Chapter 10 - Templates

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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10.1 Scope

Much like a Word template, Windows SharePoint Services v3 (WSS v3) templates allow
you to create a predefined site rather than having to build the whole site from scratch.

With WSS v3 it is possible to not only add templates to your site but also create
templates from your site to use elsewhere. The aim of this chapter is to show you firstly
how to add additional templates to your WSS v3 installation and then secondly how you
can create templates from your site to be used elsewhere.

10.2 Using Site templates

/) Create Site Collection - Microsoft Internet Explorer == x|
File Edit Wew Favorites Tools Help | :,'
0 Back -~ ) - |_] @ o | ) search <7 Favorites 441 | -5 B
Address Iﬁ;l http:ffvsbs2003std: 10437)_admin/createsite. aspx j Go | Links **
-
Web Site Address LRL:
Specify the URL name and URL path bo create & new site, or choose ko http:f,-’sharepnintiil Aattess ;"

create a site at a speific path.

To add & new URL Path go to the Define Managed Paths page.

Template Selection Select a kemplate:

Callaboration | Meetings

& site For beams to guickly organize, author, and share infarmation, It
provides a document library, and lists For managing announcements, b
calendar items, tasks, and discussions.

Primary Site Collection Administrator User name!

Specify the administrator For this Web site collection,

K | _>l;I
& P T T s
dsan| | (@ & “@ Create Site Collection... | | W7 eiem

Site templates are available in two places. When you create a new site collection via the
SharePoint Central Administration site.
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Home - Computer Information Agency - Microsoft Internet Explorer == x|
File Edit ‘Wew Favorites Tools  Help | ';p’
0 Back -~ ) - Iﬂ @'] }J | ,':' Search f“' Favorites £ | £~ 2 =
Address I@‘I http:fisharepoint3fdef ault, aspx j Go | Links >
Welcome System Account | @ 1=
[This sitz =] | )
=Sk nctons [}
Create
[mj Add a new library, list, or web page to
this website.
announcements, To add a new announcement, dick "Add new announcement” below, _
——— Edit Page
nt l Add, remove, or update Web Parts on
this page.
T4 Site Settings
— Manage site settings on this site,
ettings = Managemment
= CIA Hosted —
Expand all  Collapse all ,ﬂ Day j ek E Month Seminars
Tuesday Wednesday Thursday Friday Saturday Sunday & Add new
z 3 4 5 [ link
9:00 AM
M¥M scheduled
Maintenance
i) 10 11 12 13
01 P11
5 UG Meeting

K| I>|LI

&) Dore ’_ ’_ ’_ ’_ ’_ ) Trusted sites
i start J @ & J I@ Home - Computer Inf... @ Creste Site Collection - ... J | g 7 %) 2116 PM

They are also available when you create a new sub-site in WSS v3, which can be
accessed by Site Actions | Create from your WSS v3 home page.

) Create - Microsoft Internet Explorer - =] x|

File Edit Wiew Favorites Tools Help | ':,'
QBack ~ ) ~ [x] 2] .\J | /':‘ Search j“' Favorites £ | A~ g =)

Address I@ http:fisharepoint3f_layoutsicreate.aspx j Go | Links **
Computer Information Agency ‘Wwelcame System Account * | =]

ﬁ’{ﬁ Computer Information Agency

diame.

Computer Information Agency > Create

Create

Sites and Workspaces

Create a site or warkspace when you want a new place for collabaration,
communication, ar content starage. For example, vou rmight create a team site to work
tagether on a new project, a blag site to post information and gather feedback, ar a
wiki site to record unstructured knowledge.

Libraries Communications Tracking Custom Lists Web Pages
B Announcements @ Links & Cuskom Lisk o Basic Page
8 Form Library o Contacts a Calendar 8 Cuskom List in o Weh Part Page
Datashest Yigw
a Wiki Page Library 8 Discussion Board a Tasks o Sikes and
o Impart ‘orkspaces
8 Fickure Library a Project Tasks Spfeadsheet forkspaces

a Issue Tracking

@ Supvey

=
&) Dore ’_ ’_ ’_ ’_ ’_ ) Trusted sites
distart| | (5 @  |[E)create-Microsoft Int... &) Create Site Collection - .. = EREEE

From the Create menu select Sites and Workspaces under the Web Pages heading.
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a Mew SharePoint Site - Microsoft Internet Explorer

Fle Edit Wiew Favorites Tools Help | o

0 Back - ) - D @ ;}J | }3 Search '3‘? Favarites 41 | [~ L‘___‘,‘ =

Address IE http:ffsharepoint3f_layoutsinewsbweb, asps j Go | Links **
short and easy ko remember, .

Far example, http: [isharepoint3) sfaname

Template Selection Select a kemplate:

Collaboration | Meetings | Custom

ace
EBlank Meeting Workspace
Decision Meeting Warkspace
Social Mesting Workspace
Multipage Meeting Workspace

A site to plan, organize, and capture the results of a meeting, It provides
lists for managing the agenda, meeting attendees, and documents.

Permissions User Petmissions:

‘ou Can give permission to access your new site to the same users who have
access ko this parent sike, ar you can give permission to & unigue sek of
Lsers, 7 Use unique permissions

¥ Lise same permissions as parent site

Moke: If you select Use same permissions as parent site, one set of
user permissions is shared by bath sites. Conseguently, wou cannok change
User permissions on your new site unless you are an administrakor of this

narent site ¥
Kl | &

E] [T (@ rrostedstes |
distart| | (5 @  |[E]New SharePoint site -.. &) Create Site Collection - .. = e

If you then scroll down to the Template Selection you should find the list of templates
that are available. Note that the available templates may appear under a number of
tabs (here three tabs exist — Collaboration, Meetings and Custom).

All templates can be modified in two ways: either through a web browser or Microsoft
SharePoint designer. In both cases this is only possible if you are a site owner or
designer.

10.3 Default Templates

By default WSS v3 comes with a number of predefined templates you can use. These
include:
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 Home - Default Templates - Windows Internet Explorer

EEX)

v“, x\

2]
Liks 2] Customize Links 2] My company's internal Web site 2] my delicio.us 2] post to del.ico.

CIACPS Supportweb

W [@Humemeramnemp\ate;

Us | Remote E-mail Access (2 windows W3 Windows Marketplace

Il f-8

v [ Page v G Tools v

## Default Templates

Hone | Boo [ELCI iy Site Admin Templtes | Server Adin Tenpltes

Sgnin

CIAOPS Supportweb > Default Templates

There are currently no active announcements

My

—
Calendar Windows
There are currenty no upcoming events. SharePoint Services

Links

There are currently no favorite inks to dispiay.

This is the standard template. It comes with a document library called Shared
Documents, two lists called Calendar and Tasks, a Team Discussion. It also comes

configured with a Home page that is a web part page that displays Announcements,
Calendar, Links and a graphic.
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Blank Site

{2 Home - Blank Site - Windows Internet Explorer.

EEX)
(IS0 & 6] [o=se J[EE)
Fle Edt View Favortes Toos Help Links ] CustomizeLinks (2] My company's internal Web site 2] my delicio.us 2] post to del.iclo.us @] Remote E-mai Access @] Windows % Windows Marketplace
% G [33]+] @rone-sorkaee @ aptcson Tenpltes or . || - - o page T -
CIAQPS Supportweb Signin|
£ Blank Site I —
Home Blog Default Templates Site Admin Templates  Server Admin Templates.
View All Site Content CIAOPS Supportweb > Default Templates > Blank Site
T
o
e
stes

e/
g
People and Groups

Indows
SharePoint Services

[ & mtemet H00% -

This is very similar to the team site but contains no pre-configured document lists or

libraries. It does come configured with a home page that is a web part page but the only
thing displayed on this page is a graphic.
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Document Workspace

me - Document Warkspace - Windows Internet Explorer,

(cIShE . ()] [seose 28]
Fie Edt View Favortes Tools Help Links ] Custamize Links | My company's internal Web site & my deliclo.us € | post todelicio.us | Remote E-mail Access & Windows 5 Windows Marketplace:
Yo G [g[+] 8 Hoo-soumar vt X |@ osioneriamrrvn, ||

- @ - [ rege v (3 Tools v 7
CIACPS Supportueb
&l Document Workspace

Sgnin|
Home Blog DefaultTemplates Site Admin Templates  Server Admin Templates
View Al Site Content CIAOPS Supportweb > Default Templates > Document Workspace
Documents
Lists
‘There are currently no active announcements.
» Calendar
Discussions
Shared Documents Members
Site Type Name 2 Modified By ‘The list of members cannot be displayed because this site
== can be accessed by anonymous users.
People and Groups There are noitems to show in this view of the “Shared Documents” document library.

Tasks

Links
Tite.

) Assigned To

Favorite ks to dsplay.
Stats
There are o tems to show in this view of the "Tasks" .

(5 @ meme:

The focus of this type of site is for team collaboration on a specific document. This type
of site is usually created from Microsoft Office applications.
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- Home - Windows Internet Explorer.

G- &

=

Home | Blog | Defauit Templates | Site Admin Templates |~ Server Admin Templates

v‘ 4|[% ‘ ‘ P~
Fle Edt WView Favories Took Help Links @] Custonizs Links g | My company’s irtersl Web site 2] my delcio.us € post to delicio.us 2 | Remote E-mil Access 2 Windons & Windows Marketplace
o b [2e[] @ wiaste-rone | @ aopicaten Tenplces o, || BB - @ - e @rods e
GRS Supportued Sonin
i wiki Site

[ —

CLAOPS Supportweb > Default Templates > Wiki Site > Wiki Pages > Home

Home

View Al Site Content

wiki Pages

» Home

= How To Use This Wi
site

Recent Changes
» Home

= How To Use This Wi
site

B View Al Pages

History | Incoming Links
Welcome to your wiki site!

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 sites by clicking How to use this wiki site in the Quick
Launch.

What is a wiki site?

Wikiwiki means quick in Hawaiian. A wiki site is a Web site in which users can easily edit any page. The site grows organically by linking existing pages together or by creating links to
new pages. If a user finds a link to an uncreated page, he or she can follow the link and create the page.

In business environments, a wiki site provides a low-maintenance way to record knowledge. Information that is ususlly traded in e-mail messages, gleaned from hallway conversations,
or written on paper can instead be recorded in 2 wiki site, in context with similar knowledge.

Other example uses of wiki sites include brainstorming ideas, collaborating on designs, ereating an instruction guide, gathering data from the field, tracking call center knowledge, and
building an encyclopedia of knowledge.

