is complete.

File Edit “iew Insert Format Share Tools  Table  Window  Help |j

e

@~ @ - | CuMew (] % S @9 - WTask - YoTag - &cip B 4H | @[ 1w00% - Zi17 -

Uiﬂ Work Mew Section L | Page 2 Search

B OneNote needs a password to sync some of your notebooks. Click here to see the list of sections and notebooks that 3
require passwords,

Infg

ﬁWOrk ¥ |

‘Monday, 25 January 2010
11:32 AM

If you return to the notebook after closing the OneNote application you will find that
OneNote automatically opens the notebook for you. However it merely opens the last
local copy of the notebook it has stored. It is possible that additional updates have been
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made to the notebook since it was closed so you need to ensure that these changes are
synchronized.

As you can see above, when you open the notebook at the top of the page will appear a
warning that prompts you that you need to login to get the latest changes to the
notebook from the remote server. This will normally not occur with internal servers as
they typically automatically pass through any login credentials.

File  Edit Wiew Insert Format  Share  Tools  Table Window Help [ 7]

@ - @) - | camew - [ (=] # B3 B9 - WTask - frTag -~ deidip 45| @ | 100% - ;_;1? - B

» @ Work Mews Section 1| Page 2 Search All Motebook

.
11
1

-
£ ® OneNote needs a password to sync some of your notebooks, Click here to see the list of sections and notebooks that | | 1Mew Page
‘ i ds.
_Ef#'h SRS work (http: ffsharepoint, ciaops, comydemofonencke,work)
~ Information
“Monday, 25 January 2010
11:32 AM

To login to the remote notebook to access any changes simply click on the warning
message and select the location of the notebook that appears.

M Information - Microsoft Office OneNote - L| Xl
© Fle Edt ¥iew Insert Format  Share  Iools  Table  Window  Help |_=ﬂ

(@@ - onew - [ K S EB[9- Wrask - frTen - Sidie 4P @ 00 - Bi0 - B -0

» | B work Mew Section 1| Page 2 Search Al Notsbooks 2 ~
=
§ ;a Onelote needs a password to sync some of your notebooks, Click here to see the list of sections and notebooks that |_INew Page -l
i “®  require passwords. T
%I] Connect to sharepoint.ciaops.com |1| Fi| Information

g
“Monday, 25 Ianuary 201 Iﬂ] \}
11:32AM

Connecting to sharepoint.ciaops. com.

User name: directar@ciaops.com LN an

Remember my password

M@ Infarmation - M

You will then be prompted to enter your login details for the remote notebook.

Press the OK button when complete.

© www.ciaops.com
29 December 2014 Page 110



http://www.ciaops.com/

Chapter 16 - Tutorials

- Fle Edit  Mew Insert  Formakt  Share

g.@,.@v CauMew | [~ | & =3 @

MNotebooks “ w Waoark

@Wurk G R

S Mew Section 1 {

[ Page 2 Inf':lr
Monday,
11:32 AN

Upon correct login you should see the green sync icon near the notebook name spin as
any updates are loaded to your local copy. The time that this synchronization takes
depends on how many changes have occurred since the local notebook was last
synchronized with the server.

When the synchronization process is complete the sync icon will stop spinning and
remain green. Depending on how you have your notebook view configured you may
also see a green tick with the sync icon indicating that the process is complete.

Now the copy of the local notebook and the one on the server are the same.

Information - Microsoft Office OneNote
© Fle Edt ¥iew Insert Format  Share  Iools  Table  Window  Help |__a
(@ - @ - nmew -] % G - | WTask - fTag - o BB @[ w0% - 2in - B[I=L (W2
Notebooks « w Wark New Section 1| Page 2 Search All Notebooks 2
@ 4
mw"”‘ o = . ) |_]Mew Page %
= New Section 1 : Infarmation
= Page 2
FeatherText
ure
.;0 Unfiled Mates
§G All Motebooks >

Infarmatian

If a file is embedded in a OneNote notebook that is stored on a SharePoint server that
file can be updated without the need for OneNote on the remote desktop.

© www.ciaops.com
29 December 2014 Page 111



http://www.ciaops.com/

Chapter 16 - Tutorials

neNote - Windows Internet Explorer
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This is because the file that is embedded in the OneNote notebook page is actually
saved in a separate folder in the document library as shown above (in this case the

folder called Page 2_onefiles).
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Inside this folder you will find the embedded document which can be updated without
OneNote and any updates will also be pushed out to the OneNote notebooks when they
synchronize.

