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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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2.1 Scope

This chapter will focus on the features of Windows SharePoint Foundation 2010 (WSF)
and how they can be utilized within a business. It is designed to give you a basic
understanding of the structure of the product as well as features which set it apart from
previous versions.

2.2 Windows SharePoint Foundation 2010 Overview

Microsoft SharePoint 2010 enables organizations to connect and empower people
through an integrated set of rich features. SharePoint 2010 facilitates business
collaboration in its broadest sense and helps colleagues, partners, and customers to
work together in new and effective ways.

Microsoft SharePoint Foundation is the essential solution for organizations that need a
secure, manageable, web-based collaboration platform. It helps teams stay connected
and productive by providing easy access to the people, documents, and information that
they need to make well-informed decisions and get work done.

Some of the benefits include:
Collaborate Easily and Effectively

Connect teams and increase productivity by providing easy access to the people,
documents, and information they need through SharePoint Foundation 2010 out
of the box elements such as blogs, wikis, team workspaces, and document
libraries, providing employees with the ideal way to share information and
collaborate around a customized website.

Deploy a Manageable Infrastructure

SharePoint Foundation 2010 offers new tools such as Windows PowerShell
Administration to boost administrators’ productivity and advances in health
monitoring to provide deep insight into server performance and health; enabling
you to make the most of your organization’s resources by deploying a
manageable, scalable, and reliable collaboration platform that enables self-service
by employees.

Build Web Applications
Increase business process efficiency by creating Web applications and workflow

scenarios on the highly customizable, extensible platform of SharePoint
Foundation 2010 which also offers new tools such as the Developer Dashboard
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and Resource Throttling to help manage site customization and application
development.

The best way to understand what SharePoint 2010 provides is to download the
following document:

2.3

Introducing SharePoint Foundation 2010

This paper describes how Microsoft® SharePoint® Foundation 2010 is the next step

forward for the Microsoft fundamental collaboration technology framework,

Windows® SharePoint Services 3.0. An overview of SharePoint Foundation 2010 as
the essential solution for organizations that want a secure, manageable, Web-
based collaboration platform is provided.

http://go.microsoft.com/?linkid=9691436

Previous Versions

WSF is by no means a new product, it originally started life out as SharePoint Team
Services, then Windows SharePoint Services v2 after which came Windows Sharepoint
Services v3 (WSS v3). You will find WSS v3 an integrated component of Small Business
Server 2008 for example.

So what are the major differences between WSS v3 and WSF? In summary, WSF
supports all the features and functionality of WSS v3 but also includes:

Alerts Enhancements : Microsoft SharePoint Foundation 2010 expands the alerts
framework to enable users to have alerts sent as Short Message Service (SMS)
messages to their mobile devices.

Business Connectivity Services : Business Connectivity Services (formerly named
the Business Data Catalog) provides read/write access to external data from line-
of-business (LOB) systems, Web services, databases, and other external systems
within Microsoft SharePoint 2010. SharePoint 2010 has product features that
can use external data directly, both online and offline. Developers can gain
access to a rich set of features and rapidly build solutions using familiar tools
such as Microsoft Visual Studio 2010 and Microsoft SharePoint Designer 2010.
Microsoft Business Connectivity Services (BCS) enhances SharePoint application
capabilities and their Ul through features, services, and tools. These enhanced
capabilities and Ul streamline development of solutions with deep integration of
external data and services. Power users, developers, and business unit IT
professionals can integrate assets from external systems and enable interaction
with the external data through many types of applications. The Business
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Connectivity Services feature set enables rapid development and deployment of
scalable and security-rich solutions.

e Client Object Model : Microsoft SharePoint Foundation 2010 introduces three
new client APIs for interacting with SharePoint sites: from a .NET managed
application (Microsoft® .NET Framework 3.5 or later), from a Silverlight
application (Microsoft® Silverlight™ 2.0), or from ECMAScript (JavaScript, JScript)
that executes in the browser. These new APIs provide access to a subset of the
types and members that are contained in the Microsoft.SharePoint namespace
of the server-side object model.

o Events Improvements : Microsoft SharePoint Foundation 2010 supports multiple
new events, including on-create events for lists and Web sites and support for
synchronous after events. Many of the new events are available in both
synchronous and asynchronous modes. SharePoint Foundation offers a more
approachable events infrastructure that is easier to program against than earlier
versions.

e Microsoft Synch Framework : The Microsoft Synch Framework in SharePoint
Foundation is a comprehensive and unified synchronization architecture that
provides data-agnostic and bidirectional capabilities to developers. Because it
was designed to provide cross-application synchronization, implementing the
Microsoft Synch Framework allows other Microsoft and third-party applications
to synch more easily with SharePoint Foundation 2010 deployments.

e Mobile Device Development Enhancements : Microsoft SharePoint Foundation
2010 greatly expands access from mobile devices to SharePoint Foundation
pages, lists, and functionality.

e Query Enhancements : Microsoft SharePoint Foundation 2010 includes several
new ways to query and filter data.

e Ribbon : The Ribbon offers new functionality in the Microsoft SharePoint
Foundation 2010 user interface. The Ribbon serves as the primary command
surface that you can use to interact with objects inside of SharePoint
Foundation. In earlier product versions, commands were accessed across
multiple surfaces and located in varying menus. With the introduction of the
Ribbon, commands are grouped in a logical manner through the use of tabs and
groups, making them easy to find. You can also extend the functionality of the
Ribbon to include your own custom functions.

e Sandboxed Solutions : A sandboxed solution is a new concept in Microsoft
SharePoint Foundation that allows site collection users to upload their own
custom code solutions. A sandboxed solution uses a subset of the
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Microsoft.SharePoint namespace. These objects are marked in the object model
to show their availability in a sandboxed solution. All sandboxed solutions are
stored in a solution gallery. In addition, there are facilities provided to help
server farm administrators monitor and validate solutions that have been
uploaded to these galleries. Performance can be monitored by measuring CPU
execution time, memory consumption, and database query time. You can also
monitor other aspects of operation including abnormal termination, critical
exceptions, unhandled exceptions, and data marshaling size.