Last modified at 11/02/2007 6:40 PM by Adminisrator

3@ ot Hioow -

This template creates a library of documents that can be created and edited on line,
without the need for additional programs on the client’s machine. A wiki is typically

used for creating things like knowledge bases and brainstorming. You can consider a
wiki as a many to many communication method.
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Blog

& o] (4] [x] [ 2l
Fle Edt View Favorites Took Help Links 2] CustomizeLinks 2| My company's internal Wieh site 2| my del.ido.us 2] post to del.icio.us 2 Remote E-mall Access 2| Windows &5 Windows Marketplace.
% & [ga]-| @rome-oug | @ etz tenpies v, || B - B - 8 - pese - ook -
CIAQPS Supportweb SignIn
# Blog I )
Home Blog Default Templates Site Admin Templates  Server Admin Templates.
CIAOPS Supportweb > Default Templates > Blog
11/02/2007
Welcome to your Blog!
your site, click Create a Post under Admin Links to the right.
tool. Keep team members in touch by providing a
o.
(3 @ remet 00w -

A blog or weblog is an online diary for sharing anything. Normally, a blog is maintained
by a single person however it could be used by different team members as a way of
communicating information. Each post is time and date stamped and arranged in order
for later reference. You can also use an RSS reader to receive updates from blogs quickly

and easily.
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Basic Meeting Workspace

v‘ 4| [x ‘ ‘ Pl
Tooks  Help Links 2] CustomizeLinks 2| My company's internal Wieh site 2| my del.ido.us 2] post to del.icio.us 2 Remote E-mall Access 2| Windows &5 Windows Marketplace.
g : B- B @ - i rage - {Teds -
2| * | @ Home - Basic Meeting Wo... % |7 Application Templates for Wi, B - [ Page - 5
CLAOPS Supportued SognIn
# Basic Mecting Workspace —
Home Blog Defauit Templates ~ Site Admin Templates  Se Admin Templates
Eﬁ CIAOPS Supportweb > Defaul pl sic Meeting kspacs
L/‘ Basic Meeting Workspace
Home
Objectives
There are no items to show in this view of the "Objectives” list. To create a new item, dick "Add new item” below.
Attendees
Name Response

view of the "Attendees” .

3 @ et

Contains four lists: agenda, attendees, objectives and document library and is normally

used to capture information about meetings. This style of site is also created when a
meeting is booked using Outlook 2003 or 2007.
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Blank Meeting Workspace

w & [emme—manwseung Workspace

BElx |
[ ] - B @ - [eage - £ Tods -
CIACPS Supportweb Sign In
#ifl Blank Meeting Workspace "
Home Blog Default Templates  Site Admin Templates ~ Server Admin Templates
o CIAQPS Supportweb > Default Templates > Blank Meeting Workspace
L_/‘ Blank Meeting Workspace
e

3@ ot

#100% -

This is similar to the basic meeting workspace except it contains no libraries or web
parts and only one list: Attendees. Any additional lists need to be created manually and
the Attendees list will automatically be populated by users invited from Outlook.
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Decision Meeting Workspace

n Mesting Workspace - Windows Internet bxploren

- =

Fle Edt Vew Favorites Took Help

% [gnume—Demsmnmeeungmv»«pa:e l I

BB @ - [rage G+

CIACPS Supportweb

§# Decision Meeting Workspace

Home | Blog  DefauitTemplates | Site Admin Templates | Server Admin Templates

Sonin| @

[

CIAOPS Supportweb > Default Templates > Decision Meeting Workspace

Decision Meeting Workspace

Objectives

Agenda

Attendees

There are no tems to show in this view of the "Objectives” list. To create a new item, click “Add new item” beiow

Name

B Manage attendees

Response

There are noitems to showin this view of the "Attendees” st

Scbject Owner
There are no tems to showin this view of the "Agenda” st

Document Library
Type ame

O Modified By

There are no items to show in this view of the “Document Library” document lirary.

Tasks

Tite. D Assigned To

There are no tems to show in ths view of the “Tasks"lst,

Decisions

Decision Contact Status

There are no tems ta sho in ths view of the "Dedisions ”ist.

pane

T3 @ et S0 -

Contains: agenda, objectives, attendees, document libraries, tasks and decisions.
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Social Meeting Workspace

CIAOPS Supportwet
§# Social Meeting Workspace
Home Blog Defauit Templates ~ Site Admin Templates  Server Admin Templates

Sonin| @
—

CIAQPS Suppor

pportweb > Defaul ial Meeting Workspace
Social Meeting Workspace

show in this view of the ‘Directions” ist. To reate a new item, cick "Add ne:

i item”

Things To Bring

Ttem Owner Comment

There are naitems to show in this view of the “Things To Bring’ ist,

[ & mtemet H00% -

Contains three tabs, Home, Discussions and Photos. These pages contain: Attendees,
Directions, Things to Bring, Discussions, and Picture Library. You have the ability to add

new pages as required.
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Multipage Meeting Workspace

{2 Home - Multipage Meeting Workspace - Windows Internet Explorer,

L
Q- [E t v 4] x o
File Edt View Favorites Toolks Help
W & | @ rome - wtipage mesting workspsce [ B-B8 ®&-[Er } Tooks ~
CIAGPS Supportweb. aninl @
@ Multipage Meeting Workspace This Site ¥, 2
Home Blog DefaultTemplates Site Admin Templates  Server Admin Templates.
g_gg CIAOPS Supportweb > Default Templates > Multipage Meeting Workspace
LJ Multipage Meeting Workspace
Home | Page1  Page2
Objectives Agend:
There are no tems o show in th =
There are noitems to show in this view of the “Agenda”list.
Attendees
There are no items to sh thi
[ Manage attendees
oo 3 @ inemet 1w -

Contains three pages; Home, Pagel and Page2. The Home tab contains: Objectives,
Attendees and Agenda. The other pages are empty so you can add additional
information. You are also able to create additional pages.

10.4 Adding Templates to SharePoint

Microsoft offers a number of free templates for download that can be added to WSS v3.
They currently offer two different styles of templates:

Site admin templates are custom templates (*.stp files) that are easy for any
SharePoint site administrator to install into the template gallery without requiring
server administration access. Available in English only.

Server admin templates are site definitions (*.wsp files), enabling tighter
integration and enhanced functionality within the Windows SharePoint Services
platform. They require a server administrator to install.

The 20 Site Admin templates are available for public download via

http://www.microsoft.com/downloads/details.aspx?FamilylD=e815f516-f9a4-45cd-
9cc2-f6e35962324a&displaylang=en

they include:
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Board of Directors

{2 Home - Board of Directors - Windows Internet Explorer

=[] [eose

ol

= B8 @ - [Eree- Grods -
Clace Supportueb Wekcone touser - | @
il Board of Directors | -]

Home | Blog | Defauit Templates | Site Admin Templates | Serv

er Admin Templates Site Actions

CIAOPS Supportweb > Site Admin Templates > Board of Directors

@ Title Modified

There are no items to show in this view of the "Announcements” list. To create a new item, click New™ abave.
 Add new smouncemen t Click Here for Resor
Board Events

O 0 gy e Location Start Time. End Time ‘Al Day Event My Tasks

There are no items to show i this view of the "Board Events”ist, To create a new item, dick New” above,

THe Status Priority DueDate % Complete
= Add new event

The Board of Directors application template provides a single location for an external
group of members to store and locate common documents such as quarterly reviews,
shareholder meeting notes and annual strategy documents.
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Business Performance Reporting

{2 Home - Business Performance Reporting - Windows Internet bxplorer

TO- B .

30 (42) (] [ooes |25

Fle Edt Vew Favories Took Help

T ——— ]

- B & - page - (oo -

CIACPS Supportweb

#ifl Business Performance Reporting
Home Blog Defauit Templates ~ Site Admin Templates  Server Admin Templates

sonin| @

View All Site Content
Documents

CIAOPS Supportweb > Sit Admin Templates > Business Performance Reporting

Learn more about

Survey

= Survey Results

* Tempiates

= Assistance

Lists

= Contacts

» Calendar

» Customers

= Customer Service
Tasks

There are currently no active smouncements,

Customer Satisfaction Survey Results

Average Response Value:

317
Company Performance MNumber of Responses

Very Dissatsfied 0
Dissatisfied

Neutral 1
satsfied 1
Very Satisfied 1

Recommendation

Services
W’ﬁﬁz Click Here for Resources
SharcPaint
‘Completed Customer Sati tion Surveys -
Actons +
Type  Name Modified ) Modified By () Checked Out To
=] apaun 2/11/2007 1:48 A Admiristrator

e 1 — e R —
+ Human Resources e 3 I — @) Febrken_Inc  2/11/2007 1:4 AM Adminstrator
+ Operations oo Sarvs ] tertwnd /112007 55 A Adneistate
« Financal Indcators Very Dissatsfied o
» Customer Satisfaction Dissatisfied 3 ——— Customer Service Tasks
Pictures S:::«Z‘u ‘1' I Tite Assigned To
Site Surveys Very Satisfied o Customer Service Training
+ Sample Survey
e Representative Knowledge Contacts -
Very Dissatisfied o LsstMame  FrstName  BusinessPhone  E-mai Address
People and Groups Dissatisfied 0 Delgado Axel (a25) 5550175 axel@contoso.com
Rtz 2 Goce scott (425) 5550199 scott@contoso.com
3:’“:";'; = 4 u Yan (4295550155 yan@centoso.com
Zghett Barbara (9255550150 barbara@contoso. com
Templates -
Type. Name Wodifed Modifed By

There are naitems to show i this view of the “Templates” document lbrary.

[ € mtemet H100% -

The Business Performance Reporting application template helps organization managers
track the satisfaction of customers through a combination of surveys and discussions.
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Case management for Government Agencies

{2 Home - Gase Management for Government Agencies - Windows Internet Explorer

EEX)

Go- e

] [49][x] [cozar

=

Fle Edt View Favorites Took Help

w & [gHDme—CaseManagemeanw overmme

S———

v B - @ v [rage v GFTook «

CIAOPS Supportweb.
4l case Management for Government Agencies

Home  Blog | Defoult Templates | Site Admin Templates | Server Admin Templates

Sgn1n| @

View Al Site Content CIAOPS Supportweb > Site Admin Templates > Case Management for Government Agencies

abou

There are currently no active announcements

Case:
@ Cose Number i Status D hssigned To Created
h items to showvin this view of the "Cases” st

it
SharePoint® Services

Click Here for Resources

There are currently no faverite inks to disiay.