ﬂ Information - Microsoft Office OneMote

© Fle Edt ¥iew Insert Format  Share  Iools  Table  Window  Help |_=ﬂ
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You can view the storage location of a OneNote notebook by simply right mouse
clicking on the notebook name in the upper left and selecting Properties from the menu
that appears.
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Tl Information - Microsaft Office OneNote Ag
File Edit View Insert Format  Share Tools Table Window Help |__ﬂ
(@ - @ - new -] % G | WTask - frTag - &icp @S @[ w0% - Lin - B[E=EL (W2
Notebooks i m Work New Section 1| Page 2 Search All Motsbooks 2+
| Wark Sy
u F v 3 e . |_Mew Pags |5
I New Section 1 : IﬁfOrmatiOn Information
[En Page 2 " J

Notebook Properties

path: http:/fsharepoint.ciaops.com/demo onenote fWark/

Display name: |Work |

‘w Work ‘

@ Unfiled Motes
i{j All Motebaoks *

e — -
iy Start (= Onehlate - Windows 1. Information - Microsa.... EM ML % % LOLPM

You will then see the path to which the notebook is displayed as well as an option to
change its location if desired.

Press the OK button when complete.
16.11 Uploading documents to a SharePoint document library
The Shared Documents area in SharePoint is called a Document library. In here you can

store any sort of file you wish including things like documents and spreadsheets. This
paper will cover the following topics:

1. Uploading a single document via a web browser
Uploading multiple documents via a web browser
3. Uploading documents via mapped drives

N

1. Uploading a single document via a web browser

To upload a single document click on the Upload button from the menu bar of the
Document Library.
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/- Shared Documents - Windows Internet Explorer

_ 5] X
e @[] h bfSharec200: T =] 14| x| [ Live searcn £
) 1 comparyweb(=harexft20Dacuments{Formsjal items. asp + 29 Live Seard
< Favarites | 5 @ sungestod Sites = B Web Slce Galery -
{& shared Documerts | Xy - Bl - o= - Page - Safety - Tools -
Companywieb

g companyweb

Welcome Robert = | @ =]

[This List =] yel
| oy

— Companyweb > Shared Documents
| ;j Shared Documents

wiew All it Content

Site Actions -

Share & dacment with the b=am by adding it to this documen lbrary.
Documents

Mewr | Uplad - Ackions T Sebtings ~

= Shared Documerts

Wiews; All Documents  ~

Type

There are no items’

arme Modiied ) Modified By
® Fax Center

“Shared Documents" document ibrary. To create a new item, click "New” or "Upload” above.
Lists
= Calendar
" Tasks
Discussions
= Team Discussion
Sites
= Archived E-Mails
Pictures

= Photos

People and Groups

€] Recycle Bin

[T T [ [ [f % Locsl ntranet | Protscted Mads: OFF

[“a ~ [®100% -

You should now see a screen like:

@T\t\/ ) ® [£] http:companyweb/_layouts/Upload, asp<List=": 7EEBSEF A1 C 92D 2S0A%:204735%2DAFEE %2D661 5883570 7] | 44| X | [ Live Search R~
¢ Favorites ‘ Tl & suggested Sites @ | wieh Slice Gallery =

& Upload Document | | T~ B - ) @ - Page~ Sefety - Toos~ @~
Comparyweb

&4 companyweb

Companyweb > Shared Documents = Upload Document

Upload Document: Shared Documents

upload Document Marne;

¥ overwrite existing files

Browse ko the document you intend to upload,

Click
Browse

welcome Robert + | @ =]