e Service Application Framework : The Service Application Framework provides a
platform that allows developers to build scalable middle-tier applications that
are hosted in Microsoft SharePoint Foundation 2010 and that provide data or
processing resources to other SharePoint features. The Service Application
Framework enables services to be shared between computers on a server farm;
it also helps load balance and manage services in SharePoint. The Service
Application Framework provides over 20 services that are built into the core
product. For example, SharePoint Search is implemented by Service Application
Framework. The Service Application Framework is an AP| provided by back-end
application servers and consumed by front-end Web servers.The Service
Application Framework replaces the Shared Services Provider in Microsoft Office
SharePoint Server 2007.

o Silverlight Integration and the Fluid Application Model : In Windows SharePoint
Services 3.0, you could host a Microsoft Silverlight application in a Web Part.
Microsoft SharePoint Foundation 2010 goes beyond by providing a built-in,
extensible, Silverlight Web Part specifically designed to host Silverlight
applications. Closely related to the new Web Part is the Fluid Application Model
(FAM) that enables secure, cross-domain, integration between external
applications and SharePoint Foundation deployments.

e Ul Improvements : The user interface (Ul) in Microsoft SharePoint Foundation
has been upgraded significantly. This includes the introduction of the Ribbon, a
revamped master page, and new cascading style sheets (CSS). Each of these
enhancements creates a more consistent experience for users across pages and
makes it easier to work with objects inside SharePoint Foundation.

o Windows PowerShell for SharePoint : Windows PowerShell™ command-line
interface is a new command-line tool and supporting scripting language from
Microsoft that complements Cmd.exe in the Windows administration context. In
the SharePoint administration context, Windows PowerShell supersedes the
Stsadm.exe administration tool. Moving forward, you should use Windows
PowerShell scripting technology to develop any new command-line scripts in
SharePoint Foundation 2010.
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o  Workflow Improvements : In Windows SharePoint Services 3.0, the Windows
Workflow Foundation provided a highly extensible workflow model to the
SharePoint platform. Microsoft SharePoint Foundation 2010 continues to build
upon the functionality available in Windows SharePoint Services 3.0 and
improves and expands your options so that you can build rich workflows that can
accommodate even more complex business scenarios. This topic presents the
new features that are available for workflows in SharePoint Foundation 2010.

For further details see the following web site:

http://technet.microsoft.com/hi-in/sharepoint/ee518670%28en-us%29.aspx

24 Microsoft Office SharePoint Server 2010

SharePoint Server 2010 takes the capabilities of WSF and adds Enterprise features such
as portals, enterprise search, enterprise content management, business processes and
forms as well as business intelligence.

Unlike WSF, SharePoint Server 2010 is a commercial product that requires the purchase
of server and client licensing. In most cases for the target audience of this Guide,
SharePoint Server 2010 is not considered a viable option, however it is important to
understand there are fundamental differences between it and WSF.

2.5 Prerequisites

So what do you need to get WSF running? You will need to install the WSF software
onto a Windows Server 2008 (64 bit) or better, with Internet Information Server (IIS)
and ASP .NET installed. The Windows Server will also require the installation of the
DotNet3.5 framework. Both WSF and DotNet3.5 Framework are free downloads from
Microsoft.

WSF can be installed onto Windows Small Business Server 2008 Standard, however it
must be done in an approved manner. It can also be installed on the second server of
Windows Small Business Server 2008 Premium. You should allow about 3GB of disk
space to install the WSF program files. WSF will also need room to store a number of
system databases, the most important of which will be the content database. This
content database holds all the information that you place into WSF over time and will
continue to grow.

It is therefore important to plan up front how and where you will store your WSF
content. A lot of this will be determining the type of database storage option you
require for WSF as many have restrictions. More detailed information about this can be
found in Chapter 8 — Database operations.
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Clients can access information in WSF sites via a variety of methods with the most
common being through a web browser like Internet Explorer. Other browsers such as
Firefox will also operate with WSF but Internet Explorer provides the most functionality.
It is also possible to use Microsoft applications like Outlook to ‘link’ to WSF. If clients are
working on documents stored in WSF document libraries, such as Word documents,
they will require the same application on their machine to work with that document.
Thus, if you wish to work on a Word document held in a WSF library, then you will
require Microsoft Word on your local machine just as if you had opened that file from a
network file share.

2.6 Intranet or Extranet?

First and foremost WSF can be thought of as an Intranet, that is, an internal web site
available only to users within the business. However, these days it is more important
than ever to have the ability to access information anywhere. With this in mind WSF has
been created to allow it to be easily extended beyond the organization to trusted third
parties to form an Extranet.

Because WSF is built using standard ‘web services’ and accessible through a web
browser it is a relatively simple matter to publish any internal site out to the public
Internet. Obviously things like security play a much greater role when providing
anything to the Internet but you will find that WSF has been created with this already in
mind, making it a far easier task than it once used to be.

In most cases the first step is to get an Extranet operational and then extend or ‘publish’
this to other parties. It is even possible to extend WSF to use SSL. For more information
on this see — Chapter 9 — Advanced Configuration.

It should also be remembered that many companies now offer ‘hosted’ SharePoint
services. This means that you can gain access to the functionality that WSF provides
without having to maintain your own network infrastructure. You and your team simply
access WSF across the Internet from a browser. Apart from that, everything else is
exactly the same.