The Case Management for Government Agencies application template helps case

managers track the status and tasks required to complete their work.
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Classroom Management

o [#2] [] [cosoe

o

Fie Edt Vew Favortes Tools Help
% &0 [ vore - Gessroom Hanagement [ a- & - [ poge - Todk -
CIAGPS Supportueh ol @

i Classroom Management Y | —

Home | Blog | Defauit Templates | Site Admin Templates | Server Admin Templates

View All itz Content
Documents

CIACPS Supportweb > Site Admin Templates > Classroom Management

Welcome to Class 101!
= Shared Documents

We'll use this site to keep track of upcoming assignments, tests, and class events. n"
Lists o
+ Assgrments and Quick Links Windows
1. List of all assignments SharePoint Services

2. Course syllabus

® Tasks
» Course Syllabus Class
o St There are currently no active announcements, e = Shodfed By
Discussions
jpcomi e d There are no items to show in this view of the “Shared

» Class Discussion U ming Events Documents™ .

‘There are currently no upcoming events.
sites Tasks
People and Groups Class Discussion Title. ) Assigned To

Subject
There are no tems to show in this view of the "Tasks st
There are no tems to show in this view of the “Class Discussion” discussion board,

Useful Links

There are aurrenty no favorite ks to display.

Learn more about
Windows® SharePoint® Services

Click Here for Resources

3 @ et B

The Classroom Management application template helps instructors and students
organize and store information related to a particular class.
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Clinical Trial Initiation and Management

EEX)

8 (4][%] [zs |28

5 - & - eage - ok - 7

CIA0PS Supportuc
&4 Clinical Trial Initiation and Management
Home Blog Default Templates  Site Admin Templates ~ Server Admin Templates.

Sgnin|

[ —

about
SharePoint® Services

‘ﬂ./ Click Here for Resources.

Windows
SharchouSenoos

Tasks

Tite Assigned To
There are no tems to show in this view of the “Tasks"lst.

Issues

Tite ) Assigned To

There are noitems ta show in this view of the “Tssues” st

Links

There are currenty no favritelnks to displey.

The Clinical Trial Initiation and Management application template helps teams manage
the process of tracking clinical trial protocols, objective setting, subject selection and

budget activities.
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Competitive Analysis Site

ndows Internet Explorer

%] [oos

|E2E]

Fle Edt Vew

Favorites

Took  Help

* [ﬂHume*Cumvemwe Analysis Ste

1

B - B @ - rage - (BTocs -

CIAGPS Supportweb

Home | Blog

Default Templates

@@ Competitive Analysis Site

Site Admin Templates | Server Admin Templates

sgnin| @ Al

View Al ite Content
Sites

Documents

= Competitive Analysis

CIADPS Supportweb > Site Admin Templates > Competitive Analysis Site

Learn more about

= Assistance
Pictures

Lists

Discussions.
Surveys

People and Groups

Windows® Services

Getting Started with the Competitive Analysis Site 2/11/2007 1:52 AM

by Adminsirator

Use located n the Assistanc Folder in toset user permissions and ustonize ths site to meet the - click Here for

needs of your organizatin. Windows Resources
SharePointenices.

Product Links -

The Premium widget is a high-quality tool customized to mest the Unique needs of discerning customers. Premium is
characterized by durability, a 5-year guarantee, and free customer support.

Industry Events Calendar ~

April, 2008 Expand All  Collapse All | ay (7] week [31] Month
Monday Tuesday Wednesday. Thursday Friday Saturday Sunday
31 3 s B
7 B B 10 1 12 13
1 15 16 17 18 19 20
2z z = 2 P53 13 7
28 2 30 1 2 3 4

o Microsoft Work Essentials
Industry News

Product News
® Contoso to increase widget
production by 5%
@ Litware stock suffers as widget
research stalls

« n top this year? Contoso wins by a
Iandslide

« Fabrikam to enter widget market

o All widgets, all the time

« Top Contoso researcher leaves for
competitor Fabrikam

« Widget research takes 3 back seat to
process improvements at Litware

« New widget sends Fabrikam stock
soaring

« Contoso and Fabrikam compete in
new widget marksts

o Manufacturers prefer widgets

(Custom) News

2@ et

L 100%

The Competitive Analysis Site application template helps teams organize information
about competitors and their products.
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Discussion Database

jows Internet Explorer

8 (4][%] [zs |28

Fle Edt Vew Favorites Took Help

% [gnume—ms:ussmuatabase l I

& - - [ Page - (i Tools -

CIACPS Supportweb

@ Discussion Database
Home Blog Defauit Templates ~ Site Admin Templates  Server Admin Templates

sonin| @

View Al Site Content

Discussion Database

+ Al Categories

» AlDiscussions

= Recently Updated
Dsaussions

Common Actions

= Create a Nen
Diseussion

« Creste a New
Category

Sites

People and Groups

CIADPS Supportweb > Site Admin Templates > Discussion Database

Welcome
New Di
Topic Category Created
There are no items to show in this view of the “Discussions” ciscussion board
New Comments
Topic Category Last Updated

There are no items to shaw in this view of the “Discussions ” disaussion board,

Discussion Database

Learn more about
Windows® SharePoint® Services

Wind | Click Here for Resources
‘SharePaintSendoos

Site Users

Topic Last Updated

There are noitems to show in this view of the “Discussions” discussion board.

‘The list of members cannot be displayed because this site
canbe accessed by anonymous users.

T3 @ et S0 -

The Discussion Database application template provides a location where team members
can create and reply to discussion topics.
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{2 Home - Disputed Invoice Management - Windows Internet Explorer,

EEX)

- [

58] (] ] [ ol

Fle Edt View Favortes Took Help

% [gHume—D‘suutsd Invoice Management

[

[T - [rege v (3ol v

CIACPS Supportweb

#4# pisputed Invoice Management
Home Blog Default Templates ~ Site Admin Templates ~ Server Admin Templates.

Sgnin|

View All Site Content

CIADPS Supportweb > Sitz Admin Templates > Disputed Invoice Management

» Disputed Inveice
Metics

People and Groups

Lo s Getting Started with the Disputed Invoice

= There are currently no active announcemens.

CERen Tnvoice Shation Forms

» Agsistance Type  Name Modified ) Modified By D Checked Out To

pictures € Fabrkam_Inc 2/11/2007 1:55AM Administrator

e @) Lucerne Publhing 2/11/2007 1:55 M Adminitrator

T G The Phone_Company 2/11/2007 £:55AM Administrator
Team Contacts

Discussions

Surveys

sites

Learn more about
Windows® SharePoint® Services

W Click Here for Resources.

Early Payment Discount Risk

Bays Remaining )
Total 50.00
Accounts Payable Web Links -

& Maosoft Work Essentials

[ & mtemet

Sioon -

The Disputed Invoice Management application template helps accounts payable
departments track open invoices including the potential savings associated with paying

the invoice early.
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Employee Activities Site

e - Employes Activities Site - Windows Internet Explorer

E : H[5)x] = B

Fle Ede Vew Favories Took  Help

D e [ @ Hore - Enployee At Ste ] o- @~ [ Page - (FTools +
‘CIAGPS Supportweb Sontn| @

£d Employee Activities site [ | —

Home  Blog | Default Templates | Site Admin Templates | Server Admin Templates

View Al Site Content CIAQPS Supportweb > Site Admin Templates > Employee Activities Site
Common Actions Current Activities Learn more about
= SignUp. There are currentl no Actvities availabe for sign up. Craate and actvity or propose an actvity by cicking the fnks on the Ieft. ATl SRR L SR
» Create an Actity Ay
» Create a roposal Activities T'm Attending oy 3
? - - - o o Click Here for Resources

» Create Activity From Access denied. You do not have permission to perform this action or access this mmvyks

ezl resource. eroltSentces
Lists
» Activities
« Proposals There are currently no active announcements,
Documents

Activities I'm Planning

= Activity Documents There are currently no upcaming events.
Pictures.

= Activity Pictures

Discussions.

Sites

People and Groups

[ € ntemet

The Employee Activities Site application template helps manage the creation and
attendance of events for employees.
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Employee Self-Service Benefits

EEX)

%] [oos

|E2E]

& - ) - [ Page - (i Tools -

CIACPS Supportweb

§# Employee Self-Service Benefits

Home | Blog | Defauit Templates | Site Admin Templates | Server Admin

Sgnin|

[ —

View All Site Content CIAOPS Supportweb > Site Admin Templatas > Employee Self-Service Benefits
RS Employee Benefit Plans u
= My Enrollments arePoint® Services

- FAQs
= Enroliment Dates

Click Here for Resources.

There are currently no upcoming events.

There are no items ta show in this view of the "FAQS " lst.

3 @ et

Hioon -

The Employee Self-Service Benefits application template provides tools for an
organization to inform employees about available benefits as well as enabling them to

enroll for each benefit.
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Employee Training Scheduling and Materials

£ Home - Employee Training Sched

and Materials - Windows Internet Explorer.

Go- &

8 (4][%] [zs |28

Fle Edt Vew Favorites Took Help

% @ [gmme—Emp\nyeerrammsmeduhngandmatena\s l I

& - ) - [ Page - (i Tools -

CIACPS Supportweb

§# Employee Training Scheduling and Materials
Home Blog Default Templates  Site Admin Templates ~ Server Admin Templates.

Sgnin|

[ —

View All Site Content
Courses.

= My courses

= Upcoming courses
= Addnew course

=

CIADPS Supportweb > Site Admin Templates > Employee Training Scheduling and Materials

Courses Tam attending

You are not schedied to attend any courss.
Choose "Upcoming courses” from the Quick Launch bar to select an avaliable course to register for.

Courses I have attended

Learn more about
Windows® SharePoint® Services

Click Here for Resources.

1y
g
Windows.

* Upload materiak:

7

You have not attended any courses.

Courses Iam teaching

= Addnew feedback

Access denied. You do not have permission to perform this action or access this
resource.

Courses T have taught

There are currently no active announcements

Links

Access denied. You do not have permission to perform this action or access this
resource.

[t fsupportuweb. ciaops net. aufsetemps

There are currently no favorite inks to dispisy.