Cancel

Done

[ [ [ [ [ Cocalintranet | Protected Mode: Off

[V - [®o0s% ~

If you click the Browse button you can navigate to any file on your local system like so:
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@?} L4 Ig‘ http:,i,icDmuanywebfﬁlayuutsiuu\uad.aspx?List=%7BEESBFA1C%2D250A%2D4739%ZDAFEE%ZDGSISBCEQS?UFj *2|| X II!” Live Search £~
.7 Favarites ‘ 95 € suggested Sites ~ @ | Weh Sice Gallery -
& Upload Dacument | | M- - [ g ov Page - Safety - Tools - @
Companyweb Welcoms Robert = | ;l
ﬁ'{'ﬁ Companyweb {"_?(hnnse File to Upload [<]
P
Iiiii ek)v [&1 ~ Robert Crane = Documents - ml Is.garch @J site Actions ~
cljm[ Organize v 5 Views = | | Mew Folder @
Favorite Links Nam.e - . |.| Date modified |.| Type . |v| Size: |.| Tac
|_fiSharePoint 5PS_che,., 28{03/2008 2:53.., DOC File 71 KB
B Desktop | |SharePointMestingiy ... 25/03/2009 1:06... PPT File 451 KB get
Uple W& Computer || Transform Your Busi,., 5/11/2008 3:08 PM  POF File 1,082 KB
Brow, E| Documents = wssops 27]04/2009 5:40,,,  JPEG Image 7KE Browse...
E Pictures
@ Music
|4 Recently Changed
[ searches oK Cancel |
. Public
Folders ~ 4] | _’l
File name: [wesops x| [aiFies |
4
button

Ad|
Local intranet | Protected Mode: OFf 5 - | L 100% - /JI

After selecting the file to be uploaded and pressing the Open button the location of that
file will be transferred to the Name field in the SharePoint site.
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pload Document - Windows Internet Explorer HE
@;\/ - |g http:,l',l’companyweb)’_layouts;'unlaad‘aspx?List=°.fu?BEBSBFRIC%ZDZSDA%ZD‘I739°J02DAFEE°./‘°2D661EBCEQS?DFj 2| % If" Live Search

2
{3 Favarites ‘ {.5 1€ Suggested Sites ~ & | Web Slice Gallery
{& Upload Document | | ﬁ - | Qég ~ Page~ Safety = Tools = .@.-
Companwed ‘Welcome Robert | =
ﬁ’ﬁ Companyweb

[EE .

Companyweb = Shared Documents > Upload Document

Upload Document: Shared Documents

Upload Document Mame:

IC:\Usars\rubsrt\DD:urnents\SharsPuint Browse..

¥ Gvervirite existing files

Browse ko the document you intend ko upload.

OF Cancel

Press OK

to upload

Done

% Local intranet | Protected Mode: OFf g v | w00 -
I O Y A

To upload the selected document to the Shared Documents area of SharePoint, simply
press the OK button.

7> Shared Documents - Windows Internet Explorer

_ 2] X
@;‘/ » [&] hiip: feompanyweb shared=s20D0cuments Forms/AlTtems. asp =4 | x| [ Lve search L~
i Favarites | <3 @ Suggested Sites © @ Web Slie Gl +
(€ Shared Documents | | 3 v B - L) = - Page~ Safety - Tooks - -
Companyweb tfelcome Robert = | ;I
#4d companyweb [his List =] L
| ome
— Companyweb > Shared Documents
L—Jj Shared Documents
vigws All Site Content share a document with the team by adding it te this document library.
Documents Mew | Upload =  Actions ~  Settings = view: All Documents -
= Shared Documents Type  Hame Modified ) Mocdified By
O [RESEEY @] SherePoint SjR cheat_sheet_t ! new

6/15/2009 2:33 P
Lists

Reobert

= Calendar

= Tasks
Discussions

= Team Discussion
Sites

= Archived E-Mails
Pictures

= Photos

People and Graups

] Recycle Bin

New document
now in library

Done

|
[%a - R0 -
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You should now see the document you selected appear in the list for the Document
Library. In this case, a Word document has been uploaded and the Word icon appears at
the beginning of the line to indicate the document type.

You can repeat this process of selecting Upload in a Document Library, then pressing the
Browse button and locating the desired file and finally selecting OK to upload
documents.

2. Uploading Multiple Documents via a web browser

SharePoint supports the ability to upload multiple documents, however it only does so
on machines that have Microsoft Office installed. This means that unless you have
Microsoft Office installed on the machine from which you plan to upload multiple
documents to SharePoint that functionality will not be available.

If you access a SharePoint Document Library from a machine without Microsoft Office
installed and select the pull down arrow next to Upload from the menu you will only see
one menu option like so:

Documents

Mew = l.lpluad = Actions - Settings -
# Upload Document

Ipboad a docurmnent From » WO
computer bo this ibrary, g
S—s 1]

However, if you repeat the process using a machine that has Microsoft Office installed
you will see two menu options like so:

Documents

New ~ | Upload |~ | Actions ~ Settngs v

Upload Document

= 200 _? \ Upload Hultlple Documents " Jos

- documents fron

201

Use the Upload multiple documents so you can transfer your documents by simply
selecting the files required and pressing the OK button.