2.7 Databases

There are two types of databases that WSF uses, the configuration and content
database. These databases contain the following information:

Configuration database: contains all the configuration settings for the WSF
environment such as what servers exist and what their roles are. A WSF
installation can start at a single server but expand to many servers as dictated by
the growth in information and reliability required. All servers in a WSF installation
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are referred to as a ‘farm’. There is only a single configuration database and it is
shared amongst all the servers in the WSF farm.

If you expand an existing WSF farm you will be given the option to connect to an
existing farm during the installation of a new server. This is very similar to the
concept of adding an additional Windows domain controller to an existing
Windows domain.

Content database: contains all the data and information that belongs to the WSF
sites such as document libraries, lists, etc. It is important to remember that all
WSF information effectively lives in a single database. Failure of this database will
mean users are unable to access any WSF information. This database will increase
in size as users add information to the WSF site. It also includes all the user
security information and permission settings. You can have as many content
databases as you desire but the default name for the first content database is
WSS_Content. Like all data storage you need to take appropriate steps to ensure
that it is backed up and maintained.

One of the core components required for WSF to operate is a place to hold its content
and configuration data. It does so in SQL databases. There are quite a range of SQL
databases available from Microsoft starting with the Express Edition 2008 (free), moving
up to Workgroup, Standard and Enterprise. There are also different versions when you
consider SQL 2005 vs SQL 2008. The good news is that they can all be used to store WSF
content and configuration.

Microsoft SQL Server 2008 Feature comparison

Prior to installing WSF on a machine a SQL Server instance needs to exist. If one is not
present then you can select to have WSF install SQL Server 2008 Express Edition. By
default SQL Server 2008 Express Edition doesn’t come with any GUI tools. Another
overlooked default is that fact that it installs itself, programs and data, into the C: drive
which can lead to space issues later. One major drawback of the SQL Server Express
Edition is it places a limit on the size of a database of 4GB. SQL Server Express 2008 R2
now allows databases up to 10GB.

People have said that you should use a more up market version of SQL (e.g. Workgroup
or Standard) because it gives better performance. It is not evident that SQL Express
Edition is any slower than SQL Standard for typical WSF sites. Now that may not be the
case when you get really large WSF sites but how many WSF sites have you ever come
across that are that large initially? The only reason to use a more up market version of
SQL is if you wanted some of the specific high end SQL tools and abilities, like integrated
SQL backup and restore as well as clustering and to overcome the 4-10GB database size
limitation (SQL Express 2008 R2 allows up to 10GB databases while other versions only
allows 4GB). However, for most WSF sites, at least initially, this is generally not required
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and because you can easily upgrade to another version of SQL later if required it doesn’t
make sense to go this expense until absolutely necessary.

_. Microsoft SharePoint Foundation 2010

lation you want

=d type of Microsoft SharePoint Foundation 2010 installation below.

Install single server standalone using default settings.

Choose settings for single server or SharePoint farm.

If you are happy using the SQL Express Edition that comes with WSF then you can simply
complete a Standalone install. This will install SQL Server 2008 Express Edition onto your
machine, install WSF and use SQL Server 2008 Express Edition automatically to store
content and configuration. Nothing could be simpler. If however you want to use
another version of SQL server as your data repository then that version needs to be
installed prior to installing WSF and then you’ll need to select Advanced install.

The difference between a Standalone and Advanced install are quite marked in that a

Standalone install does everything for you, including setting up the first WSF site. With
the Advanced install you need to do everything manually.

In summary then, WSF requires a version of SQL Server to hold its content and
configuration databases. You can choose from a wide range of SQL Server version from
Microsoft, however the 2008 Express Edition that comes with WSF is suitable for most
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initial deployments. If you plan to do much work with WSF then it is beneficial to have a
good basic knowledge of SQL Server as well.

After creating a WSF site the information that is now entered into SharePoint is stored
in a SQL database. To locate the name of this database you need to go into the
SharePoint Central Administration for your site. You do this on the server on which you

installed SharePoint via Start | Microsoft SharePoint 2010 Products | SharePoint 2010
Central Administration like so:

7. Team Site - Home - Windows Internet Explorer

|;| Tearn Site - Home

Team Site » Home
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. Microsoft SQL Server 2008
Skartup
windows Powershell 1.0
Windows PowerShell Y2 (CTP3)

P She Central Administration
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0
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Rur... Getting Started
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‘Windows Security

4 Back

IStart Search @ @
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Now select the Application Management then the Content Databases. You should now
see the name of the database used by SharePoint like that shown below:

© www.ciaops.com
29 December 2014

Page 11


http://www.ciaops.com/

Chapter 2 - Product features

.- Manage Content Databases - Windows Internet Explorer _ &)X
@:‘ y = [EE) hitp:ifserver2008:9635{_admin/CHTDBADM spx I CES £~

{3 Favatites | YJ:‘;‘, € suggested Sites ~ € | web Slice Gallery =

Manage Content Databases - El - [ @ - Page - Safety ~ Took ~ '@"

Give Feedback | sEr hadministrator ~

. '§ﬁ§repointzmo Central Administraton » Manage Content Databases

Use this page to manage content databases for this web application. Click a content database name to change its properties.

Central
Administration =i Add a content database web fspplication:  http://server2008/ ~

Application Management

Systern Settings Database Status  Database Read-Only  Current Number of Sike Collections  Sike Collection Lewvel Warning  Maximum Mumber of Site Collections  Preferre

Manitaring WES_Content Started Ne 1 2000 15000
Backup and Restore

Security

Upgrade and Migration

General application
Settings

Configuration Wizards

a | _>I;I

Done [ [ [ [ [ [ [ [ Trustedsites | Protected Mode: off 7h v (R0 - A

If you click on the database name (in this case WSS_Content) it will bring up further
information about the database. As you can see from the above screen shot it is also
possible to add additional databases from this window. Another important fact to
remember about SharePoint is that you not only have GUI tools like what is shown here
but you also have similar tools that can be run from the command line, allowing for
scripting if necessary.