3 @ et S -

The Employee Training Scheduling and Materials application template helps instructors
and employees manage courses and related materials.
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Equity Research

£ Home - Equity Research - Windows Internet Explorer

G- & ] (4] ] [soose |25
Fle Edt Vew Faortes Tods Help

% | @ cquityResearch [ a- B - [ poge - Grods -
CIA0PS Supportued Soinl @
## Equity Research

Home | Blog | Defauit Templates | Site Admin Templates

Server Admin Templates.

View All ite Content

CIADPS Supportweb > Site Admin Templates > Equity Research
Research Lists

Learn more about
Eaits Windows® SharePoint® Services
& There are currenty no active snnouncements, ® ©
- Tasks iy
ks Equities — Click Here for Resources
Windows
* Announcement s @ Tite Symbol Stock Exchange Price AtEntry Shares Earnings Per Share ‘SharcPoint Services
Documents There are no tems to show in tis view of the "Equities” st
» Shered Documents Tasks
Discussions Tite O Assigned To
= Discussion There are no tems ta show n ths view of the Tasks” lit,
Sites
People and Groups

Links

There are currenty no favritelnks to displey.

T3 @ et S0 -

The Equity Research application template helps teams collaborate on researching stocks
and other equities.
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Manufacturing Process Management

£ Home - Manufacturing Pracess Management - Windows Internet bxplorer

G- & - ) (%] [ [soeale |28

Fle Edt Vew Favorites Toos Help

9 6| Hare - manufactuing rosess Managament [ a- B - [ poge - €3 Tods
C1AOPS Supportueh Sl @

£ Manufacturing Process Management —

Home | Blog  DefauitTemplates | Site Admin Templates | Server Admin Templates

View Al Site Content CIADPS Supportweb > Site Admin Templates > Manufacturing Process Management
Documents

+ Business Informaion
There are eurrently no active announcements, l'.’
+ Product Specfications

Process Active Issues Windows
+ Marufachring Tasks Tssue D e Wanufactring Tak Jr— = = Shor Pt Senvicas
« Issves There are o tems to show in i view of th Tsues” st
+ Announcements

e Tasks and Issues General Tasks

eneral T There are no manufacturing tasks. To add = new sk, dick Add nen root task” below, e ST

Common Actions @ Add new root task There are noitems o showintis view of the ‘General
« stz a e Tasks" st

Manufactring Task

= Create a Nen Issue
Sites

People and Groups
* Engineering Contacts

3 @ et

The Equity Research application template helps teams collaborate on researching stocks
and other equities.
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Integrated Marketing Campaign Tracking

me - INtegrated Marketing Campaign Tracking - Windows Internet Explorer,

Go

- @ . e

%) (%] [soooe

ol

Fle Edt View Favortes Took Help

% [gHume—lNlEgrstedMavkel\ng(amDa\gnTrstkml] l I

B - B @ - [rager s v

CLACPS Supportueh
## INtegrated Marketing Campaign Tracking
Home Blog Default Templates ~ Site Admin Templates ~ Server Admin Templates.

Sgnin|

View All Site Content
Documents

CIAOPS Supportweb > Site Admin Templates > INtegrated Marketing Campaign Tracking

+ Integrated Marketin
P < Getting Started with the Integrated Marketing Campaign Tracker
by Admiistratar

o Lse located in the Assistance Folder n the QL
Forms the needk of your organization.

= Campaign Analyses

= Team Resources ‘campaign Budget Summary

2/11/2007 2:33 AM

to setuser permissions and customize this Ste t meet

Learn more about
Windows® SharePoint® Services

W Click Here for Resources.

Links

olmsmm Total Spend Analysis: 10.05%
55 Campaign Name Budget Allotted Budget Spent Budget Spend Analysis
r— Campaign A 51,200 2
* Marketing Team Sl
1= Campaign & 1,000 s01 219%
® Tasks ‘Campaign Progress Summary
Pictures = Conpiete: 2
Discussions #Upcoming: 0
= =Inmariet 0
Vs Campaign Narme Start Date End Date Campaign Progress
Sites Campaign A 1/15/2007 2f8/2007 100%
People and Groups Campaion B 11/1/2006 11/30/2008 100%
Campaign Information -
Tpe Neme Modifed Modfied By ) Checked Out To
6 campaigna 2/11/2007 2:33 AM Administrator
&)  campaions 2/11/2007 2:33 AM Administrator

a Custom Lk 1
& Custom Link 2
a CustomLink 3
= Work Essentials Link

[ & mtemet

Sioon -

The Integrated Marketing Campaign Tracking application template helps marketing
managers track the implementation and success of outbound marketing activities.
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New Store Opening

7 Fome - New Store Opening - Windows Internet bxploren

8] (4][x] [cor J[F]

- & .

Fle Edt Vew Favortes Took Help

% & [ 88 Hore - New store Opering lfl

o - - [k Page + D Tools +
signin| @

CIAOPS Supportiet
@ New Store Opening
Home Blog Defauit Templates ~Site Admin Templates  Server Admin Templates

View Al Site Content CIAOPS Supportweb > Site Admin Templates > New Store Opening

StorEpesiny Store Openings
= Store Name End Dote StartDate Stats
There are notems t shon in s vew of the Store Cperings” st
Documents
Tasks
S e 71473008 273173008 273873008 /573008 5
MITIWITLFIS|SMITWITF S|SMIT W T F SIS MTWTIFSISNTh

= Store Openings
- Tasks

= Issues

= Suppliers
Discussions.

Sites

People and Groups

< I
Tite. Status Priority

Start Date Due Date.

There are na items to shaw in this view of the Tasks” list.

Learn more abaut
Windows® SharePoint® Services

A
W My Click Here for Resources
NS oviees
Issues
Titie: ) Assigned To

There are no tems to show in this view of the “ssues” .

(5 @ memet

E

The New Store Opening application template helps a team manage the opening of new

store locations or re-modeling of existing store location.
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Product and Marketing Requirements Planning

2 Home - Product and Marketing Requirements Planning - Windows Internet Explorer

G- & . ) (65) ) [aoesn

Fle Edt Vew Favorites Toos Help

% [gnume—wmucx and Merketing Requirements Planring lil B~ B & - [ rege - GTods -

CIAGPS Supportweb sonn| @ Al

#4 Product and Marketing Requirements Planning —

Home | Blog  DefauitTemplates | Site Admin Templates | Server Admin Templates

View Al St Content CIAOPS Suppartweb > Site Admin Templates > Product and Mareting Requirements Planning
Documents Learn more about
« Marketi Windows® SharePoint® Services
em Getting Started with ing and ing System 21172007 235 4 ® ®
by Adms rator
* ProductRequirements | | Uce Iocated i the Assistance Folderin the o sekuser pemissons and customize this site t meet V-0
oRET the need o your organizato. Widol Click Here for Resources
Commites SharsPointServioes
Presentatons
. Product Name
Fremium Widget i
+ Francal Informaton Internal Links
+ hesstonce Product Descripti There are cumenty o faverte ks to dicly.
The Premium Widget is = high-qualiy toal customized o mest the uniqus needs of discarming customers. Premium =
pictures characterized by durability, a 5-year guarantee, and free customer support. External Links
usts

a Work Essentals
* Marketing Team
ntacts

+ Enginesring Contacts
oresme Calendar

Committee Contacts
= Finance Contacts

April, 2008 Expand Al Collepse All | [[]pay [7]week (3] Month

+ Sales Contacts Monday Tuesday Wednesday Thursday Friday

Saturday Sunday

El 1 2 3 a s G
Discussions
Surveys
sites
People and Groups

7 s 0 10 1 2 13

1 5 1 [ 1 1 )

2 2 = 2 5 » o

L]
2@ et St -

The Product and Marketing Requirements Planning application template enables teams
to manage the process of collecting and documenting requirements for new products.
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Request for Proposal

2 Home - Request for Praposal - Windows Internet Explorer

EEX|
- e » 8 )[%) s e
File View rools.

e e [gmme —

lil G- B @ - [age - BTods -

SonTn| @
#4 Request for Proposal T [ — )

Home  Blog | Default Templates | Site Admin Templates | Server Admin Templates

CIACPS Supportwe

View AllSite Content CIAOPS Supportweb > Site Admin Templates > Request for Proposal
Request for Proposal

RFP Requests Learn about
- My RFPS o - Windows® SharePoint® Services
oposais by Vendor
Tite D omner Status RFP Deadine

There are o tems to show in it view of the RFP Requests” st Windows: click Here for Resources
SharchouwSenoos
Proposals
Lists Actions - Vendors
« RFP Requests Type Name Vendor Date scbmitted Staws Modified By Actons +
« vendars .
There are notems t shon in s view of the Proposals”document brary.
Tasks Company
. To create
Links

There are currently no favorite inks to display.

The Request for Proposal (RFP) application template helps manage the process of
creating and releasing an initial RFP. The site also helps simplify the process of notifying
individuals about the status of the RFP and submitted proposals.
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Sports League

2 Home - Sports League - Windows Internet Explorar EEX)

Go- & . ) (9] [x] [ose |28

Fle Edt View Favorites Tock Help

% & | [ @rome - sportsLoague ] a- o R e &

CLACPS Supportueb soninl @

#8 Sports League [y —

Home  Blog DefautTemplates | Site Admin Templates | Server Admin Templates

View Al e Content CIAOPS Supportweb > Site Admin Templates > Sports League
Standings Learn more about
— T = = P Tes Windows® SharePoint® Services
Ay
Upcoming Games
peoming - W Ay Click Here for Resources
Euent StartTme EdTime Locston Home Team Away Team Windows
“There are o ftems t shon n i view of the " eague Calendar™lst.
by Team There are currenty no active announcements,

Team Management
= Captains Info

= AddManage Teams
= AddManage Players
Contacts

= League Contacts
Discussions

= League Discussion
Sites

People and Groups

(5 @ memet

The Sports League Site application template helps an intra-company league
administrator manage a something like a baseball league.
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Team Work site

EEX)

|E2E]

%] [oos

% 0| @ vare - Tean work s [ - B - [} pege - @ Todls -
CIAQPS Supportweb Signin|
#l Team Work Site Tesee @[ 9]
Home Blog Default Templates  Site Admin Templates ~ Server Admin Templates.
Lear about
‘Wind SharePoint® Services

e Click Here for Resources
Windows
SharcPoint Semvices
My Subteams
Tite Urpose
Meetings to of the "Subteams”
R Sbteam End e list,
There are no tems to show in this view of the “Mestings” st Links
4 previous

There are currently no favorite inks to display.