To do this click the Upload multiple document option from the menu after clicking on
the arrow to the right of Upload to reveal the drop down menu.
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Click arrow to
reveal menu

Documents

New ~ Upload-'

% 1 T Gomputes 1o th I
xR 0 ? Upload lluftlple Documents fo!
- 2101 _] his ':‘r'.%' y

You should then see a window like shown below where you can simply navigate to the
files that you wish to upload onto your system that reside on your local workstation and
press the OK button to commence the upload.

Upload Document: Documents

Upload Document

7] cver i L
Browse to the document you intend to upload. BrzmmE miy

= @' Desktop Mame Size  Modified
=1 My Computer O El cpingst 1KE  26/03/2007 10:22 PM
il Live Mesh Falders [0 Eltestpbat 1KE  21/03/2007 10:44 PM

{0 My Documents

|2 Shared Documents

JH 3% Flappy [8)

go Local Disk [C:)

j Audio CD [D2)

) MICROSOFT_DVDS [E: o

< Extra [F:] - ) CheCk WhICh

e Local Digk [M:]

[#]-2ge Local Disk (M)

\I_-j iy Metwork Places
(L) My Documents

files to upload

Simply use the navigation pane on the left to locate the directories from which you wish
to upload file from your local machine. Once you have located the directory and opened
it for viewing, simply click in the box next to the required entry on the list of files that
appear on the right of the screen.

By default, the option to Overwrite existing files will be enabled. This can be disabled by
unchecking the option in the top right of the screen.

When you have completed making all your selections simply press the OK button to
commence the transfer. The time taken to transfer the files will vary depending on the

total size of the files you wish transferred.

When the transfer process is complete you will be returned to the Document Library.

3. Uploading documents via mapped drives
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The first step in the process is map a drive on your local computer that refers to the
SharePoint site. From there you can use this mapped location as you would any other
drive on your system, for example to simply drag and drop files between the locations.
The method of setting up a mapped drive varies slightly between versions of Windows.
Uploading documents via network places in Windows XP

This section will cover how to create a standard Windows XP network place that points
to a SharePoint Document Library. You will need access to a local workstation and need
to know the address (URL) of the SharePoint Document Library you wish to directly map
to.

Robert Crane

e Internet [J My Documents
¢

Internet Explorer
— . 5 My Recent Documents »
[~ E-mail
u—l:)/ Microsoft Office Outlook [f] My Pictures

A Ja v Select My
e 9! My Computer
Windows Media Player . N k P I
etwork Places
;ﬁ Windows Messenger
B" Control Panel
@ Tour Windows XP Set Program Access and
Defaults

o Files and Settings Transfer &é Printers and Faxes
Wizard

]
L’g Microsoft Office Word 2007 9) Helg e pport
/‘.) Search

All Programs D 7~/ Run...

@ Log OFf @| Shut Down

{7 Wiki - Windows Inter.., [® Test: Wik - Microsoft ... | [ Microsoft Word N | @y, % 2:02pM

4 start

On a local workstation running Windows XP select the option My Network Places from
the Start menu after logging in as the required user.
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g | My Network Places

File Edit Wiew Favorites Tools  Help

\_) Back J l-@ p Search u__ Folders v

Address ‘g Iy Metwork Places

The Internet
MNetwork Tasks

ez Add a netwark place v
ﬂ_‘. Wiew nebwark connectio v
‘:.], Sek up & wireless network

for a home ar small office

@ Search Active Direckory

@ Show icons For networked
LPAP devices

/4 Select Add a
network place

Other Places

@ Desktop

ﬂ Entire Metwork.

Q My Computer

5} My Documents
%22y Printers and Faxes

Details

® - Mic,..

File Edit ‘Wiew Favorites Tools  Help

L’@} psaarch u Folders -

Welcome to the Add Network Place
Wizard

This wizard helps you sign up for a service that offers online storage space.
You can use this space to store, organize, and share vour documents and
pictures using only a'Web browser and Internet connection,

You can also uge this wizard to create a shortcut to a'Web site, an FTF site,
or ather network location.