In terms of the file system, where exactly is the SharePoint content database stored? It
is stored wherever the default data directory is for the SQL instance that you installed
on your machine. In this case because we are examining Companyweb on SBS2008,
which is using SQL 2005 Embedded Edition you will find those files in C:\program
files\microsoft shared\web server extensions\14\data\mssql10.sharepoint\mssql/\data
like shown below.
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Eoata 15
{ ( )v | = Microsoft Shared = ‘Web Server Extensions » 14 » Data » M3SQL10.SHAREPOINT = MSSQL ~ DATA - I‘GJ ISearch @J
File Edit Wiew Tools Help

Organize » == Views - (2]
Favarite Links Mame = |v| Date madified |v| Type |v| Size: |v| Tags |v|
L—,jEdc_Servica_DB_cw... 30011j2009 4:24...  SQL Server Data... 3,328 KB

T Documents | Bdc_Service DB _c19,., 30/11j2009 4:24... SQL Server Data,., 3,200 KB

'E Pictures \J:-Imaster.mdf 30/11j2009 3:59...  SQL Server Data... 4,096 KB

T;\ Music | &l mastlog.Idf 30/11/2009 3:59... SOL Server Data. .. 1,260 KB

Maore » L—,jmude\.mdf 30f11/200% 3:59,,, SCQL Server Data, ., 2,304 KB
|5 modellog. Idf 30011J2009 3:59,..  SQL Server Data... 765 KB
Folders " __DJMS_AgEntS\gningCer... 30011j2009 3:59...  Security Certificate 1KB
[ A MSDEDats mdf 30/11/2009 3:59... SCL Server Data... 13,056 KB
PerflLags El | &l MSDELag. ldF I0/11/2009 359, 5L Server Data,, 20,096 KB
El1Js Program Files [ sharePoint_AdminCo... 30/11/2009 4:26... SQL Server Data... 27,904 KB
=1L Comman Files [l SharePaint_AdminCo... 30{11/2009 4:18... SOL Server Data,.. 5,248 KB
=l [ Micrasaft Shared [ A sharepaint_Config_... 301102009 4:21... SOLServer Data..  B498KE
= |&! sharePoint_Config_... 30/11j2009 4:20... SQL Server Data,., 1,656 KB
Fileers L—,ﬂtempdb‘mdf 30/11/2009 11:5... SCL Server Data. .. 4,352 KB
ink. [ templog.IdF 30{112009 11:4...  SQL Server Data... 1,792 KB
MsInfa L—,j WSS_Content.mdf 30011j2009 4:24...  SQL Server Data... 20,736 KB
SERYER 14 | & Wss_Content_log,LDF  30/11/2009 4:23... SQL Server Data,., 5,245 KB
| 5L Debugging L—ﬂWSSJ.Dl]l]iFI\]‘ITIdf 8/12/2009 10:59... SOL Server Data. .. 15,616 KB
| Stationery [ £l wss_Logging_log.LDF  30/11§2009 10:3...  SGL Server Data... 5,624 KB
| TextCony [Awss_Search_SERVE... 30f11j2009 10:2... 5OL ServerData,. 18,665 KB
| Tried (5] WSS _Search_SERVE,. 30/11/20094:22,., SQLServerDats.. 152,384 KB
L owgx
= | web Server Extensions
214
. ADMISAPT
| BIN
| CONFIG
= .. Data
Applications
Config
= MS50L10.5HAREROT
SR
. Backup
.
. JoBS LI
i 'Startl J o JI 7 pata & Team Site - Home - Wind... I & Alternate Access Mappin... I & Manage Content Databa, ., e @ﬁb 3154 PM

Remember that for each SQL database there are normally two associated files, a .MDF
(data) and .LDF (index). Both of these files are important for correct database
operations. The actual file size of these database files will grow as the information in
your SharePoint site increases, to as large as allowed by your version of SQL server or
hardware. Note that you can relocate these databases to other locations if required.

Finally, if we take a look in the SQL management tools we can also see the database. By
default, the GUI management tools don’t come with SQL 2008 Express Edition but they
are a free download from Microsoft. To launch the GUI tools go Start | All Programs |
Microsoft SQL Server 2008 and run SQL Server management Studio Express. To
connected to the SQL 2008 Embedded Edition instance you will need to use the
following connection string

<Servername>\<SQL _Instance>
In this case it will be:

SERVER200\SHAREPOINT

Once entered you should see something like:
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“a Microsoft SOL Server Management Studio _ A x
File Edit Wiew Tools Window Community Help
nowcuery | 0y | s | 5 o |
O Object Explorer Details | - X
Cornect~ | @3 &1 w T 2] @@ T[E S| G -
= EEREETZSDS‘SHAREPOINT 150k Server 10.0-253 [ cepyen 2008\ SHAREPOINT (5QL Server 10,0, 2531 - SERVERZ0081AdministratoriDatabases\WsS_Cortent
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[ System Databases MName | Policy Health State |
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[J SharePoint_AdminContent_36911636-052 |4 Tables
[_J SharePoint_Config_Scd954fF-5f59-4a5h-2 [ Wiews
|| ws5_Contenk [ synonyms
| 1| ws5_Logaing [ Programmability
[_j W35 _Search_SERVER2008 [ Service Broker
3 Security [ Security
[ Server Objects
[ Replication
[ Management
| wss_content 7 Items
4] | 2
Ready
£ "start J ia ) @ J 9 DATA @ Team Site - Home - ... @ Alkernate Access Ma.., | /€& Manage Content Dat... I-Jja Microsoft SOL Ser... | © @ﬂg 3:55PM
e >

Now, simply locate the database (WSS_Content) under the databases folder and right
mouse click to view the properties.