Site Users

‘The list of members cannot be displayed because this site
canbe accessed by anonymous users.

e 3 @ et S -

The Team Work Site application template provides a place where project teams can
upload background documents, track scheduled calendar events and submit action
items that result from team meetings.
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Timecard Management

CIAOPS Supportiet
@@ Timecard Management

Home Biog Defauit Tenplates Site Admin Templat

CIAOPS Supportweb > Site Admin Templates > Timecard Management

0 Tite

Board Events

Modfied
“Announcements” st. To create a new item, cick New” above.

O 0 @m Tk

© Add new event

There are no items to show

Location Start Time, End Tme Al Day Event

in this view of the “Board Events ist, To create  new item, dick "New” above. Tite

T3 @ et

100

The Timecard Management application template helps teams track hours spent working
on various projects. Team members ‘punch in’ and ‘punch out’ of work on project tasks.
Managers can view the total hours spent by project and by person.

10.5

Installing Site Admin templates

To download the templates go to:

http://www.microsoft.com/downloads/details.aspx?FamilylD=e815f516-f9a4-45cd-

9cc2-f6e35962324a&displaylang=en

Once the templates have been downloaded from Microsoft, simply double click on the

file to run.
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# site admin templates

=lax|

File Edit ‘Wew Favorites Tools  Help

| Iz

QBack =) - ? | j:'SBarch ‘E_‘ Folders | & 2 X g | -

Address I[ﬁ E:lsite admin templates

EBE

| Attributes I

Folders X || Mame = | size | Type | Date Modified
@ Desktop -.;ta.qdmlnTemn\ates.exa 7.686 KB Aoolication 15/04/2008 1:54 PM h

= @ My Documents
El S0L Server Management St
[ visual Studio 2005
:J My Carmputer
5 314 Floppy (A1)
S Local Disk (C:)
e Programs (D)
[=] S Data (E:)
1) $nkservicepackuninstalld
1) fax
|2 site admin templates
@ sp3
e Users shared Folders
E WilTemp
& DVD Drive (F:)
24 download on 'C:Y (20
G‘ Control Pane!
ﬂ My Metwork Places
2 Recycle Bin

Site Adm

trator Templates o ] [

Please read the following license agresment. Press the PAGE DOWHN ley
to gee the rest of the agreement.

MICROSOFT SOFTWARE SUPPLEMENTAL LICENSE TERMS
MICROSOFT WINDOWS SHAREPOINT SERYICES VERSION 3

APPLICATION TEMPLATES

Microsoft Carporation [or based on where you live, one of its affiiates]
licenses this supplement to you, IF you are licensed to use Microzoft
Wwindows Server 2003, Standard Edition, Enterprize Edition,
Datacenter Edition or web Edition, or any subsequent released
werzion [each edition, the "software"], you may use this supplement.
You may not use it if you do not have a license for the software. You
may use a copy of this supplement with each validly licensed copy of
the software.

These terms and the license terms for the software apply to pour use
of the supplement. If thers is a conflict, these supplemental license LI

-

[ro you accept all of the terms of the preceding License Agreement? If you
choose Mo, Install will close. To install pou must accept this agreement.

Ho |

Yes

4

*

dstart| | (3 &

J C:) site admin kemplates | g Site Administrator Te...

| | 7T 1s6em

Accept the license agreement by pressing Yes.

% site admin templates

==

Fil=  Edit Wiew Favorites Tools  Help

| -

@ Back v )+ T | O search [ Foiders |15 0 X 9| -

Address I@ E:\site admin templates

jGo

| Attributes I

@ S0L Server Management St
(2 visual Studio 2005
= :} My Computer

_ﬂ 314 Floppy 400
“ee Local Disk (C:)
S Programs (D:)
[E] S Data (E:}

1) $ntservicepackuninstalld

Site Adi rator Templates P ] 4

Please type the lacation where you want to place the extracted files.

) fax
I3 site admin templates Ie \site admin templates Browse...
& sp3
(& Users shared Folders Cancel
1) WTemp

-4 DVD Drive (F:)
i download on 'C:Y {Z:)
G‘ Control Panel
‘3 Iy Mebwork Places
2 Recycle Bin

| >
J C:) site admin kemplates | g Site Administrator Te...

4
distart| | @ &

Falders % | [ ame = [ Size | Type [ Date Modified
@ Desktop -'EtendminTemp\ates.exa 7,686 KB Application 15/04/2008 1:54 PM A
= @ My Documents

| | WS tsTEM

Next, define a location where you wish the template files to be placed on your system.
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 site admin templates SETES

File Edit ‘Wew Favorites Tools  Help | ':"
0 Back = ) - ? | j:' Search ‘E_‘ Folders | & 2 X g | -

Address I[ﬁ E:lsite admin templates j G
Folders X || MName * | S\zel Type | Date Modified | Attr\buE:

@ Deskrop SiteAdminTemplates.exe 7,686 KB Application 15/04j2008 1:54 PM A
= @ Iy Documents BoardDirectDrS-stp ZI7KE STPFile 26/01}2007 7:35 PM n
[ 59L Server Management St BusinessPErFormance.stp S14KE STPFile 26f01}2007 7:35 PM A
[ visual Studio 2005 CaseManagEment.stp ZE7KE STPFile 260012007 7:35 PM A

E 4 My Computer ClaserUmManagernEnt‘stp 189KE STPFile 26/01/2007 7:35PM A
3% Flappy (1) S ciiicaiTrial. tp 256KB  STF File 26/01)2007 7:35PM A
e Local Disk [C:) B Competitivednalysis. stp 1,319KB STPFile 26f01/2007 7:35PM A

e Programs (D:) DiscussionDatabase.stn §3KE STP File 26/01j2007 7:35 PM A

5 < Data £ iz s
1) $nkservicepackunins - 12007 7135 PM A

) fax The Applicatiu_n Template ha_s been successfulh_f unpackaged. Please seethe D1/2007 7:35 PM A

© T README.Lxt File For Further installation instructions, 1j2007 7:35 PM a

1 sp3 1/2007 T35 M A

e Users shared Folder 1j2007 F:35FM A

1) WwUTemp 1/2007 7:35FM A

& DVD Drive (F2) NewStnreOpemng.stp Z40KE  STPFile 26/01)2007 4:31PM A

4 download on 'C:Y' (1) [ ProductPianning. stp 1,369 KB STP File 26/01j2007 F:35PM A

G. Control Panel RequestForProsta\.stp 245KB  STPFile 26(01/2007 :35PM A
\i My Network Places SDDrtSLeaGUE-StD 303KB STPFile 26/01/2007 7:35 PM A
2l Recycle Bin readme,kxt 4KEB  Text Document 26/01j2007 7:35 PM A
TeamiworkSite, stp 135KE STPFile 26/01/2007 7:35 PM A

TimacardManagement.stp 142 KE STP File 20f01j2007 1:01 PM A

| | >

' start J @ é J C:)swte admin kemplates | @sne Administrator Te... J | g j %) 1:57 PM

When the process is complete simply press the OK button. You should now see a list of
with the extension .STP is the directory you selected previously.

3 Home - Computer Information Agency - Microsoft Internet Explorer - |5 ﬂ

File Edit Wiew Favorites Tools Help | -:,'
) Back = €3 = [x] (2] A | ) Search -7 Favorites 42 | - B
Address I@ http:ffsharepoint3fdefault . asps: j Go | Links **
‘Wwelcame System Account * | it
[This sit= =] | 2]
Create
Add a new lbrary, list, or web page to
this website,
announcements, To add a new announcement, dick "Add new announcement” below, _
Edit Page
Nt Add, remove, or update Web Parts on
this page.
Site Settings
Manage site settings on this site,
ettings - Managemment
@ CIA Hosted —
Expand All  Collapse all i-I Day ﬂ Week E Month Serminars
Tuesday Wednesday Thursday Friday Saturday Sunday = add new
2 3 4 5 b link
9:00 AM
M¥M Scheduled
Maintenance
i) 10 11 12 13
eyl
5 UG Meeting

Kl I>|LI

& Dore [ [ [ [@mstedstes |
distart| | 5 @ [ Home - computer Inf.. | | WP usaEm

Log into your SharePoint site as the site Administrator.

From the Site Actions drop-down menu in the top right, select Site Settings.
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0s0ft Internet Explorer

File Edit ‘Wew Favorites Tools  Help | ,'
eBack L Iﬂ @'] \-.\J | ) ssarch - Favorites 441 | £~ 2 =
Address I@ http:fisharepoint3f_layouts/settings, aspx

Site Information

Site URL: http: }}sharepoints)
Mabile Site URL: http: }}sharepoints/m/
Wersion: 12.0.0.6219
Users and Permissions  Look and Feel  Galleries Site Administration  Site Collection Administration
& People and groups a Title, a Masker @ Regional settings & Recycls bin
a Site collection :z;circlgﬂon, pages a Site libraries and a Site collection Features
adrinistratars a Site lists . i h
a Tres vigw content site fiierarchy
8 Advanced permissions B Site usage report y .
bypes o Portal site connection
@ Site theme
a sit a User alerts
a Top link bar -2
coluring o RS
a "
Quick Launch Site 8 Search visibility
i templat:
" tS:n\:;\:Itt: = SIREEE 5 Sites and
o List wiorkspaces
a i templates
ngsi;ttitoonslte : o Site features
@ Yieb Part:
FETAE 8 Delete this site
o Workflows

4 | 4
@ httpijisharepoint3/_catalogsiwt/Forms/Cammon, aspx ’_ ’_ ’_ ’_ ’_ ) Trusted sites
distart| | (@ @ || site Settings | | o E T 200mm

Under the Galleries section, select Site templates.

/Z site Template Gallery - Microsoft Internet Explorer - =] x|

File Edit Wiew Favorites Tools Help | -:,'
QBack - ) - [«] 2w | ) Search -7 Favorites 42 | A ta B

Address I@ http: ffsharepoint3f _catalogswkfFarms fiCommon, aspix j Go | Links **
Computer Information Agency ‘Wwelcame System Account * | it
ﬁ’]ﬁ Computer Information Agency [This Uist =] | 2|

| | Home | Site Actions -

! Computer Information Agency = Site Template Gallery
| Site Template Gallery

Wiew Al Sike Content Make a kemplate available For use in Web site creation by adding it to this gallery, The templates in this gallery are available to
this site and all sites under it, Default site templates are nok shawn,

Documents

0 @l Beames Upload |" Ackions - Sekkings - Wigw:  Default Yiew =

Upload a document: From your

computer to this library. Gallery. To add a template, click "Upload" above.