To continue, click Mext

W Add Met, ..
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In this case click Next to continue with the wizard.

. | My Network Places
File Edit Wiew Favorites Tools  Help ”

OBack "\-) L% psaarch [{T“ Folders -

Add Network Place Wizard

Network T3 ‘Where do you want to create this network place? N
Q Add a ns Q&)

& viewn

;"g Set up o Select a service provider. [f pou do not have a membership with the pravider you select, the wizard will help
Far & ho wou create an account. To just create a shortout, click "Choose ancther network location, ™

< search Service providers

@ Show ic:
UPnP def

Other Placd

@ Dreskkop|

“ Entire 1

g My Com|

B My Doy

R4y Printers

[ < Back u Mewt > J[ Cancel ]

W Add Met, ..

Click Next again to continue.
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" My Network Places

File Edit Wiew Favorites  Tools  Help -ﬂ!

'\_) Back. -J l-ﬁ p Search [13‘ Folders v

Add Network Place Wizard

Network T3 Wwhat is the address of thiz network place? m
‘!z Add a n %

ﬁ_‘ Wiew

‘—:..], Set up o Type the addresz of the ‘web zite, FTP site, or network location that this shortcut will open.
far a ho

@ Search 4

@ Show ic Internet or network address:

= UPRP ds
http:/ /companywebshared documents V| [ Browse...

Wiew some examples.

Other PlacH

@' Deskkop|

@ Entire M
Q [y Com|

5 My Docy

%22y Printers

Enter
SharePoint Site
address

[ < Back ”, M est > J[ Cancel ]

3 Microsaft. ., T My Netw, .. B A Nt .. EN | L B, % 203 PM

Enter the address of the SharePoint Document Library, in this case
http://companyweb/shared documents.

Press Next to continue.
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I
" My Network Places
File Edit Wiew Favorites  Tools  Help i’

O Back I'\_) L% p Search [{2‘ Folders v

Add Network Place Wizard

Network T4 What do you want to name thiz place? m
Q Add an

.; Wiew
;‘i Setup 4 Create a name for this shortcut that will help you easily identify this netwaork. place:

far a ho
@ o http: /¢ companyweb/shared documents.

_ Shaw ic
UPnP del  Type a name for this netwark place:

:s:haleu:l documents on companyweb

Other PlacH

@' Deskkop|

@ Entire M
9 [y Com|

5 My Docy

%22y Printers

[ < Back ” M est > ][ Cancel ]

ﬂ Test: Wik, ..

3 Microsaft. ., T My Netw, .. B A Nt .. EN | L M@, % 2i0Eem

Provide a descriptive name for the new network place, in this case ‘shared documents
on companyweb’.
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- 3]x]

\_/'l lﬁ /_\J Search /5 Folders v

:;'

Completing the Add Network Place
Wizard

r'ou have successfully created this network place:

zhared documents on companywel

A ghortcut for thiz place will appear in My Mebwork, Places,

Open this netwark place when | click Finish.

To close thiz wizard, click Finizh.

Finigh ][ Cancel ]

¢4 Start o | (@ vicrosoft.. | ey etw. . B A Nt .. EN

Leave the Open this network place when | click Finish checked.

Press the Finish button to complete the process.

w Go

2:03 PM
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® shared documents on companyweh |._||i||£|
File Edit Wiew Favorites Tools  Help #
O Back IJ l@ p Search [Ei‘ Folders v
Address Q Ycompanywebishared documents V| Go
] ) sharepoint - business, dacx
File and Folder Tasks Microsoft OFfice Word Document
535 KB
E’ IMake a new Folder
e Publish this Falder ko the sharepaint-tech-primer, dacx six secrets, docx
Web Microsoft Office Word Docurment Microsoft Office Word Docurnent
1,551 kB 34 KB
Other Places
ﬁa My Metwark Places
My Documents
9 My Computer
Details
OWE fa T Miki - Mic, . I'ﬁ' Microsoft Word & 2 ‘WindowsE,., -~ EN - g ", 3¢ 2104 PM

The network place should now be displayed and it should display the files in the
SharePoint Document Library.
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PR

Look in: |g My Mebwork Places v| @ -3 b T EH -

o Trusted “Entire Metwork
Templates | | sty weh Sites on MSH

& My Recent "3 <hared documents on companyywet
Documents

@' Deskbop
Iy
B Documents

2l

Compuker

g My Metwark,
Flaces

File: name: | v |

Files of Lype: |AII Word Documents (*.docx; *.docm; *.dobx; * . dotm; *.doc; *.dat; * htemg * . html; *.ekF; *.mbk; * vl