2.8 Web sites

WSF is based around the concept of web sites. When you start working with WSF you

will initially be working with two different WSF web sites.
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lome - Central Admi ration - Windows Internet Explorer

3:3 Favatites ‘ {.:3 @ Suggested Sites ~ @ | Web Slice Gallery =

L| http: )/ server2008: 9655/ default, aspx j || X Ib Bing P

|| Home - Central Administeation 5N < e v Pagew Safety + Tools v @@

Give Feedback

& SharePoint 2010 Central Administration

Central )
Administration Application Management

l' | Systemn Settings Resources
i E M b applicati
Application Management ‘0 anage web applications

Manage servers in this farm There are currently no favorite links to

Create site collections Manage services on server display. To add a new link, click "Add
Systern Settings Manage service applications Manage farm features new link",
L Manage content databases Configure alternate access
Monitaring mappings
Backup and Restore ; Monitoring 4k Add new link
Security |"\A»:\J Review problems and solutions 3‘&_1 BE!CRUD and Restore
_— == Check job status £ Perform a backup
Upgrade and Migration € == Restore from a backup
g:tréﬁnr;; Application |_/‘ 1 Security Perform a site collection backup
\ y Manage the farm administrators . .
Configuration Wizards >/ group Upgrade and Migration
Configure service accounts *Q' Check product and patch
installation status

General Application Settings Check upgrade status

= 4ef  Configure send to connections X X
+\ Configuration Wizards

[
[ [ [ [ [ [ [ [ Trosted stes | Protected Mode: Cff Va v | B 100% -
Orstart| | 3, Mm@ | # para | € Team Site - Home - ind. .. | & Alternate Access Mappin, . I {& Home - Central Admi... FomRs mserm

The first, which is created automatically, is the SharePoint Central Administration site
that is used for advanced configuration and management of the WSF environment.
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{:"Team Site - Home - Windows Internet Explorer
@_: = | ] hitp:fserver2008/SitePages Home aspx =l|#2 || % | &z £~

.7 Favarites | S5 8 Suggested Sites = @ | Web Slice Gallery =

(& Team Site - Home ﬁ B - = E@a * Page v Safety r Tools + @iw

Give Feadback

Team Site » Home

Harne Search this site... 20
Documents .
Welcome to your site! 3"

Shared Documents . . " .

add a new image, change this welcorme text or add new lists to this page by
clicking the edit butbon above. You can click on Shared Documents to add files
or on the calendar to create new tearm events. Use the links in the getting

Lists started section to share your site and customize its look,
Calendar
Shared Documents
Tasks
I Type Marne Madified Madified By
Discussions

} desktop 12/8/2009 1046 AM SERWVERZ00&\administrator
Tearmn Discussion Einew

8] Recycle Bin

Q All Site Content

Getting Started
@ Share this site
n Change site therne

Set a site icon

5 Customize the Quick Launch

-
4| | _’I_I
’_’_’_’_’_’_@‘ . Trusted sites | Protected Mode: OFF 3 - | HA00% -
(‘Startl J _5_1__3 m e J ? DATA I @ Team Site - Home - W... @ Alkernate Access Mappin... | @ Home - Central Administr.. . i @Iib 3:57 PM

The other site is the ‘data’ web site that you create during the installation of WSF. It is
into this web site that all the content will be placed including documents, lists, pictures,
etc. This ‘data’ web site is what your users will be interacting with.

WSF sites are arranged with a starting page and from there can grow in a tree structure
with additional content “underneath” this starting page. All the content contained in
WSF can be secured to whatever level you desire. One of the major benefits now with
WSF is that if a user hasn’t got access to something then they won’t even see that
option (this is known as security trimming).

In WSF you can only have a single Central Administration web site but you may have as
many ‘data’ web sites as you wish. Access to the Central Administration web site is
restricted to WSF Administrators only. The Central Administration web site also runs in
its own Internet Information Server (IIS) application pool and is hosted on a random TCP
port that is determined during the installation. For more information about this see
Chapter 5 — Central Administration.

2.9 Using
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As mentioned previously, WSF is a tool that allows you to capture business information.

Not only that, it can be used a central repository of information linked to applications
like Outlook for ‘off-line’ use.

Once WSF is operational you should see the initial screen like so:

{:"Team Site - Home - Windows Internet Explorer

@_: = | ] hitp: fserver2008/SitePages Home aspx =l x| [ 50 R -

5:3 Favarites | i.:‘a @ Suggested Sites @ | Web Slice Gallery =

(& Team Site - Home ﬁ /| - = E@ * Page v Safety r Tools + @'

Give Feadback

Team Site » Home

Harne Search this site... £ 0

Documents

Welcome to your site!

Shared Documents . . " .
Add a new image, change this welcormne text or add new lists to this page by
clicking the edit button above. You can click on Shared Docurnents to add files
or on the calendar to create new team events, Use the links in the getting
Lists started section to share your site and customize its ook,

Calendar
Shared Documents
Tasks

I~ Tyvpe MNare Modified Maodified By
Discussions

} desktop 12/8/2009 10046 AM SERWERZ00&administrator
Team Discussion I HEW

5] Recycle Bin
3 all site Content

Getting Started
.$ Share this site

n Zhange site theme
Set a site icon

%‘ Customize the Quick Launch o

=
1| | 3
F,i’i,ili’i,@‘ . Trusted sites | Protected Mode: OFf ¥3 = | EA00% v
A"'Startl J Y. -] J 7 DaTA | (& Team Site - Home - W... & Alternate Access Mappin. . | @€ Home - Central Administr.., Fl ®3s 3:57PM

The WSF site is accessed through a web browser and used by simply clicking on the
active links in the page, just like any other web site. It is important to remember that

just about everything that you see on a WSF is able to be customized in some shape or
form.