= Projects % Upload Document Modified Language
= Presentations ,j

= prchived Documents I
= Incoming Faxes
= HP Mewsletters
= Mariual
Pictures

= Company Photos
= Supplier Logos

= Produck Images
Lists

= Help Desk

= Yacation Calendar LI

& Dore [ [ [ [@mstedstes |
distart| |5 @  |[E]site Template Gallery... | | W77 200em

Select Upload to load an application template into this SharePoint site.
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Upload Template - Microsoft Internet Explorer - |ﬂ ﬂ
20 G

Laok in: Ib site admin templates ﬂ (=] g v
st . T —— hiooo74nsDeRoot 7 | [ Go |L\r|l<s »
9 BusinessPerformance.stp (2] readme txt welcome System Account + | (@ 2
CaseManagement.stp REquEstFanrnpnsaI.stp
ClassroomManagerent . stp gﬁitendminTemp\ates.exe
ClinicalTrial, stp SportsLeague.stp

Competitiveanalysis,stp TeamWorkSite, stp

. DiscussionDatabase, stp TimecardManagernent, stp
&l DisputedInwvoice, stp ry
Employseactivities stp
EmployeeBenefits stp
EmployeeTraining.stp
EquityResearch.stp —
ManuFacturingProcess.stp MI
MarketingCampaign. stp
MewStoreCOpening, skp

O | Cancel
File name: IBoardDiraclols.stp j Open I

Files of ype: IAII Files [%.%) j Cancel |

]

=
&) Dore ’_ ’_ ’_ ’_ ’_ ) Trusted sites
dstart| | (2 & &1 Upload Template - Mi... W F T 201

J J |

Browse to the <template_name>.stp file from the directory and select Open.

/Zj site Template Gallery - BoardDirectors.stp - Microsoft Internet Explorer =& x|

File Edit Wiew Favorites Tools Help | .','
QBack - ) - [«] 2w | ) Search -7 Favorites 42 | Bt B
Address I@ http:UsharepointS)’_cata\ogs,l’wthorms,iEditFarm.aspx?Mode=UpIoad&CheckInCommant=&ID=1&RnotFDIder=°fo2F°Ju5Fcatalﬂ Go | Links **

Camputer Information Agency Welcome System Accaunt v | -
ﬁ’]ﬁ Computer Information Agency [This Uist =] | 2]

| Home S hon—

Computer Information Agency > Site Template Gallery = BoardDirectors = Edit Item

Site Template Gallery: BoardDirectors

X Delete Itern ._&ICheck Qut * indicates a required figld
Name * |BoardDirectors stp

Title IBnard of Directors

Description

The Board of Directors application template provides a single ;I
location for an external group of members to store and locate
common docurnents such as quarterly reviews, shareholder
meeting notes and annual strategy docurments,

El
Created at 15/04/2008 2:01 PM by System Account oK Cancel |
Last modified ak 15/04/2008 2:01 PM by System Account

=
&) Dore ’_ ’_ ’_ ’_ ’_ ) Trusted sites
distart| |5 @  |[E]site Template Gallery... | | WP a01em

Click Ok to complete the upload of the application template to your WSS v3 site.

You will need to complete this process for every template you wish to have available in
WSS v3.
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Now, when you create a sub-site these Site Admin templates will be available under the
custom tab.

a Home - Computer Information Agency - Microsoft Internet Explorer ;Iilﬂ
File Edit Wew Favorites Tools Help | ':p’
eBack L |_] @'] }J | ,':' Search f“' Favarites 41 | £~ 2 =
Address |g‘| http: ffsharepoint3/def aulk. aspx j Go | Links >
\Welcarme System Account + | @ =t
[This sit= =] | El

Create

I[Dj Add a new library, list, or web page to

this wiebsite.

announcements, To add a new announcement, dick "Add new announcement” below, | Edit Page

Nt l f Add, remove, or updste Web Parts on
L this page.

T4 Site Settings

= Manage site settings on this site,

ethings = Managernent
o CIA Hosted [
Expand &ll  Collapse all j Day j Week E Month Seminars
Tuesday Wednesday Thursday Friday Saturday Sunday & Add new
z 3 4 5 6 link
9:00 &M
M¥M Scheduled

Maintenance

0PI
5 UG Meeting

Kl [» ILI
@ Done ’_ ’_ ’_ ’_ ’_ @) Trusted sites
i start J @ a J I@ Home - Computer Inf... @ Create Site Collection - ... J | ; 7 %) 2119 PM

To create a new sub site with one of the templates you have just loaded login to your
WSS v3 site as an administrator and select Site Actions the Create from the upper right
of the window.
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ternet Explorer - |ﬂ ﬂ

File Edit ‘Wew Favorites Tools  Help | ':,'
GBack L Iﬂ @ : | j:'SBarch -~ Favorites {"l ~ R =

Address I@ http:ffsharepoint3f_layoutsicreate, aspx J Go | Links **
Computer Information Agency Welcome System Account + | (@) A

#@# computer Information Agency

Home Site Actions -

Computer Information Agency > Create

Create

Sites and Workspaces

Create a site or workspace when you want a new place for collaboration,
communication, or content storage, For example, you might create a team site to wark
together on a new project, a blog site to post information and gather feedback, or a
wiki site to record unstructured knowledge,

Libraries Communications Tracking Custom Lists Web Pages
8 Announcements 2 Links @ Cuskam List @ Basic Page
a Form Library o Conkacts a Calendar & Cuskom List in = Weh Part Page
a Wiki Page Library 8 Discussion Board a Tasks Datashest Visw o Sikes and
8 Ficture Library a Project Tasks “ ISrSrp:;tdsheet Workspaces

a Issue Tracking

@ Supvey

=
&) Dore ’_ ’_ ’_ ’_ ’_ ) Trusted sites
distart| | (5 @  |[E]create-Microsoft Int... &) Create Site Collection - .. = ER RS

Now select Sites and Workspaces from under the Web Pages heading.

/3 New sharePoint Siti icrosoft Internet Explorer =1 x|
File Edit Wiew Favorites Tools Help | -:,'
QBack ~ ) ~ [x] 2] _;‘_ ,'«:' Search - Favorites L] | LY =
Address I@j http: fisharepoint3f_layouts/newsbweb, aspx j Go | Links **
short and easy to remember, -

For example, http:{/sharepoint3/ stename

Template Selection Select & template:

Collaboration | Meetings | Custom

Business Performance Reparting
Case Management For Government Agencies

[ Classroom Management
Clinical Trial Initiation and Management
Competitive Analysis Site
Discussion Database
Disputed Invoice Management
1 Employes Activities Site
Employes Self-Service Benefits
Employes Training Scheduling and Materials
The Board of Directars application termplate provides a single location For an Equity Research
external group of members ko store and locake comman docurents such as Manufacturing Process Management LI
quarkerly reviews, sharsholder meeting notes and annual strategy
documents, —
Permissions User Permissions:
iU can give permission to access your new site ko the same users who have ¥ Use same permissions as parent sits
access ko this parent site, or you can give permission ko a unique set of
users. £ Use unique permissions

Mote: If you select Use same permissions as parent site, one set of
user permissions is shared by both sites, Consequently, you cannot change =
] H

VISR NRFMISSINGS 0 wnor new site onless vonare an administeabor of His

Kl
e T T T T B
distart| | (5 @  |[E)New SharePoint site -.. &) Create Site Collection - .. = e

If you scroll down to the Template Selection and look at the Custom tab you should see
a list of all the templates you just added. You can use any of these now when you create
a WSS v3 sub-site.
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10.6 Server Admin Templates

% server admin templates

File Edit ‘Wew Favorites Tools  Help

=lax|

| Iz

OBack =) - ? | j:' Search ‘[‘;‘: Folders | & 2 X g | -

Address I[ﬁ E:server admin templates

EBE

Folders

X || Mame =

@ Desktop
= @ My Documents

[ visual Studio 2005
= :} Iy Computer

5 314 Floppy (A1)

S Local Disk (C:)

“e# Programs (D)

[=] S Data (E:)

1) fax
12 server admin templat
1) site admin templates
1) sp3
I Users Shared Folders
B WlTemp
< DVD Drive (F:)
r;‘l download on 'C:Y' (Z:)
G‘ Control Pane!
‘ﬂ My Metwork Places
2 Recycle Bin

(£ 5L Server Management St

1) $nkservicepackuninstalld

Size | Type

| Date Modified | Attributes I

-';arvemdmlnTemplatas.exa

All 20 Server Admin Templates Bundle

Please type the location where you want to place the extracted files.

1,642 KB Application

ol

- |e ‘zerver admin templates

Browsze...
Cancel

*

4
dstart| | (3 &

J C:) server admin templates | g All 20 Server Admin T...

15042008 2:24 PM &

| | Wi e

Download the Server templates file from

http://www.microsoft.com/downloads/details.aspx?FamilylD=aae4cb5a-91d2-4f1b-

9a45-3bb894e218f8&DisplayLang=en

Double click on the downloaded file to run. Select a location where you wish to store

the templates and hit OK.
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=lax|

Help

| &

@ Back - ) - _?l,"SBarch ‘E’:"Folders | & 2 X g | -

Address I@ E:server admin templates

EBE

Folders

X

Mame  ~ |

Size | Type

| Date Modified

| Attributes I

@ Desktop
= urJ My Documents

[ visual Studio 2005
= ) Iy Computer
_ﬁ 314 Floppy (A1)
S Local Disk (C:)
e Programs (D)
[=] S Data (E:)
1) $nkservicepackunins
1) fax
I server admin templa
I3 site admin templates

1) sp3

(£ 5L Server Management St

ServerddminTemplates exe
AbsenceYacationSchedule wsp
ApplicationTemplateCore wsp
EBudgetingTrackingMultiplePraj. ..
BugDatabase.wsp
CallCenter wsp
ChangeRequest wsp

@ ComplianceProcessSupport wsp

1,642 KB
19 KE
1,088 KB
20 KE
16 KE
1B KB
21 KB
12 KB

Application
WP File
WP File
WP File
WP File
WSP File
WSP File:
WSP File

All 20 Server Admin Templates Bundle

£

The Application Template has been successfully unpackaged, Please see the
README.bxt File Far Further installation instructions.