[ Open H[ Cancel ]
=

‘Words: 0 |

¢4 start

- Microsaft ... Microsoft

Now, when you use any application you can navigate to the network place you just
created that points to the SharePoint Document Library just like any other file location.
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®% shared documents on companyweb

File Edit Wiew Favorites Tools  Help i
. \ B =1, -
@ Back </ lﬁ 7 Search I.L-__ Folders
Address |;_;) \hcomparywebishared documents v| E
X
Folders Liq_y_-‘ [ sharepaint - business.docx
[E} Deskeap Farms =k Microsaft Cffice Word Document
535 KB
Lj____} My Dacuments ==
=¥ My Computer L'E sharepoint-tech-primer, docx Liq_y_-‘ " six secrets. docx
& 314 Floppy (A1) = Microsoft Office Word Document 0= Microsoft Office Word Document
% Local Disk (C2) 1,551 KB 34 KB

(#3 PI_VER_2_0_REY_D (D)
[&F control Panel

= g My Mebwiork Places
“ Entire Metwork
@ My Web Sites on M3N
SR8 -} red documents on compa

IC3) Forms

& Recycle Bin

—'—_ - 3 r -
1y Start - 450 ic... Micras ’ @ shared docum, ..

If you use Windows Explorer you should also be able to browse to this location under
My Network Places. The ability to create and edit documents here is determined by the
user rights within the SharePoint site.

Upload a document via network places in Windows 7 or Vista
Windows 7 and Vista provide the ability to map directly to a SharePoint site without the

need to create a network place. To do this firstly launch Windows Explorer which is
normally the folder icon just to the right of the start button as shown below.

Windows Explorer

€|

Click
Windows

Explorer
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| fuv|ﬁ b Libraries »

Organize - Mew library

i Favorites
B Desktop
& Downloads
£l Recent Places
.. Program Files (x36)

. Libraries
@ Documents

J" Music

[ Pictures

E Videos

L e omputer

Fﬂ Metwork

Libraries
Open a library to see your file

==
& Documents
--.._,,I? Library

H Videos
S Library

Click

Computer

Once Windows Explorer has launched select Computer from the window on the left.
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@?"‘*

Organize * Systemn properties Uninstall or change a program Map network drive Open Control Panel
4 .7 Favorites 4 Hard Disk Drives (1)
B Desktop Local Disk (C3) Click
& Downloads ~ o e
s 115 3B free of 126 GB Map network
= Recent Places drlve
| Program Files (x86) 4 Devices with Removable Storage (2)
[ DVD Drive (D:) OFFICEL2
4 Libraries $ Floppy Disk Drive (A:) ‘J 0 bytes free of 532 MB
> =] Documents 4 b
s & Music 4 Other (3)
Pict
>|§| retures s ConCia0se < DonCiANs0
&4 Videos = Systern Folder - Systemn Folder
- -
> 1% Computer | F on CLAD0SO N on CIAQ050
W System Folder r——:v.ﬂ System Folder
i 3 =3
» ﬁj Metwork

Upon selecting computer you should see all the drives that are available on your local
computer. You will also notice a menu bar appear just below the address bar at the top
of the window. One of these items is Map a network drive. Click here to proceed.
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@Qvtﬁ » Computer » - | "| | Search Cof
Organize * System properties Uninstall or change a program Map network drive Open Control Panel
I Favorites 4 Hard Disk Drives (1)
B Desktop | acal Disk (C:

4 Downloads
1= Recent Places
. Program Files (x86) 4 Deg

1\;) % Map Network Drive

What network folder would you like to map?

= Libraries =
= " =
J peaments Specify the drive letter for the connection and the folder th
&' Music 4 Of
Pict:
Il Pictures Drrive: ’Z: -
B2 videos =
1% Computer = Bxarple: Viserverishare
. S [7]Reconnect at logon
€l Network

[[] Connect using different credentials

Connect to aYWeb site that you can use to store your documents and pictures,

Finish

A Map Network Drive window will now appear asking you to select a drive letter and a
folder. If select the arrow to the right of the drive you can any drive letter.