Home page

Across the top of the site you will see a number of tabs, these are known as the Top Link
bar. Down the left hand side of the window is the Quick launch bar. Both provide speedy
access to information and importantly, both are totally configurable.

In the top right you will see the currently logged in user name (in this case
SERVER2008\administrator). You will also see a down arrow to the right of this name. If
you click that you will be presented with a menu that allows you do things such as
change the user with which you are logged into WSF with. WSF can use authentication
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from a number of different providers but in most cases it will be from a Windows Active
Directory.

Under this area you will find the search box. Any query entered here will be used to
guery information held in WSF. A great feature of WSF search is that it will not only
search the information in WSF but also inside the documents that are contained in your
WSF site. Therefore it is possible to search all the content of Word, Excel, PowerPoint
and even Adobe PDF’s. For more information about correctly configuring this see
Chapter 11 — Search of this guide.

On the left hand side is the Site Actions option. Selecting this option will allow you to
create new data storage containers in your WSF site as well as manage the settings of
this site. It is important to note that only users who have been configured with the
rights to make changes will be able to see the Site Actions option. This applies across the
whole WSF site in that you are only able to see items that you have rights for. If users
don’t have rights then they won’t even see the menu option or item. This is a feature of
WSF and is known as security trimming.

Finally, under the Site Actions option is the main page. This main page is what is known
as a Web Part page. Web parts are special items that can be placed on a page that
actually connects to data from other locations in WSF. So, for every data container you
create on WSF an associated ‘web part’ is also created which can be used to display that
data elsewhere in your site. In this case the main page displays an announcements,
calendar and links web part. The other handy thing about ‘web parts’ is because they
are self-contained they can be located anywhere on a ‘web part’ page.

Another feature of WSF is shown on this page. In the lower left of the screen you will
find the Recycle Bin. Like a normal recycle bin on a PC, anything a user deletes will firstly
end up here. Clicking on the recycle bin will display its contents and all the recovery of
any information.

Document libraries
A WSF document library is a data repository specially designed to hold and manage

documents. It is similar in many ways to a network share on a file server but has a
number of features that make it vastly superior.
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(fshared Documents - Windows Internet Explorer M= E3

@\‘—‘/ vl http:ffserver2008/Shared*:2000cumentsForms/ AllTkems, aspx j )| X Ib Bing A2

5:3 Favorites | 3:‘5 @ Suggested Sites ~ € | Web Slice Gallery ~

shared Documents 5 v B v ) o v Page~ Safety v Took v (@

Is
: Give Feedback SERVERZ00& administrator =

Site Actions = Browse }ocu Library

Team Site » Shared Documents . All Docurnents

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

Harne Search this site... 0
Documents T Type Marme Modified Modified By
Site Fages £ desktap 12/8/2009 10:46 AWM SERWER 2008 administratar

zh d D t: . -

i o) info 5w 12/30/2009 4:00 PM SERVERZO0S\administrator

. W] installwss3 & new 12/30/2009 3:59 PM SERWERZ00S%administrator
Lists
calendar dF Add new docurnent
Tasks
Discussions

Tearn Discussion

2] Recycle Bin
3 all site Content

-
Dane ’_’_’_ f_l_ ’_@‘ ./ Trusted sites | Protected Mode: Off Fq ‘ H100% -
J."Startl J ita ) @ J 9 DATA ” @ Shared Documents - ... @ Alternate Access Mappin... | @ Hame - Central Administr., .. @(}3 4:00 PM

The above example shows a document library that contains a number of documents. As
you can see, these documents are in a number of different formats and if WSF
recognizes the format it will display an appropriate icon. By default, WSF will recognize
Microsoft Office documents but it is possible to add additional formats like Adobe
Acrobat, see Chapter 11 — Search for more information about configuring this.

To open a document in the library, simply click on the document name. If the
appropriate program for that document format is available on the client machine the
document will open automatically.
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(f'shared Documents - Windows Internet Explorer
@\‘—‘/ L4 I htkp: fiserver2008/Shared%e20Document sfForms allltems  aspa: j 2| % Ib Eing 2

7;3 Favorites | 7;3 /€ Suggested Sites ~ £ | web Slice Gallery ~

Shared Documents Eh - [ v () e=h - Page - Safety~ Tools - .@.-

Library Tools ’—\
- Give Feedback SERVER. dministrator =
Site Actions ~ B Browse  [EETOReH e
j .i}j Check Qut “Wersion History -
sl )
Check In ' ' Document Permissions ) -
Mew Upload Mewy Edit . Wiew Edit . E-mail 3 Download a Wiorkflows Publish
Documert. Document+ Folder  Document Discard Check Out  Properties Properkies 2 Delete Document Link Copy
e Open & Check Out Manage Share & Track Copies Workflouws
-
Documents [T Type Name Modified Modified By
Site Pages C & desktap Hl12/8/2009 10:46 AM SERYERZ008\administrator
Shared D t: . .
St ) infa Wiew Properties 12/30/2009 4:00 PM SERWERZ0D84administrator
) 5] insta (2 Edit Properties 12/30/2009 3:59 PM SERWER2008\administrator
Lists
gy Check out
Calendar g Add new document
send To 4
Tasks
$ Manage Permissions
Discussions K Delete
Tearn Discussion
& Recycle Bin
21 Al site Content
[
Done ] [ [@g [ Trusted sites | Protected Mode: OFF PR

L 7start J i} [} @ J ? DATA I @ Shared Documents - ... @ Alkernate Access Mappin... | @ Home - Central Administr. .. | @{b 4:01 PM

If you pull down the arrow to the right of the document name when you hover over it
with your mouse, you will be presented with a menu of the other options available for
that document. One of these options is the ability to ‘Check out’ the document. WSF can
function as a basic document management system, allowing you to work on documents
without the fear of other users overwriting or changing what you have created. Another
great feature is the fact that WSF can track each version and even allows you to roll back
to a previous version if required.