15042008 2:24 PM

19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19(02/2007 11:22 AM
19/02/2007 11:22 &M
x| P2iz2007 11:22 AM
2/2007 11:22 AM
2i2007 11:22 AM
2j2007 11:22 AM
2j2007 11:22 AM
2/2007 11:22 AM
2/2007 11:22 AM

&2 Users Shared Folder.
@ WlTemp
< DVD Drive (F:)
r‘ download an 'C:Y' (Z:)
B‘ Control Pane!
‘-J My Metwork Places
2 Recycle Bin

4 |

*

JobRequisition. wsp
KnowledgeBase wsp

@ LendingLibrary . wsp

@ PhysicalfssetTracking. wsp
ProjectTrackingWorkspace.wsp
E readme,kxt
RoomEquipmentReservations. ...
SalesLeadPipeline wsp

dstart| | (3 &

14 KB
FKEB
22 KB
17 KB
112KB
EKE
Z8KB
Z3KB

J C) server admin templates | g All 20 Server Admin T...

WSP File
WSP File
WSP File
WP File
WP File
Text Document
WP File
WP File

19/02/2007 11:22 AM
19/02/2007 11:22 &M
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 5112 AM

19/02/2007 11:22 AM
19/02/2007 11:22 AM

&

PP PRPPFPFPPFPPEPFPPFPPEPRPRPERPERERERRPR >

| | W F Ty 2z

Once this process is complete press OK to continue. You should now see a list of files
with extension .WSP in the directory you selected above.

File Edit Wiew Favorites

Help

% server admin templates

Taals

==

| &

DBk + - T | - Search ‘F[“ Folders | 5 3 X 6 | -

Address I@ Et\server admin templates

EE

Folders

x

Mame = |

Size | Type

| Date Modified

| Attributes I

@ Desktop
= urJ My Documents

(2 visual Studio 2005
= j My Computer
_ﬂ, 314 Floppy 400
“ee Local Disk (C:)
S Programs (D:)
“ee Data (E:)

=

H ) fax

I3 site admin templates

uﬂ p3

10 wUTemp
ih DVD Drive (F:)
224 download on 'C:Y (7:)
B‘ Control Pane!
‘-J My MNetwork Places
2 Recycle Bin

4 |

u‘ﬂ S0L Server Management St

1) $ntservicepackuninstalld

I} server admin templates

[ Users Shared Foldsrs

*

AbsenceYacationSchedule wsp
@ ApplicationTemplateCore wsp
@ BudgetingTrackingMultiplePrai. . .
BugDatabase,wsp
CallCenter. wsp
ChangeRequest wsp
ComplianceProcessSupport. wsp
ContactsManagement.wsp
DocumentLibraryReview, wsp
@ EventPlanning wsp

@ ExpenseReimbursementAppra...
HelpDesk,wsp
InventoryTracking wsp
ITTeamWorkspace wsp
JobRequisition. wsp
KnowledgeBase wsp
LendingLibrary.wsp

@ PhysicalfssetTracking wsp

@ ProjectTrackingWorkspace.wsp
E readme,kxt
RoomEquipmentReservations, ...
SalesLeadPipeline wsp

distart| | @ &

J Ilj server admin templat...

1,642 KB
19 KB
1,088 KB
20KE
16 KE
18 KE
21 KE
12 KE
10 KE
22 KB
22 KB
149 KB
19KE
3LKE
I7KE
14 KE
7KE
22 KB
17 KB
112 KB
6KB
28 KE
<)

Application
WSP File
WP File
WP File
WP File
WP File
WP File
WP File
WSP File
WSP File
WSP File
WP File
WP File
WP File
WP File
WP File
WP File
WSP File:
WSP File
WP File
Text Document
WP File
WP File

15(04/2008 2:24 PM

19/02/2007 11:22 &M
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 &M
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19(02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 11:22 AM
19/02/2007 5:12 AM

19/02/2007 11:22 AM
19/02/2007 11:22 AM

A

PP PPFPEFPFPPFPEFPFPPPFPPRPRPEREERERDRR R

| | W 7T zeTEm

To add these templates to WSS v3 you will need access to the WSS v3 server and be
logged on as an administrator.
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Once logged on open a DOS window via Start | Run | cmd. Once the DOS window is
open change to the WSS v3 directory at c:\program files\common files\Microsoft
shared\web server extensions\12\bin.

Run the command

stsadm —o addsolution —filename <path>\ApplicationTemplateCore.wsp

Next, run

stsadm —o deploysolution —-name ApplicationTemplateCore.wsp -allowgacdeployment
Then run

stsadm —o execadmsvcjobs

Now run

stsadm -o copyappbincontent

The Application Template Core solution has now been added to the WSS v3 solution
store, and deployed on the server.

You must complete the above steps prior to installing the Server admin templates.

You now need to add each template individually to WSS v3 via the following steps.
While still at the DOS prompt run:

stsadm —o addsolution —-filename <template_name>.wsp
Then run

stsadm —o deploysolution —name <template_name>.wsp —allowgacdeployment —
immediate

followed by
stsadm —o execadmsvcjobs
for each template you wish to have installed. For Guide subscribers you will find a batch

file called deploy.bat on the update DVD that will execute the above steps for the
Template Core and all Server Admin templates automatically.
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/3 Create Site Collection - Microsoft Internet Explorer =181x]
File Edit ‘Wew Favorites Tools  Help | :r'
QBack L |_] @ o | j:'SBarch 7 Favorites 441 | T Bg =
Address I@'l http:ffvsbsz003std: 10437 _adminfcreatesite, aspx j Go ||-‘”k5 >
-
Template Selection Select a template:

Collaboration | Meetings | Application Templates

Absence and Yacation Schedule
Bug Database
Call Center

Contacts Management

Compliance Process Suppart Site
Docurment Library and Review

Event Planning

Expense Reimbursement and Approval Sike
Help Desk

Inventory Tracking
IT Team Warkspace
& site For teams ko share information on when team members will be away Job Requisition and Interview Management
from the office and who to contact for issues. Knawledge Base =l
Primary Site Collection Administrator User name:
Specify the administratar For this Web site collection.
Secondary Site Collection Administrator \User name!

Specify the secondary administrator for this Web site collection,

Quota Template

Seleck a quota kemplate:
_I Select a predefined auata template ko limit resources used For this sibe Mo Quota = | _ILI
4 13

&l [T M ocalinmanet |
distan| @ & | [&] create site Collection.. | | W 7P soapm

Once the templates have been added, if you return to the Create Site Collection in
SharePoint Central Administration you should see the list of Server Admin templates
now displayed which you can choose from under the Application Templates tab.

10.7 Saving entire site as a template

It is possible to save the entire contents of a WSS v3 site, as well as the data within it (up
to 500MB max) to a site template.
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/= Home - Saturn Alliance Sharepoint Demo - Windows Internet Explorer JRETET

fs‘cj' [ hitp: ffwinz003ent def aul. aspx (=] [ #2]| % [ [uive Search 2~
Fle Edt View Favories Tools Hep

5% 47 @ Home - Satum Allance Sharepoint Dema | | 3 - E) - deh ~ |0 Page - (0 Tooks ~
Satum Aliance Sharepoint Demo Wielcome Sharepoint Administrator = | @

[This site =] P
.m' Saturn Alliance Sharepoint Demo

| |Home,| socal Ciub

View All Site Content 3 s
= ALSI= Lenten This is a Sharepoint demonstration site created by Saturn Alliance. ]]]]j Add a new lirary, list, or web page to
RS this website.
e Qur Core Values M T
* Customer feedba - . - - =3 'age
Our Mission Statement - Keeping IT simple | / Add, remove, o update Web Parts on
Pictures B this page.
= Images Our Goals : T Site Settings
L Manage site settings an this site.
e 1. Respond to engiries within 60 minutes
» Knowledge Base 2. Solve the right problem Links .
Lists s. Listen first a st Allance
= Calendar a sharepoint information
a Sydney Morning Herald
® Tasks Announcements - a Hyawainvan Air :
* Suggestions (Christmas shutdown 21/11/2007 1:58 PM
» Staff Details by Sharepoint Administrator & Add new link
e pzwneoassa note that our offices wil be closed from 25th of December ( Christmas day) untl the tst of January, [
- - ' Quarterly goals -
L lease welcome Nancy 21f11/2007 1:56 PM 1. Increase sales by 10%
= Team Discussion by Sharepeint Admiistrator
Nancy Williams has just commenced in our accounts department. Plezse stop by and intraduce yourself to
Sites her and welcome her to our business. 2. Convert 10 new
= Sodial Club prospects into customers

[ Add new announcement
People and Groups
3. Boost revenues beyond
$ 1 million

1] Recycle Bin Calendar -
O 0 g Tie Location  Start Time End Time: All Day Event
Casual Office 15/12/2007 12:00 AM  15/12/2007 11:59PM  Yes |

Done [ [ |J7Tvustedsites ESAE

T A
distart| | (i} @ . | @ Home - satum aliance s... | & cperstions - windaws In... || & Home - Saturn Allianc... 2] Computer Management | B | () 4isspm

Login to the WSS v3 site as an administrator and select Site Actions | Site Settings from
the top right.

te Setting indows Internet Explorer =12 x|

W s v | ] hitp:win2003enti_layautsisettings.aspx 41| x| [Live search Pl
File Edit View Favorites Tools  Help

e A @site settings | | 3 - B) - o ~ > Page ~ (G Tooks ~
Saturn Alliance Sharepoint Demo Welcome Sharepaint Administrator = =

.ﬂ. Saturn Alliance Sharepoint Demo

Saturn Alliance Sharepoint Demo > Site Settings

Site Settings

Site Information
Site URL: hitp://win2003ent/
Mobile Site URL: http:/fwin2003ent/m/
Version: 12.0.0.6039
Users and Permissions | Look and Feel Galleries Site Administration Site Collection Administration
8 People and groups a Title, description, andicon @ Master pages 8 Regional settings 8 Recyde bin
8 Site collection a Tree view 8 Site content types & Site lbraries and lists 8 Site collection features
administrators a Site theme 8 Site columns B Site usage report B Site hierarchy
5 Adv
Advanced permissions a Tap link bar 8 Site templates B User dlerts 8 Portal site connection
a QuidLaunch a List templates a RSS
o Save site as template a ® Search visibiity
a Reset to site definiton a workflows 6 Sites and workspaces
8 Site features

© Delete this site

L]

bttp: Y win2003enty_layouts/sawetmpl. aspx [ [ [ Trusted sites ESU

T
distart| | (i} @ ) | @ Home - satum aliance s... | & cperstions - windaws In... || & site Settings - Windo.. 2] Computer Management | | ) 4is6PM

From the Look and Feel section, select the option Save site as template.
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/2 Save Site as Template - Windows Internet Explorer

mEIET
@: ~ [] hitp: fninz003entj_Jayoutsisavetmpl.aspx (=] [ #2]| % [ [uive Search 2~
Fle Edt View Favories Tools Hep

P 0 @ savesie as Template | | fii - B -

i v ShPage - (iTodls v

Saturn Aliance Sharepoint Demo

ALLLANCE
E Sodal Club

Saturn Alliance Sharepaint Demo > Site Settings > Save as Template

Save Site as Template

Use this page to save your Web site as a site template. Users can create new Web sites from this template,
File Name

File name:
Enter the name for this template file.