Into the folder area you will need to type the address (URL) of your SharePoint site or
SharePoint Document Library like shown below.
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@l\;‘/‘l'ts » Computer » - |4’| Search Col
Organize v Systern properties Uninstall or change a program Map network drive Open Control Panel
i Favorites 4 Hard Disk Drives (1)
Bl Desktop | nral Dick (C:)
4 Downloads @ @

y
= Recent Places

; Map Network Drive
| Program Files ;86) 4 D b/ R Mep

=5 Libraries What network folder would you like to map?

"= Documents - . . -

J Specify the drive letter for the connection and the folder that you want to connect to:
& Music 4 Of

k=| Pictures

= . = Dirinve: Z: v]

B Videos =

S Falder: http:,-’,-‘supportweb.ciaops.net.auK1 hd Browse..

= Example: Viserverishare

S [#] Reconnect atlogon

1M Computer

Qi Metwork
[T Connect using different credentials

Connect to a Yfeh site that you can use to stare wour do

Enter site
URL
Upload

You can also choose whether you wish to have this drive reconnect at login and whether
you wish to access this location with a different set of credentials that you are currently
using on your network. If you are planning to continue to use this SharePoint location it
is recommended that you check the box Reconnect at logon.

When you have made your selections press the Finish button.
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@'\_-j'tﬁ' » Computer »

4 Libraries
3 Documents
J’ Music 41
le=| Pictures
B videos

|D | Password |
| Domain: robert-PC

[7] Remember my credentials

[ oK J’ Cancel ]

- |‘¢ | | Search Conf

Organize v System properties Uninstall or change a program Map network drive Open Control Panel
' Favorites 4 Windows Security @
B Desktop Connect to supportweb.ciaops.netau
& Downloads Connecting to supportweb.ciaops.net.au @
12 Recent Places
. Program Files (x86) 4
“.Iser narne |

tto connect to

Browse...

1% Computer

e‘ﬂ Metwork

Example: Vuserverishare
Reconnect at logon

[] Connect using different credentials

Connect to a Wéeb site that you can use to store wour docurnents and pictures,

If the SharePoint location you connecting to requires a password you will be prompted

for one now.

Simply enter the login details you have been provided for this SharePoint site and check
the Remember my credentials checkbox if you plan to use this location regularly.

Press the OK button to continue.
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QQ |L..5‘ + Computer » DavWWWRoot (Wsupportweb.ciaops.net.au) (Z:) » - |¢,| | Search Day
Organize * MNew folder
o MName . Date modified Type
‘:,Comp”te_r ! blog 18/11/2009 157 PM  File folder
imw Local Disk (C:) . R -
DVD Drive (D) OFFICEL2 . Book Reviews 29/07/2009 10:54 ... F!Ir:fclcler
- . Brochures 21/03/2007 3:44 PM  File folder
2 DavWWWRaot (Wsupportweb.ciaops.net.au) (Z) ! default 11/02/2007 636 PM  File folder
bleg | General Knowledge Base 7/05/20099:59 AM  File folder
' Ero:ckhi:';ws j images 22/11/20069:29 PM  File folder
! Lists 7/10/2007 1224 PM  Filefolder
| defoult | Logos 21/03/2007 340 M File folder
. General Knowledge Base o §
. . m 22/11/2006 9:33 PM  File folder
- ‘mages | satemps 11/02/2007 6:37 PM  File folder
¢ Lists | SErVer 11/02/2007 5:38 PM  File folder
+ Loges ! Shared Documents 22/11/20098:24 AM  File folder
- | Site FAQs 7/10/2007 1224 PM  Filefolder
} satemps ! Videos 25/02/2009 346 PM  File folder
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The mapping process should now be complete and you will see the SharePoint location
displayed as a drive under your Computer on the left hand side window. In the title for
the drive you will see the drive letter you selected previously (in this case Z:) and the
SharePoint site (in this case supportweb.ciaops.net.au).

If you expand this location you will see any other SharePoint resources that this
mapping now has access to.

Now that you have successfully mapped a network drive to a SharePoint location you
can easily drag and drop files between your local machine and the SharePoint site. You
can also work directly with SharePoint files in this drive from any application you have
on your local machine.

16.12 Conclusion

The aim of this chapter is to show you better understand some of the ways that you can
actually use WSS v3 in practice.

If you have any suggestions or comments about the information here please contact
director@ciaops.com.
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