It is also really easy to sort and filter the information displayed in a document library by
simply clicking on any of the column headers.
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(fshared Documents - Windows Internet Explorer
@: L 4 I hikkp: jiserver2008/5hared: 20Documents Farms/ Alllkerms asp: j | X Ib Eing 2
i\? Favarites | {;3 € Suggested Sites ~ & | ‘Web Slice Gallery ~
Shared Documents f5 ~ B - [ = - Page~ Safety - Took v @
Library Toals
_ AL Give Feedback SERWERZ008%administratar -
Site Adtions ~ B Browse Diocuments S
j .ﬁj Check Qut “ersion History -
Ll )
Check In - ‘% Document Permissions i) -
Mew Upload Mew Edit . Wiews Edit E-mail a Download a Workflows Publish
Document» Documert~ Folder  Docurment Dizcard Check Out praperties Properties 2 Delete Document Lirk Copy
et Open & Check Out Manage Share & Track Copies Woarkflows
N N
Documents T Type  Mame Modifisd Modified By —I
Site Pages A ascending desktop 12/8/2009 10146 AM SERWVERZ008hadministrator
Shared O f .
arss 2emt £l Descending infa & vew 12/30/2009 4100 PM SERVERZODZ\administrator
installwss3 minew 12/30/2009 3159 FM SERWERZOOZ\administrator
Lists .
Calendar : nt
docx
Tasks .
ini
pdf
Discussion:
Team Discussion
2] Recycle Bin
Zh all site Content
-]
Done ,_,_’_,_,_,_ P | Trusted sites | Protected Mode: OFf Yy Moo -

As you can see when this is done you are able to not only sort the entries in that column
but also filter what is displayed. So if you only want to see Word documents displayed,
simply click the Type column heading and select the Word document option. Then this
display will be filtered to only display Word documents. All the information is still in the
WSF document library but you are now able to control exactly the information you see.
This makes locating documents and information much quicker.

Wikis

A wiki is a means of capturing information using an online editor without the need for
applications on the client machine. This means that users can create, add, edit and share
information about just about anything. A WSF wiki is a great for use as a business
knowledge base.
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Z’_,"Team Site - Home - Windows Internet Explorer
@;t ) @ JEL httpserver 2008k nowledge > 20Base/Home. aspx =4l x | [ i P~

{3 Favarites ‘ {.:3 @ Suggested Sites = @ | WWeb Slice Gallery =

M- v g v Page+ Safety - Tooks v (@

.| Team Site: - Home

Editing Toals
2 Give Feedback SERWERZO0&\administrator =

YWerdana - dpt - 35 B
Copy <= %3 Select~

save Check Out  Paste B 7 U e x, x* ¥, A A_/ % Styles Text  Markup

- - C Undo - : o layout~  Styles, “7  HIML.

Edit Clipboard Font Paragraph Shyles Layout Markup
Recently Modified l iki li 2
¥ Welcome to your wiki library!

Home Wou 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

o [[How To Use This wiki Library]].
How To Use This wiki
Library what is a wiki library?

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

Site Pages . - . . . .
9 In business environments, a wiki library provides a low-maintenance way to record knowledge, Information that is usually traded in e-mail
Shared Docurnents messages, gleaned from hallway conversations, or written on paper can instead be recorded in a wiki library, in context with similar

knowledge,
Knowledge Base

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

Calendar

Tasks

Discussions

Tearn Discussion

Recycle Bin

=
[Zh a1l site Content

[ |
Done [0 [ [ | | [# [ Trustedsites | Frotected Made: GFf Fy v | H100% g

Each wiki you create holds a number of ‘online documents’ that are created with an
browser based online editor like show above. The editor allows rich text formatting,
hyper linking, table creation, and more. WSF also tracks the changes made to each item
and can be configured to only allow updates via approval if required.

Because WSF is so flexible, you can customize the wiki to suit any business by including
additional fields that help in sorting information.

Lists

Another data depository is Lists. Here you can add a list of information with any number
of columns you require.
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indows Internet Explorer
@f}ﬂl;l bt server B0 Lists Tasks/ Alltems  asp =l |#+ | x| Ena

.7 Favarites ‘ 9 M suggested Sites = @ | Wieh Slie Gallery ~

ﬁ - ~ [ Qé; ~ Page ~ Safety » Tools - @-

a @ Manage Permissions G5 slert Me
X Delete Them

Manage Actions

Title Talke phone off redirect

Predecessars

Priority {2} Normal

Status Mot Started

% Complete

Assigned To

Description On the phone board at reception press the "redirect” button located in
the top left, when prssed the red light next to it should go off, This
indicates that all calls now come directly to the switch,

Start Date 12/30/2009

Due Date

Content Type: Task
Created at 12{30/2009 4:07 PM by SERYERZ008}administrator
Last modified at 12/30/2009 4:07 PM by SERVER 2008 administrator

[ [ [ [ [[&[# [ Trustedsies | Protected Mode: Cff RIS
£ "start J 5,5 m e J & DaTa ” (& Tasks - Windows Inte.. € Alternate Access Mappin... | @ Hame - Central Administr. .. & @l{b 407 PM

A good example maybe a list of receptionist duties. As you can see from above, you
create a list with as many fields of whatever type you require. As with document
libraries, you are able to go into each item and edit the information if you have
permissions, to keep the information up to date.