[saturn

Name and Description Template name:
The name and description of this template will be displayed on the Web site template |CumD\EtE site template
picker page when users create new Web sites.

Template description:

Welcome Sharepoint Administrator = | @ &
.m' Saturn Alliance Sharepoint Demo

| site Actions ~ [}

Whole site including data

Include Content [ i Gt
Indude content in your template if you want new Web sites created from this template

to include the contents of al lists and document lbraries in this Web site. Some

customizations, such as custom workflows, are present in the template only if you

choose to indlude content, Including content can increase the size of your template.

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

Done

oK. Cancel

KIS

K]

[T [T [ Trusedsies
istare] | (G} @ (. | @ Home - satum aliance 5., | @ operations - windaws In... |/ Save Site as Templat... (=) computer Management |

00 -

| (i) 457PM

Give the template a Filename and then a Template name and Description. You are also
able to select the option below to include all the site content (remember this will only
work provided there is less than 500GB of data). Press the OK button to continue.

/= Operation Completed Successfully dows Internet Explorer

NI
@‘\: s v | ] hitp:win2003enti_layoutsiuccess. asphiextiri={_| inkLbi=httpet3nen2lw] 42| K | [Live Semrch Pl
File Edit View Favorites Tools  Help
= = »
¢ @¢ 8 Operation Completed Successfully | | & - B - = - o Page - (0 Tooks -
Saturn Alliance Sharepoint Demo

Welcome Sharepai
.ﬂ. Saturn Alliance Sharepoint Demo

ALLIANCE
E Sodal Club

Saturn Alliance Sharepoint Demo » Operation Completed Successfully

Operation Completed Successfully

The template has successfully been saved to the site template gallery. You can now create sites based on this template
Tomanage templates in the gallery, go to the site template gallery.

Toreturn to the site admiristration page, dick OK.

it Administrator = =l

Done

[T [T [ Trusedsies
| @stare| | (@ @ () | @ rowe -saum alince 5. | @ cpsratons - widows n.. [ Operation Eompieted - |5} conpusr anagemece_ |

L]

0% -

| | ) 4s9pM
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Upon successful completion you should see a screen like that shown above. Click the
site template gallery link to view the template gallery for the entire site (which is where
the template is saved), or press the OK button to return to the site.

> Site Template Gallery - Windows Internet Explorer = =] x|
@: ~ [ ] hitp: fwinz003ent_catalogs{wt/Forms/Common. asp (=] [ #2]| % [ [uive Search £~
fle Edt Yiew Favorites Tools Help

TP A @ site Template Gallry | | 3 - By - b v rpage - iTodls v
Saturn Allance Sharepoint Demo Vielcome Sharepoint Administrator = | @ 2

[This List =] P
Saturn Alliance Sharepoint Demo
ALLANCE

| Jiomey Sociicub
A* Saturn Alliance Sharepoint Demo > Site Template Gallery
[g Site Template Gallery
View All Site Content Make a template available for use in Web site creation by adding it to this gallery. The templates in this gallery are avalable to this site and all sites under it. Default site
o templates are not shown.

» Customer feedback Upload - | Actons - | Settings - View: Default View hd
Pictures Name Title Modified Languzge
saturn ] HEW @ Completesite template 14/05/2008 4:59 PM English

= Images
Documents

= Policies

» Knowledge Base
Lists

= Calendar

® Tasks

» Suggestions

= Staff Details

= Dally reception tasks
Discussions

= Team Discussion
Sites

= Social Cub

People and Groups o

18] Recycle Bin =l

Done [0 [ [T [ [ mrusted ses ESU

/)
distart| | (i} @ . | @ Home - satum aliance s... | & cperstions - windaws In... || & site Template Gallery... 2] Computer Management | | ) si0LPM

The template you just created now appears in the WSS v3 Site Template Gallery.

{2 Site Settings - Windows Internet Explorer =S|

@@ + ] hitp: fiwin2003ent_layoutsisettings.aspx (=] 42| [ uive search Pl
File Edit View Favorites Tools  Help

= = »
G (@ site Settings | | &3 - B - = - b Page - () Tooks ~

Saturn Alliance Sharepoint Demo

.ﬂ. Saturn Alliance Sharepoint Demo

ALLIANCE

E Sodial Club Site Actions ~

Saturn Alliance Sharepoint Demo > Site Settings

Site Settings

Welcome Sharepaint Administratar = =l

Site Information
Site URL: hitp://win2003ent/
Mobile Site URL: http:/fwin2003ent/m/
Version: 12.0.0.6039
Users and Permissions | Look and Feel Galleries Site Administration Site Collection Administration
8 People and groups a Title, description, andicon @ Master pages 8 Regional settings 8 Recyde bin
8 Site collection a Tree view 8 Site content types & Site lbraries and lists 8 Site collection features
administrators a Site theme 8 Site columns B Site usage report B Site hierarchy
Advanced permissions a Toplink bar o 5ite tEmplates o User alerts s Portal site connection
a QuidLaunch a List templates a RSS
8 Save site as template 8 Web Parts ® Search visibiity
a Reset to site definiton a workflows 6 Sites and workspaces
8 Site features

© Delete this site

i
[ [ [ [ [ trusted sites ESAE

[
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You can return to this gallery in future by selecting Site Actions | Site Settings from the
main screen (provided you are logged on as an administrator) and then selecting Site

templates under the Galleries section.

"," New SharePoint Site - Windows Internet Explorer

NEIES
@Ej ~ [ ] hitp: fninz003ent_Jayoutsinewsbweb, aspx (=] [ #2]| % [ [uive Search £~
Fle Edt View Favortes Tools Help
SF 40 @ New shareoint Site | | 3 - B - e - 2 Page - GiTodls - 7
Homey| Social Clu> Site Actions ~

Saturn Alliance Sharepoint Demo > Create > New SharePoint Site

New SharePoint Site

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

Creste cancel

Title and Description Tite:

Type a title and description for your new site. The title wil be displayed on each page in I

the site,

Desaription:

Web Site Address T

Users can navigate to your site by typing the Web site address (URL) into their e

browser. You can enter the last part of the address. You should keep it short and easy el il

to remember. _

For example, http: fnin2003ent/sizename

Template Selection Select a template:

Colaboration | Meetings | Custom
b
M
\hole site incucing data =
[0 [ [T [ [ mrusted ses ESU
distart| | (i} @ . | @ Home - satum aliance s... | & cperations - windaws In... || & new SharePoint site .. 2] Computer Management | | () si05PM

You will also find this template located under the Custom tab when you go to create a

sub-site.

ite Template Gallery - Windows Internet Explorer

NEET
@;: s v | ] http:win2003enty_catalogsiut/FarmsiComman. aspx (=] 42| [ uive search Pl
File Edit Wiew Faworites Tools Help
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saturn Allance Sharepoint Demo

.ﬂ. Saturn Alliance Sharepoint Demo

ALLLANCE

| |Home,| socal Ciub

Welcome Sharepoint Administrator

@
[This List =] Fe)

[ iz coons

Saturn Alliance Sharepoint Demo > Site Template Gallery

Site Template (IR

[

View Al Site Content.

X

Make a template avaiable for u

Do you want to save this file, or find a program online to apen
templates are not shown, it?

Surveys

[vailable to this site and all sites under it. Default site

view: Default view

+ Customer feedback o e e Rz el
= Type: Unknown File Type, 772KE
Pictures - From: winzoo3ent M
g satun !
Documents End El
= Policies

» Knowiedge Base

‘w/hile fikes from the: Intemet ean be useful, some files can patentialy
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+ Calendar Pragram to apen this fie or sawe this fle. What's the risk?
* Tasks

» Suggestions

= Staff Details

= Dally reception tasks
Discussions

= Team Discussion
Sites

= Sodial Cub

People and Groups.

1] Recycle Bin

Done
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To save the template to a file that can be copied and then imported into another WSS

v3 installation simply click on the template name and save the file to the desired
location.

S Site Template Gallery - Windows Internet Explorer

S site Template Gallery - Windows Internet Exph

@_\-‘f/ )~ |&] hitp: fvinz003ent_catelogsfet/FormsiComman, aspx
Fle Edt vew Favorkes Iools Help

0 @ sie Template Gallery | |

Saturn Aliance Sharepoint Demo

w1 #2 | X [ fuive Search £~
|

3 - B -~ rpage - CiToos v 7

Welcome Sharepoint Administrator - | @ 2

[Tris List =] Fe

Saturn Alliance Sharepoint Demo
ALLIANCE

Home  Social Club
|

["SicActom |

Saturn Alliance Sharepaint Demo > Site Template Gallery

=]
| =M Site Template Gallery

View All Site Content Make a template avaiable for use in Web site creation by adding it to this gallery. The templates in this gallery are avaiable to this site and all sites under it. Default site
templates are not shown,
Surveys
+ Customer feedback Upload | ~| Actions ~  Settings ~ view: | Default View
p Upload Document Modified Language
Pictures % Upload a document from your §
o i o O ite template 14/05/2008 4:59 PM English
Upload Multiple Documents

Lo mare @ Upload multiple documents from your

= Poliies computer to this brary.

» Knowledge Base

Lists

= Calendar

» Tasks

= Suggestions

» 5taff Details

= Daily reception tasks

Discussions

= Team Discussion
Sites

» Sodil Club
People and Groups =
] Recycle Bin =l
Done
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To upload a site template simply go to the Site template Gallery as before and select
Upload from the menu bar and browse to the template file location.

10.8 Conclusion

This guide continues to be a work in progress and | encourage comments and feedback
of any type. The only way that the Guide will improve if these is continued feedback.

Please send your comments and feedback to director@ciaops.com.
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