Sub-Sites

If there is a need for an independent area to manage information within WSF then it is
simple to create an additional WSF sub-site. Any new WSF sub-site can contain all the
features of the parent site but if required, also be isolated from the parent site via user
permissions.
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{2 Home - Social Club - Windows Internet Explorer

@\‘_‘, )@ 0 hice s serverzooasocialider aut aspx =4+ x| o ing ol

3:3 Favatites | i.:‘a @ Suggested Sites ~ & | Web Slice Gallery =

| Home - Social Club & L S| @ ~ Page = Safety r Tooks » '@"

Give Feedback
Site Actions =

. Sodal Club » Home

Harne Search this sit... Pl |
BRI attendees Directions
Photos
[T HWame Edit Response  Comment There are na iterms ta show in this
vigw of the "Directions" list. To add
B There are no items to show in this view of the & new iter, click "Add new itern.
o Recycle Bin "attendees" list,

|23 all site Content df add new iterm

4 Manage attendees
Things To Bring
I~ Item Owner Comment

There are no iterns to show in this view of the
“Things Ta Bring" list. To add & new itern, click
"add new itern".

4 add new item

[
Cone [ [ [ | | [ [ Trustedskes | Protected Mode: OFf Va v [ ®ioe -
£ "start J E J # pata /& Home - Social Club - ... € Altsrnate Access Mappin. .. | (& Home - Central Administr... = w3y +10Pm
—_—

As you can see from the above, the sub-site ‘Social Club’ has a completely different look
and feel to the main site, however it remains readily accessible using the Top Link bar.
Each ‘sub-site’ can be created using a number of default or add on templates. For more
information about WSF templates see — Chapter 10 — Templates.

Really Simply Syndication

Many users these days do not want to have to view a web page to receive information
updates. WSF makes this readily available via RSS feeds.

© www.ciaops.com
29 December 2014 Page 24



http://www.ciaops.com/

Chapter 2 - Product features
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Site Pages £ desktap 12/5/2009 10146 AM SERVER2008\adrministrator
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ores Hocuments ) infin e 12/30/2009 4:00 PM SERVERZ00B\administratar
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Lists 4 Add new document
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javascripk:; ’7’7 ’7 ﬁ N | " Trusted sites | Protected Mode: OFF g - ‘ H100% v

Most data depositories you create in your WSF site are automatically RSS enabled. This
means that users can subscribe to these feeds in any supported RSS reader (of which
Outlook 2007 is one). In that way when information is updated in the WSF component
users can be notified of the changes without having to visit the page.

Alerts

Another way for users to be kept informed of changes made in a WSF site is via email
alerts.

Each user can configure the alert settings they require. In this way when information
with selected components is changed users will receive an email. Alerts can also be
configured in a variety of ways ranging from sending emails immediately to sending
summaries once a week.

Site Settings

Many of the configuration features of each WSF site are located under Site Actions.
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{2 Site Settings - Windows Internet Explorer

@: - ||;| hkkp: j/server2008/_layoutsisettings, aspx
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Tasks List ternplates

Master pages
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Discussions Solutions
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REZ
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Workflows

Workflow settings

2] Recyele Bin
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Give Feadback SERVE

| Look and Feel Site Infarmation
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“uick launch
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Delete this site
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Here you can change user permissions, look and feel, and generally administer the site.
For more information see Chapter 6 — Site Settings.

Data Depository settings

Most items that you create in WSF to store data can be customized by selecting
Settings | </tem> Settings from the menu within their area.
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{2 Document Library Settings - Windows Internet Explorer
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Team Site » Shared Documents » Document Library Settings

Horne Social Club o
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Site Pages
Name: Shared Documnents
Shared Documents
Web Address: http:/fserverz008/Shared Documents/Forms/allltems . aspx
Knowledge Base . . . . .
Description: Share a document with the team by adding it to this document library.
Lists
General Settings Permissions and Management Communications
Calendar
Tasks Mitle, description and navigatior Delete this document library RSS settings
Versioning settings Save docurnent library as template
Discussions Advanced settings Permissions for this document library
. . Validation settings Manage files which have no checked in
Tearn Discussion
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workflow Settings
8] Recycle Bin
Q All Site Content calumns

A column stores information about each docurnent in the docurnent library, The following columnns are currently available in this document library

Zolumn {click o edit) Type Required
Title Single line of text

Created By Person or Group

Modified By Person or Group

| Checked Out To Person or Group | _|;|
4 3

’_’_’_’_’_’_@‘ . Trusted sites | Protected Mode: OFF 3 - | HA00% -
('Startl J - J 7 DaTA I & Document Library Set... & Alternate Access Mappin... | (& Home - Central Admiristr... & @Iib 4:16 PM

In the above example we selected the Shared Documents document library then
Settings | Document Library Settings from the menu. These settings allow you to
customize your data repository but creating or editing fields and views. This is also the
location in which you can delete your data repository if necessary.

2.10 Outlook 2007
With Outlook 2007 you can:
- Obtain two-way synchronization of WSF task lists. You can view, add and

modify in a linked list in Outlook and all changes will be replicated back to
WSF.

- Obtain two-way synchronization of WSF contact lists. Again, you can change
the contacts contents, add or delete and all changes will be replicated back
to WSF. Outlook will also search these lists when you search for a contact.

- Obtain two-way synchronization with WSF Calendar lists. Any changes made
to these lists in Outlook 2007 will be copied back to WSF.
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- Obtain the ability to use Offline content. You can download a complete
document library to the local machine which can then be viewed and edited
offline.

- Obtain the ability to view WSF content via RSS feeds. Outlook 2007 has the
ability to read RSS and WSF can create RSS feeds on most data components.

2.11 Recommended reading

2.12 Conclusion

There are many features of WSF that this chapter has not covered. Unfortunately, there
is just not enough room to cover all of these in detail. WSF has many features that work
simply through a web browser, however additional functionality is also available via
integration with versions of Microsoft Office.

It is important to understand that WSF is a flexible tool designed to capture all sorts of
business information, however it is up to you to create a system that works for your
business or for your customer.

You should also consider WSF as more than just a single stand-alone product. A
significantly greater amount of productivity and flexibility can be achieved when it is

used with products like Microsoft Office.

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